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Employees can follow these directions to create timesheet entries in the HCM system.
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1. From the HCM main menu, click the Self Service link.

| 3 Self Service |

Click the Time Reporting link.

|I"'_‘I Time Reporting |

Click the Case Exception Timesheet link.

| ] Case Exception Timesheet |
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Favnvrrtes MalnvMenu » Self Service > Time Reporting > Case Exception Timesheet

Exception Time Entry

Employee ID: 1111111 Micole Dyme Title: Specialist Red: 0

Empl Class:  Staff Exempt Department:  Vice President, ITS FLSA Status: Professional

Available Leave Hours Sick:  182.00 Vacation: 18913 Last Updated: 10022012 1
Current Pay Period Start:  10/01/2012 End: 10/3112012 Std Weekly Hours:  40.00

customize | Find [ B First £ 131 0731 0 Last N

Date Day ITRC Hours Comments
100032012 5  Mon HOL ~ | o0 |
20942012 [ Tue REG -~ || 800
3[oomsi2012 [ wed REG ~ | 800 |
4[oo0erz012 | Thu ReG ~ | [ sod |
5[oo07i2012 [ Fii ReG +~ [ =00 |
60902012 [ Mon I
7091201z @ Tue REG -~ [ =00 |
soonzzo2 [ wed I

- [ soo |
; h

9//09M13/2012 [ Thu REG

R rwer——— - -

H100% ~

Step | Action

4. The Exception Time Entry page appears. Here you can record the
time you work, the time you take off for vacation/iliness and additional
time logged under a variety of Time Reporting Codes (TRCs).

The HCM system will auto-populate regular and holiday time entries
for all full-time employees. Part-time employees must manually enter
their hours each pay period.

Employees need to enter and verify hours for each pay period and
must have all time entered by the corresponding payroll cut-off date.

The cut-off dates for submitting time sheets are listed here:
http://www.case.edu/finadmin/controller/deadlines.html.

© 2012

Information Technology Services | 2


http://www.case.edu/finadmin/controller/deadlines.html

CASE WESTERN RESERVE

UNIVERSITY  porse . .
think beyond the possible Case Exception Timesheet

-
e@ @ https://hcm.case.edu/psp/hc

% @Convert < [ Select

CASfWkSrERNRESE
FUNIVERSITY " o7

Favovrltas Mavaenu > Sarfsverwce > Time Rgportlng » Case Exception Timesheet

Exception Time Entry

Home | Workist | AddtoFaveries |  Signout

Employee ID: 1111111 Nicole Dyme Title: Specialist Red: 0

Empl Class:  Staff Exempt Department: Vice President, ITS FLSA Status: Professional

Available Leave Hours Sick:  182.00 Vacation: 18913 Last Updated: 10/02/2012 1
Current Pay Period Start:  10/01/2012 End: 10/31/2012 Std Weekly Hours:  40.00

customize | Find | B Frat B 431 0731 1 Lose

Exception Time Entries

“Date Day “TRC Hours  Comments

1 [0om3i2012 [ Mon HOL - 8.00
2(oomazoiz |5 Tue REG ~ 8.00
3 [oomsi2012 |5 Wed REG ~ 8.00
4(oameizo1z 5 Thu REG ~ 8.00

\ [

\ [

\ [

\ [

5000712012 |5 Fri REG ~ [ soo |
\ [

\ [

\ |

\ |

b

609102012 [ Mon REG = 8.00
7 (08112012 ) Tue REG = 8.00
8/ 09122012 [ Wed REG ~ 8.00

8.00

9/0913/2012 | Thu REG =
I (e PN -

H100% v

Step | Action

5. Each row on the timesheet represents one work day and the type of
hours worked for that 8 hour period.

Each day may have more than one row if multiple TRCs apply to the
hours worked during that day.
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Exception Time Entry

Employee ID: 1111111 Nicole Dyme Title: Specialist Red: 0

Empl Class:  Staff Exempt Department:  Vice President, ITS FLSA Status: Professional

Available Leave Hours Sick:  182.00 Vacation: 189.13 Last Updated: 10/02/2012 3
‘Current Pay Period Start:  10/01/2012 Ena: 10/31/2012 Std WeeKly Hours:  40.00

