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Time & Labor Adjustments
Procedure

Managers can use the HCM system Time & Labor Adjustments function to re-allocate
an employee's time to alternate Time Reporting Codes.

‘ &-_ﬁ WESTERN] RVE Search in Menu

Employee Self Service ¥

Employee Self Service

Non Time Approvals Open Enroliment
Manager Self Service

—

Step | Action

1. | Select the Manager Self Service Homepage

2. Click the Salary Administration tile.

Manager Self Service v

CWRU Time Approval Payment Request Salary Administration

Manager Reports
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< Manager Self Service CW MSS Salary Admin

] Salary Distribution
Time Labor Adjustments

Enter any information you have and click Search. Leave fields blank for a list of all values.

1 Salary Adjustment
Find an Existing Value
] Time & Labor Adjustments o
Search Criteria
7] Summer Salary Pay Period End Date = N Q

Empl ID begins with
Empl Record = -
Mame begins with

[ case Sensitive

) = -
Search Clear Basic Search & Save Search Criteria

Step | Action

3. Select Time & Labor Adjustments from the menu.

4. The Time Labor Adjustments page appears. Enter either the Empl ID
or the employee's Name (beginning with the first name).

5. Click the Search button.

6. A list of Pay Period Dates for the employee will appear under the
Search Results block. Select the pay period you need to adjust.
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Time Data Adjustments

Ernpd I0x 102 R o Joiin Smih
Depariment  Vioe Fresidend, ITS Tme:  Imponand Employen GL Pay Typet 515200

Py Paliod: 05012012 B pAR1EN2

Tokall Eniries: i Tobal Hours
Rale By I8 Hours SesedTyos Commants
105802012 1ig Thu [= [ Add_Jieteto ]
EMERG
MG
FHL
HY
o) ave [ DBetern 1o Seateh ::f“* s misl | o) Keanisl | o] Ney
FFL
REG
SCEFU

BICK
VD

WED

Step | Action

7. The Time Data Adjustments page appears. The Pay Period Date that
you selected will appear in the Date column.

8. Select the Time Reporting Code (TRC) that was originally reported
from the drop down list.
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Time Data Adjustments
Emp 10 1031111 Roae: ] John Smity
Department:  Yice Fresident, ITS Tive:  Ewgodtant Employes GL Pay Types 595200
Pay Period: 02003012 EBWNE ORGE012

Totsd Entries: 2 Tobsl Hours:

Tals [ OB Baurs  Sooed Tved Cemmenis

1 RENRN2 [ T REG [w] A0 Reermitng aGuld Bme [ Acd Wt ]

205912012 [ Tha | vac [x=] T LA Rk Y I Add WDt
TS ——————_—— .
ol G Relemm Sesrch ¢ Peevissnblel o | Nedails o) Nealy

Step | Action

9. Enter the hours that were originally reported as a negative number.

Hours
-8.00
10. | Click the Add button, to insert another row. The date will automatically
populate.
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Time Data Adjustments

Enil I0x [ Rt ReAF: 0 John Smisy
Depariment  \Vice Fresident, TS Tkee  bwportani Employes GL Pay Typac 545200

Pay Parind:  080L20M2 Ll e g L

Total Enlries: 2  Total Hours:

Tale [y i [ Boucy  SocrdTves Cammmnty
1050 5T [REG [=][ 45 Frernove 1eguis bme i Prualn ]
2 05312012 [ This vl [m] B0 A3 e SN il ¥ Add Bt §

(o] Bave o Retwr b Search Previwa sl | 5 | Mesi;ilsd 5 Roaly

Step | Action
11. | Select the new TRC from the drop down list.

12. | Enter the Hours you wish to assign to the new TRC as a positive
number.

Note: The hour entries from the 1tand 2" lines should total zero.

13. | Enter Comments to explain the line entries.

14, Click the Save button.
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Time Data Adjustments
Eamgd I0x plrra b ] R @ John Smilh
Deparimant  Wice Presscent T4 Ttk Evgorianl Emploies GL Pay Type: 595200

Pay Penod: 05410012 Bhne (L0112

Todad [nires: 2 Tobal Hours:
Tsie Doy TIEC Bours  Speed Tvos Commeniy
105312012 [§ The | REG [=][ 400 Fotmove regulas ime STT JEED

2 05en: [ The WAL 3 8.0 AT Facaion e

) Geve ot Asternbo Search ¢ Previows n Lal qJﬁ‘

Step | Action
15.

You can click the Notify button to send the employee an email
notification explaining the time adjustment.
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Send Notification

a2 ol thee 4803

RichText
e
B
Prioity: 2Med =]
Subject <Enter Subject hare> o
Templale; WorkSow Hollicalion B
:
a [
1808 CHK 10 0] M EvoBSCa80n 0 it s g, CHCK CaNGe b Bt Mg acs wilhoul S4nng 2 NosHCaNn

Click Appy o send his nolficabion and remain on Tis page
O Caninl Aty

Step | Action

16. | Enter the employee's email address in the To field.

17. | Enter the details of the transaction into the Message field.

18. | Click the OK button to send the message.
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