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To complete Training:

MUST COMPLETE:

* TRS Compliance & Policy Part I
* TRS Functionality Part II
* TRS Quiz - pass with passing grade

* TRS Access Request form submitted to
timerep@gwu.edu
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Note:

This training will cover edit & approval
access

Your access level will reflect what is
requested on your TRS Access Form
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Additional Resources for Training

*  Employee Handbook: https:/ /hr.gwu.edu/compensation

* Benefits Time Off System - https:/ /hr.gwu.edu/paid-time

* Payroll Website: https:/ /hr.gwu.edu/payroll

» Payroll Tip Sheets -https:/ /hr.gwu.edu/trs-instructions

» All instructions on this training have corresponding tips sheets
located on the Payroll TRS Instructions page. You will also find the
power point sides for this training.

* Payroll Services YouTube Channel -
https:/ /www.youtube.com/channel/UCp(j73kWAKtkSKCFI1xYe-Q

* Employee Training Videos including the TRS Training videos
« Additional Timekeeper Training Videos
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TRS New User Training

* Logging into UKG

» UKG Timekeeping Function and Settings
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Accessing the UKG
Time Reporting System (TRS)

There are two ways to access the TRS system to
review time and time off

* Mobile App
« UKG Browser
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Logging into UKG Browser

* Managers & Timekeepers can use the UKG browser or Mobile
App to process employees time

* Browser Link: http://go.gwu.edu/TRS
* Mobile Instructions: https:/ /hr.gwu.edu/mobile-app

* UKG is setup for Single Sign-On

* If you are not already signed into the Single Sign-On, you
will be prompted for your GW email address and
password.
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System Time Out

« Employees are able to access the Time Reporting System (TRS) with
single sign on. However, access will “time out” after 5 minutes of
inactivity and a message will pop up that says “You are not
permitted to perform the Requested action.

Unauthorized

£} ‘vou are not permitted to perform the requested action

0K

* To re-access the TRS, you will need to refresh/reload your page to
sign back into the TRS.

@ gwu.kronos.net/wf{
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Accessing UKG Workforce Central
Mobile App

« The UKG Workforce Central mobile app, available in the Apple and
Android app stores, delivers instant access to relevant employee
information and tools via a simple and intuitive design. Allowing you to
access the application from work, in the field, and on the go.

« Access Mobile agreement on the Payroll Services website. Sign off on
agreement to obtain the server name and download the mobile app.

 Mobile Agreement:
https://hr.gwu.edu/ukg-workforce-mobile-user-agreement-and-authorization

 Mobile App Guides:
Can be found at https://hr.gwu.edu/mobile-app
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UKG Navigator & Workspace
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Displays active workspaces, click

title to bring a workspace into focus.

( is your
primary workspace)

Manager Navigator

Links, which appear as icons enabling
you to quickly view exceptions, time
off, and delegation alerts.

Displays one or more
widgets and the Related
Items pane.

Fopiens Py Pernal
L]

+  hmha 0 [~
(LIT1T)

Reposioning Widgets
Move 3 sacondary wadgel i a pnmary
position by clicking the file bar, dragging it

Access additional Genies by selecting
the arrow next to the

default Genie. This will
bring up a list of additional Genies.

Identifies user and a link to log out of

Some workspaces allow you to choose a
context - a and

to use in all widgets where
they apply. If needed, change the
selections and click the Synchronize icon.

Includes one or more additional
widgets for less common tasks;
the Related Items pane contains
different widgets for each
workspace.




Workspace Toolbar

Hiurs Summary = Loaded 1045 | Previcus Pay Pariod | = [F] AnHeme -BiWeskly -
= Qi+ V& % v B o > o
el ad Cobamn Fimey Peaple Timeiesping  Approval SO Refresh Share a0 To
Furws Sttt

lets you search I i

o Gel 2 o can be used for bi-weekly

LOWG Exempt employees will refresh
. the data on the Genie

lets button is used

you remove columns to approve from the
you do not want to e

see

gives options to print
Genie or export Genie in
Excel or CVS output

lets is used to add or
you select all remove a punch that replicates
employees in a Genie TRS

allows access to other widgets that are available for
the same selection of employees. (You do not have to
select the employees and time period each time you
change widgets)

shows employee info such
as; accrual info, primary job info,
meal break setting




Workspace Content

* Hours Summary - (default)

* QuickFind - Search for employees

* Manager Approval - displays manager
approval

* Reconcile Timecard for Payroll - Used if
you have work schedules

* Accrual Reporting Period - Shows time
off balances

* SignOff Issues - Quick view of exceptions
and unapproved timecards

* Reconcile Timecard - Genie for
departments that use work schedules

* Employee Hours by Week - Shows
overtime column

* Pay Period Close - Like Hours Summary
has field showing if timecard is signed-off

* IS Summary - Shows employee username,
email address info

I uLi-

Genies

Hours Summary

Pervious Pay Period (default)

Current Pay Period

Next Pay Period

Current Schedule Period (displays week
format - employees are clocking in and out
for)

Previous Scheduled Period (displays
week format -last scheduled week employees
were clocking in and out for)

Next Scheduled Period (displays week
format — next scheduled)

Week to Date

Last Week

Yesterday

Today

Yesterday plus 6 days

Last 30 days

* All Home - Bi-Weekly: Shows only bi-
weekly paid employees (default)

+ All Home - Monthly: Shows only
monthly paid employees (choose from
drop down)

* All Home and Transferred in
Employees: Shows bi-weekly and
monthly employees (choose from drop
down)

* All Home - Termed: Shows anyone
terminated in the TRS (choose from drop
down)

Loaded 15:07

Previous Pay Period v || 52 AllHome - Bi-Weekly -

o

Share GoTO




UKG Terms

BW - Abbreviation for bi-weekly paid employee
MO - Abbreviation for monthly paid employee

Pay Rule - Represents the pay class of an employee such as union, temp,
exempt, regular nonexempt.....