Customize | Find | B First | 131 0f 31 L Last

Exception Time Entries

“Date Day *TRC Hours  Comments

1 (09032012 [ Mon HOL - [ 800 |
2 [0om04/2012 |5 Tue REG ~ [ s00 |
3 [0om0s2012 [ Wed REG ~ [ 00 |
4 [0om062012 |5 Thu REG ~ [ s00 |
5 (0072012 5 Fri REG ~ [ 00 | Add
6 (091072012 Mon REG ~ [ a0 |
7 [0er112012 Tue REG ~ [ 800 |
3 (091272012 Wed REG ~ [ a0 |
9 (0911372012 Thu REG ~ [ 800 | Add
Il ves— — — I r - - -
H100% v
¢ | ¥
€ Intemet 0% v

Step | Action

6. Pre-populated time entries include the REG TRC for "Regular Time".

RC

7. If you need to assign time to more than one TRC for a single day,
you must add an additional row for each code.

Click the Add button at the end of row to add a new row beneath it.

8. You can use the Delete button to remove any unused rows.
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Favavntes Ma\nvMEﬂu > Se?fsvervlce > Time Rgportlng » Case Exception Timesheet
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R
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Employee 1D: 1111111 Nicole Dyme Title: Specialist Red: 0
Empl Class:  Staff Exempt Department:  Vice President, TS FLSA Status: Professional
BRVMT
Available Leave Hours Sick:  1{EMERG Vacation: 18913 Last Updated: 10/02/2012
EMGWK
FHL
Current Pay Period Start 1 TS&Y End: 10/31/2012 Std Weekly Hours: 4000 i
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\ \
\ \
\ \
4(osi052012 | wed VAC v [ o0 |
\ \
\ [
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\ [

5osi06r2012 |5 Thu REG ~ 8.00
60si07r2012 5 Fri SICK ~ 8.00
7080012 5 Mon REG ~ 8.00
8012012 [ Tue REG v 8.00 A
®100% -
< | [
€ Internet H100% v

Step | Action

9. After the new row is created, select an entry from the TRC drop

down list.

*TRC

Note: The type of TRC available in the drop down list depends on
the employment classification of the employee.

Click here to see a defined list of current TRCs.

10. | Enter the number of hours to report under the selected TRC.

Note: In this example, we split one day (9/4/2012) into 4.0 hours of
Regular time and 4.0 hours of Vacation time.
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Favovrites : Ma\n'Menu > Serfsvervice s> Time Rgporting » Case Exception Timesheet
Employee ID: 1111111 Micole Dyme Title: Specialist MktgiCommunication Red: 0
Empl Class:  Staff Exempt Department:  Vice President, TS FLSA Status: Professional
Available Leave Hours Sick:  182.00 Vacation: 18913 Last Updated: 10/02/2012
Current Pay Period Start  10/01/2012 End: 10/31/2012 Std Weekly Hours: 4000

Customize | Find | B First I 1320732 1 Last
Exception Time Entries
Date Day

*TRC Hours  Comments

1 [0si03rz012 [ Mon HOL ~ [ 800 |
20042012 5 Tue REG + [ 400 | &
3 [0gi04r2012 [+ Tue VAC v [ 4.00 [Vacation approved by supervisor q
40052012 |/ wed VAC + [ eo0 | {
500062012 [/ Thu REG ~ [ eo0 | {
6oon7i2012 [ Fii SICK [ eo0 | {
70002012 [ Mon REG ~ [ eo0 | {
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9022012 5 wed REG ~ [ eoo |
1009132012 |5 Thu REG ~ [ eon |
110942012 5 Fi REG ~ [ soo | -
0% -
< ] >
1§ € mternet F100% -

Step | Action

11. | You can enter a note into the Comments field to explain the time
entry if needed.

Note: Non-exempt employees have a Comments tab next to the
Exception Time Entries tab which can be used for this purpose.

12. | Scroll to the bottom of the page and click the Save button when your
time entries are complete.

