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Your HCM Time Sheet

Concept

All staff memberat Case Western Reserve University are required to enter the time they work
into a time sheet in the HCM system.

Full time staff have their regular hourstered for them at the beginning of each payroll
period. They must review their time sheet before each payroll to ensure that hours
such as overtime, vacation and sick time are recorded correctly.

Part time staff must enter their hours manually before each payroll date.

Procedure

These directions will show you how to make entries on your Time Sheet in HCM.

Step Action
1. Click the Self Servidmk.

[» Self Senice
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aff Exempt Department: Customer Support Senvices FLSA Status: Professional Empl Class: 5§
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Step Action
9.
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UNPDL: Unpaid Leave
VAG- Vacation
WFO- Work Force Option

Questions about the use of TRC codes can be directed to the Payro
Department at 21668-4290.

Step Action

10. Sometimes you may need to change the total hours worked for a S8agply
change the nmber in the Hourdield by typing over what is currently there.

11. Sometimes you may work two or more types of hours in a day; e.g. half a day
vacation and half a day of regular time, or regular time and overtime.

To change the type of hours workeda day, first pick the appropriate TRC cod;
from the TRGield dropdown box.It doesn't matter which code is entered first.

1%

12. Next, enter the total hours worked just for that TRC.
13. Next, click the
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