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Manager Functions via EmpCenter Mobile View/Edit Time Sheets
e View and edit employee time sheets 1. From the main menu, tap Employee Time Sheets.
e Approve employee time sheets 2. Select the assignment group.
e View and approve employee time off requests 3. Tap the employee name whose time sheet you wish to view/edit.

4. To view a different time sheet week, tap the calendaricon E in

Access:
. p . . the lower left.
From the UA Mobile App, select “EmpCenter” or use the following .
Time Sheet
URL:

Monday July 28, 2013

https://uakron.workforcehosting.com/workforce/Mobile.do?sso=true —
No data for day.

Tuesday July 30, 2013

Logn

Wednesday July 31, 2013

1. Login in with your UANetID and password.

2. The main page displays. Thursday August 1, 2013

No data for day.
“ Friday August 2, 2013
No data for day.

Myself
. Saturday August 3, 2013
bl ’
(2 My Schedule > Sunday August 4, 2013
3 My Bank Balances > No data for day.
# My Time Off >
My Team
2" Employee Time Sheets >
" Employee Schedules > t
() Approve Time Sheets >
#; Manage Time Off > 5. To edit an entry, tap the entry. The Details will appear.
£% Group Clock >
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Myself

¥ My Time Sheet >
T My Schedule >
3 My Bank Balances >
# My Time Off >
My Team

"% Employee Schedules >
() Approve Time Sheets >
#, Manage Time Off >
&7 Group Clock >
ik Settings >
=4 Log Out

View/Edit Time Sheets (cont.)
6. Tap the Edit button in the upper right to make any changes to the
data. To delete the entry, tap the Delete Row button in the lower

right.

Details

Clock
Work Date
8 Thu 08/08/2013
Start Time*

02:52 pm

Edit button

05:00 pm

Delete Row
button

7. After tapping the Edit button, the Detail will display for the time
slice. Tap inside the field you wish to edit. To change a time, use
the keypad that displays to enter the new time. Tap either AM or
PM.

8. When finished, tap the DQag button to complete the change.

9. The Details are displayed. Tap the Done putton.

Cancel Details

Myself Pay Code
(4% My Time Sheet > Clock
Work Date
=7 My Schedule > # Thu 08/08/2013
/3 My Bank Balances > Stert Time!
03:00 pm
# My Time Off > End Time*
My Team 05:00 pm
Comments
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Approve Time Sheets Approve Time Off Requests

1. From the menu, tap Approve Time Sheets. 1. From the menu, tap the Manage Time Off button.

2. Select the assignment group. 2. Any pending requests will display. Tap the request you wish to

3. Tap the employee whose time sheet you wish to view/approve. view.

4. A summary of the time sheet will display. 3. The Summary tab of the request displays the pay code, total hours
5. To approve the time sheet, tap the Approve button in the lower requested, and any comments.

right. 4. Optional: Tap the Banks tab to view the available hours in the

To view the time sheet, tap the View Time Shket button. employee’s time banks.

Geimer, Michz =l P

7. NOTE: To view/approve the time sheet for a different week, tap the

View Time Sheet button and then tap the calendar icon in the
bottom left to select a different time sheet period.

Myself Menu Back View Request

3% My Time Sheet > Myself | Summary ‘ Detal | Banks | Messages |
Period Begin 07/29/201 _
"= My Schedule > 2% My Time Sheet > Geimer, Michael P(21200)
Period End 08/04/2013 - Distributed Technology Sves FTStaffHly-200268-5202
/3 My Bank Balances > % My Schedule >
= Overtime 0 {¥) Pending
i > ) : -
% My Time Off . w0 43 My Bank Balances ? Vacation I e
egular
My Team # My Time Off > Fri 08/30/2013
- ) Time Sheet Submitts true Sun Mon Tue Wed Thu Fri Sat
3‘ Employee Time Sheets > My Team 25 26| 21 28 20 30 31
8.0

"% Employee Schedules > 2" Employee Time Sheets >

= a ) 08/26/2013 09:44 am
Q Approve Time Sheets > «» Employee Schedules > Geimer, Michael P Taking long weekend
#, Manage Time Off > () Approve Time Sheets >
£? Group Clock > “» Manage Time Off >

&% Group Clock >
.} Settings >
=4 Log Out i} Seftings >
=4 Log Out

Reject Request Approve Request

5. Tap the Approve Request button in the lower right to approve the
request.
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Approve Time Off Requests (cont.)

6. A comment box will appear. If you wish, leave a comment. Tap the
Approve Request button.

Manager Comments

No problem

Approve Request Close

7. A message indicates the approval was successful. Tap OK.

Success

Time off req