[5) save
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Favavntes Ma\nvMEﬂu » Self Sverwce > ilme. Rggprt_m_g' » Employee Time Entry History

D Case Exception Timesheet

Exception Time Entry [ Employee Time Entry History
D Time Reporting Home

Home | Workist | AddtoFavorites |  Sign out

& New Window @He\p T nitp

Employee ID: 1111111 Nicole Dyme Title: Specialist Red: 0

Empl Class:  Staff Exempt Department:  Vice President, TS FLSA Status: Professional 3
Available Leave Hours Sick:  182.00 Vacation: 18913 Last Updated: 10/02/2012

Current Pay Period Start:  10/01/2012 End: 10/31/2012 Std Weekly Hours:  40.00

Customize | Find | B First O 4320732 1 Last

Exception Time Entries

“Date “TRC Hours  Comments
1 [0si03r2012 5 HOL [ 800 |
2(osi04i2012 [ Tue REG [ 400 |
3 [0si04/2012 5 Tue VAC | 400 |vacation approved by supenisor
4(ooi05:2012 [ Wed VAC [ 800 |
5osi06r2012 |5 Thu REG [ 800 |
60si07r2012 5 Fri SICK [ 800 |
70102012 |5 Mon REG [ 800 |
glosrz012 |5 Tue REG [ o0 | |
®100% ~
€D Internet H100% v
Step | Action

13.

You can use the links at the top of the Exception Time Entry page
to navigate to the Employee Time Entry History page.

D Case Exception Timesheet
D Employee Time Entry History
D Time Reporting Home
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s W Convert v [ Select
L CASE WESTERN RESERVE
BRI UNIVERSITY ;o ,pd
o —— Home | orkist | AddioFavortes |  Signout
Favovrrtes MEII‘IvMEﬂu » Self Service > Time Reportind > Employee Time Entry History
@rdew'.".‘mcaw @Help Enﬂp o
=
Employee Time History Review
EmplID: 1111111 Red#: 0 Mame: Nicole Dyme Dept: Vice President, ITS Title:  Specialist
Search Options TRC: ~ From Date: [ ToDate: &l
Employee Time History
Date IRC Hours Status Speedtype Reason Code Paid Date Approver Comments
03/26/2007 Reg Hours 8.00 Closed Stacy Mitchell
03/26/2007 |Reg Amt To Payroll OPR231233 04/30/2007 New Hire 03/26/07
03/27/12007 RegHours 8.00 Closed Stacy Mitchell
03/28/2007 |Reg Hours 8.00 Closed Stacy Mitchell
03/29/2007 Reg Hours 8.00 Closed Stacy Mitchell
03/30/2007 Reg Hours 8.00 Closed Stacy Mitchell
04/02/2007 Reg Hours 8.00 Closed Stacy Mitchell
04/03/2007 | Reg Hours 8.00 Closed Stacy Mitchell
04/04/2007 |Reg Hours 8.00 Closed Stacy Mitchell
04/05/2007 Reg Hours 8.00 Closed Stacy Mitchell
04/08/2007 Reg Hours 8.00 Closed Stacy Mitchell
04/08/2007 ' Reg Hours 8.00 Closed Stacy Mitchell
04/10/2007 RegHours 8.00 Closed Stacy Mitchell
04/11/2007 ' Reg Hours 8.00 Closed Stacy Mitchell i
< m ] v
#100% «
3 | >
Done L & mtermet E00% v

Step | Action

14. | From the Employee Time History Review page, you can view your
previously recorded and approved time entries.

Search Options

Employees can use the Search Options to determine how much
time they have reported to individual TRCs.
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L CASE WESTERN RESERVE
BRI UNIVERSITY ;o pd
T Home | Workist | AddtoFavortes | Signout

Favovrrtes MEII‘IvMEﬂu » Self Service > Time Reporting > Employee Time Entry History

@rdew'.".‘mcaw @Help ﬁnﬂp o
=

Employee Time History Review

EmplID: 1111111 Rcd#: 0 Mame: Nicole Dyme Dept: Vice President, ITS Title:  Specialist
search Options TRC: ~| From Date: [ ToDate: B
e L Emerg Clos
Emerg Work
loat Hol
Date TIRC rs Status Speedtype Reason Code Paid Date Approver Comments

