9.2 Time and Effort Reporting

Purpose: Use this document to report hours to the EFFRT time reporting code along with
appropriate combination code for reporting purposes.

Audience: Employees.

Time and Effort time reporting requires employees to double report their time. The
total number of hours worked by day to the appropriate Time Reporting Code (TRC).
And secondary rows added for the EFFRT (time and effort) TRC. A single row will need
to be added for each combo code you will be reporting hours to during the period

addressed within the timesheet.

Navigation: HCM Self Service > Time Reporting > Report Time > Timesheet

1. The Timesheet page displays.
2. Select the Look Up Combination Code icon.

3. To add rows for each combo code, select the [+] plus sign/add row icon. Add additional

rows for each combo code if needed.
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4. The Look Up Combination Code pagelet displays.

5. Select or enter the appropriate combo code.
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Look Up Combination Code *
Halp
Search by | Combinaton Code | begina with I:I
Soarch Resdls
Ok the first 300 resuits can be displaye.
View 100 1-300 of 300
Resource Operating
Combination Buzingss Activity Resource Resource Fund Program Clase Operating Alfernste Budpet  Sub State und
Cods Description Account Department |qy o Projesti@rant i Type Catagory éxgory Cods Code  Fislg AMIEES [y account Referencs Account Purposse Affillats H":tlnln
000114672 | O Age and Survivers Insrance| 602010 | 34414 (biank] | (biank) (biank) | (blank) | (blark) | (bank) 460 | (bnk) 251 | (blank) 7220 (shenk | (sleek) | (bek) | X (slank] | (ki)
000114683 | Relirament and Pensions 802020 | 56270 (biank] | (blank) (biank) | (blank) | bk} | (Bank) 101 | (bnk) 082 | (blank) 7220 (k) | (slenk) | (bek) | N (blank) | alarik)
000114692 | Medical Aid 802030 | 56318 (biank] | (biank) (biank) | (blank) | bk} | (Bank) 148 | (bEnk) 011 | (Bank) (7220 (shenk) | (sleek) | (bek) | X (blank) | alarik)
000114683 | O Age and Survivers Insrance| 602010 | 56338 (biank] | (blank) (biank) | (blank) | (blark) | (Bank) 148 | (bnk) 011 | (blank) 7220 (k) | (slenk) | (bek) | Y (blank) | alarik)
000114712 | O Age an Survivees Insrance| 602010 | 55882 (biank] | (biank) (biank) | (blank) | (blark) | (Bank) 148 | (bnk) 083 | (Blank) 7220 (sbenk) | (slenk) | (bek) | Y (blank) | alarik)
000114713 | Medical Aid 802030 | 10504 (biank] | (blank) (biank) | (blank) | (blark) | (bank) 148 | (bank) 018 | (bank) 7220 (k) | (slenk) | (bemk) | X (blank) | alarik)
000114735 | Medical Aid 602030 | 55251 (biank] | (biank) (biank) | (blank) | (blark) | (Bank) 148 | (bnk) 083 | (Blank) 7220 (sbenk) | (slenk) | (bek) | Y (blank) | alarik)
000114745 | Health Life and Disability Ins | 602040 | 74262 (biank] | (blank) (biank) | (blank) | bk} | (Bank) 101 | (bnk) 061 | (blank) 7220 (k) | (slenk) | (bek) | Y (blank) | alarik)
000114758 | Health Life and Disability Ins | 602040 | 56367 (biank] | (biank) (biank) |(blank) | bk} | (Bank) 148 | (blnk) 043 | (Blank) 7220 (shenk) | (ulenk) | (bek) | Y (blank) | alarik)
000114807 | Retirament and Pensions 02020 | 34252 (biank] | (biank) (biank) | fblank) | bk} | (bank) | 145 | blnk) 068 | (blank) 7220 (wenk) | (slenk) | (bemk) | N (blank) | alark)
000114508 | Medicad Aid 802030 | 56340 (biank] | (biank) (biank) | (blark) | (blark) | (Bank) 148 | (bEnk) 011 | (Bank) (7220 (shenk) | (sleek) | (bek) | N (blank) | alarik)
000114E32 | Health Lifs and Dissbility ins | 602040 | 56328 (biank] | {bank) (biank) | fblank) | bk} | (bank) | 145 | blnk) 011 | (black) (7230 (slenk) | (sleek) | (bank) | Y (blank) | (alarik)
000114801 | Health Life and Disability Ins | 602040 | 34251 (biank] | (biank) (biank) |(blank) | (blark) | (Bank) 148 | (ank) 061 | (blank) 7220 (shenk) | (slek) | (bek) | X (blank) | alarik)
000114815 | Medical Aid 802030 | 5631 (biank] | (blank) (biank) | (blank) | (blark) | (Bank) 148 | (bnk) 011 | (blank) 7220 (k) | (slenk) | (bek) | Y (blank) | alarik)
000114806 | Medical Aid 02000 | 55452 (biank] | (biank) (biank) | (blank) | (blark) | (Bank) 148 | (bnk) 083 | (blank) 7220 (sbenk) | (slenk) | (bek) | N (blank) | alarik)
000114628 | Ol Age and Survivers Insrance| 602010 | 51903 (biank] | (blank) (biank) | (blank) | (blark) | (bank) 101 | (bnk) 064 | (blank) 7220 (k) | (slenk) | (bemk) | X (blank) | alarik)
000114833 | Relirament and Pensions 02020 | 56332 (biank] | (biank) (biank) | (blank) | bk} | (Bank) 148 | (bEnk) 011 | (Bank) (7220 (shenk) | (sleek) | (bek) | X (blank) | alarik)
000114878 | Medical Aid 802030 | 78502 (biank] | (blank) (biank) | (blank) | (blark) | (bank) 528 | (blnk) 252 | (blank) 7220 (k) | (ulenk) | (bek) | Y (blank) | alarik)
00011481 | O Age and Survivees Insrance| 602010 | 57751 (biank] | (biank) (biank) | (blank) | bk} | (Bank) 101 | (nk) 081 | (blank) 7220 (sbenk) | (sleek) | (bek) | N (blank) | alarik)
he Ti h is updated and displ
6. The Timesheet page is updated and displays.
7. Enter the remaining hours by day and the TRC.
8. Repeat process for added rows.
o
9. Select the Submit button.
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10. The Employee Affirmation message pagelet displays.
11. Select the OK button.
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Empiloyee Affirnation {13500,30)

| herehy coerify that the lime reported is a true and accuorste repressntation of e time and a=s=ignments worked in the period.

12.
13. Select the OK button.

Timesheet
Submit Confirmation

B The Submit was successful,
Time for the Week of 2019-07-01 o 201907

The Submit Confirmation page displays.

07 is submitied

14. The Timesheet page is updated and displays.

Timesheet
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15. The process to report time and effort on a timesheet is now complete.

16. End of procedure.
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