03/26/2007 | Reg Hou|Jury Duty 0 Closed Stacy Mitchell

03/26/2007 Reg Amt :;‘2[';;@“9 To Payroll OPR231233 04/30/2007 New Hire 03/26/07
03/27/2007 Reg HoulReg Hours o Closed Stacy Mitchell
03i28/2007 |Reg Hou|Sck-Family 0 Closed Stacy Mitchell
03/20/2007 |Reg HoulSickLeAVE |y Closed Stacy Mitchell
Sick-Brvmt
03/30/2007 |Reg HoulypLEX V] Closed Stacy Mitchell
04/02/2007 |Reg Hou[Vacation 0 Closed Stacy Mitchell
0410312007 | Reg HoulF2 w00 Closed Stacy Mitchell
04/04/2007 |Reg Hours 8.00 Closed Stacy Mitchell
04/05/2007 Reg Hours 8.00 Closed Stacy Mitchell
04/08/2007 RegHours 8.00 Closed Stacy Mitchell
04/08/2007 Reg Hours 8.00 Closed Stacy Mitchell
04/10/2007 RegHours 8.00 Closed Stacy Mitchell
04/11/2007 ' Reg Hours 8.00 Closed Stacy Mitchell i
< i ] v
#100% «
< | >
€ Tntermet EA00% v

Step | Action

15. | For example: To determine much much Holiday time you have
reported for a specific time frame, select the Holiday TRC from the
drop down list.

*TRC

16. | You can enter the From and To dates manually or use the calendar
icons to select the dates from the calendar pop-up menu.

From Date: |01/01/2012 [ To Date:|[10/08/2012 [5

17. Click the Search button.
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CASEWT:“SIERNR]FS}E
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Favavrrtes MalnvMeﬂu > Se?fsvervlce > Time Rsportmg » Employee Time Entry History

Home | Workist | AddtoFavortes | Signout
2 New Window ®He|p Enﬂp

Employee Time History Review

EmplID: 1111111 Red®: 0 Name: Nicole Dyme Dept: Vice President, ITS Title:  Specialist
Search Options TRC: Holiday  ~ From Date: [01/01/2012 |[5  To Date:[10/08/2012
‘Employee Time History
Date TRC Hours Status Paid Date Approver Comments
01/02/2012 Holiday 8.00 Closed Employee Supewisor holiday
01/16/2012 Holiday 8.00 Closed Employee Supenisor
05i28i2012 Holiday 8.00 Closed Employee Supemnvisor
07/04i2012 Holiday 8.00 Closed Employee Supenisor
09/03/2012 Holiday 8.00 Needs Aprv

(5t Returnto Search | [ Notify

T i ] v
#100%

< | >

Done & Internet HA00% v

Step | Action

18. | The Status column shows whether or not the time entry has been
approved.

19. | The Approver column shows the name of the Supervisor that
approved the employee's time entry.

Approver

20. | Please remember to use the Sign out link when your session is
finished.

| Sign out

21. End of Procedure.
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Time Reporting Codes (TRC)

The table below provides a list of Time Reporting Codes applicable to the HCM 9.1
interface. The codes highlighted in green are typical for exempt and non-exempt staff.

TRC Description
AD2 Additional Payment Student
ADJ Adjustment

ADJSK Adjust Sick Hours Balance
ADJVC Adjust Vacation Hours Balance

ADL Additional Pay

ADR Additional Pay - Pension Elig
AWD Award

BRVMT Sick Leave for Bereavement

CO-OP Undergraduate CO-OP Program
EMERG Emergency Closing
EMGWK Emergency Closing - Worked

FHL Floating Holiday

GR1 Grad Asst Sumr - Post Doc
GR2 Graduate Assistant

GR3 Graduate Fellow Tuition

GR4 Graduate 14 Percent

HOL Holiday

HON Honorarium

HTK Compensatory Holiday

HWK Work on Holiday

INT Student Intern Program

JURY Jury Duty

MIL Military Leave

MNT Moving Expenses Non-Taxable
MOV Moving Expense Reimbursement
MRT Lump Sum Merit

Note: The table is continued on the next page.
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TRC codes continued:

TRC Description

NWS Student Non-work-Study

OPT Overtime Premium

OT2 Overtime at 2.5

OTS Overtime - Straight Rate

PPL Paid Parental Leave

REG Regular Hours

RGAMT Regular Amount

SUP Supplemental Pay

SWS Summer Work Study (not regist)
SCKFM Sick Leave - Family Member
SEV Severance Pay

SICK Sick Leave

SNW Summer - Non Work-Study
STUDY Payment for Study Participant
TRC Description

STX Non Work Study Addl Payment
SUM Summer Pay

SUP Supplemental Pay

SWS Summer Work Study (not regist)
UNPDL Unpaid Leave Time

UPE Unpaid Leave Exempt

VAC Vacation

VACPY Vacation Pay Out

WFO Workforce Option Time

WSR Work Study
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