Secondary Job -BW employees with more than one position have one
labeled as primary and all others are labeled as secondary

Transfer - All secondary jobs have to transfer their time to their secondary
positions when clocking so secondary timekeepers can see them on their
Genies

Accrual Profile - Used to calculate employees Time Off

Approve Timecard - Approvals are made by the department’s designated
Timekeeper with approval access. Once the time card is approved in the
application Payroll Services knows the time is ready to be processed and
picks that time up in the time file to be processed

Sign-Off - sign-offs are made by the TRS Administrator. The system will
sign off and freeze all timecards that have an approval with no missed
punches. Signed off time will be included in the time file for processing.



Audits

* The Audits Widget lets you review any edit made to the employee’s
timecard

* Select employee
* Select GoTo button
* Select Audits

o - 5 o
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displays number used to clock or GWid for

edited punches
displays device used to clock in and out

uner ¢ et goad | Segy

+ Teletime = Phone
= Mobile Device = Mobile App
» Time card Editor = Computer Browser
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Audits

* User Column displays number used to clock or GWid for edited
punches
« Data Source displays device used to clock in and out
* Teletime IP = Phone
*  Mobile Device = Mobile App
* Timecard Editor = Computer Browser

Select GoTo button,
Select Audits

displays number used to clock or GWid for
edited punches
displays device used to clock in and out

Teletime = Phone
Mobile Device = Mobile App
Time card Editor = Computer Browser
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Assigned Managers for
Regular Employees

» Assigned Managers are used for Time Off approval in TRS
» Assigned Managers are pulled from Banner

« If the Assigned Manager is wrong contact your HR Business
Partner

« To correct an Assigned Manager the HR Business Partner will
work with Compensation to update the info in Banner. Once
updated it will update in TRS the next day.

Fesia Sumimiary = s V530 | Cummer P Period s (I bome B ety
Ex fi+- ¥V @ B O >
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Assigned Managers for
Students

« Assigned Managers are used for Time Off approval in TRS
* Assigned Managers are pulled from Banner

» If the Assigned Manager is wrong contact Student Employment to
assist in the change

* Note: Employees with multiple positions can only have 1
assigned manager. It will be the primary position.
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Reviewing Nonexempt
Time Card
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Accessing Time card

« Select employee and double click to access timecard

* To select multiple employees:
» select employees
» select GoTo

 select Timecards

« The timecard will open up in an additional Tab

Select employees and double click
to access timecard or Select GoTo,

Hourl Sumimnany »

CL ([N




Top Timecard Toolbar

Lodadadt TecBN  Frgvioyn Fay Fenod 1 ﬂ Ermpdcyees s fabaried -

a8 O (=

=7y Bl (230
T

allows you
to only see

Exceptions allows you to check total

impacted by your edits before saving the
data. Complete the edits within the
timecard and click Calculate Totals.
Select Refresh to roll back or Save to
move forward.

to apply changes. Will
appear orange when there
are changes to be saved.

allows you to approve
or remove a timecard
approval

allows
you to print time

allows you
to Mark and fix Exceptions

allows
access to
other
widgets

allows you .
available

to refresh Timecard

button allows date range
entry. (You can search back 10
years on employees records)



Bottom Timecard Toolbar

Tabs available at the bottom of the timecard are as follows from left to right:
Totals tab allows you to check the total amount being charged for each labor

timecard after sign-off

charge account

Accruals tab allows you to check accrual balances for the employees. Uses the

date you have selected.

Audits tab allows you to review all edits made to an employees time card before

sign-off

Historical Corrections allows you to review all edits made to an employees

Check
Totals
IS99/ SFE 888 99PN 0601 B800S IS AMNL

Z/I9/ 999/ BEE SRS 9N 0601 S00S 999 REG

30

s.0
280

Check time off
accruals

Check Audits made
to time card

Check Historical Time
Off entries

Edit Dave
TONTOV2019 111222
T NO2019 11:14:0_
1OTOF2019 11:14:0
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Genie Employee Info Box

 Right click on the employees name on the Genie to
display an info box and action buttons

* The info box gives you options to:
* Add a punch

* Add a Pay Code
* Approve the Timecard

How's Summany = Loaded 1056 | Previous Pay Perics = | BBE Al Home - Bi-Weskly

Ex il YV | & 9% Y- | B3

Right click on name on Genie to

display an information box. The box
M_ Hama - Pary Fate ECLS Banner

Coghum also gives you options to:
GEEEROO0S
oesepooez  semesonl  Jackson, Andrew Add punch, Add Pay Code, Approve
GEEERDDOT i, Al A
= Timecard

GEEEEDONS a5 oy Py Rk
GEBEBOOL [o— Ibaginning of time - forewir, NETT NO LUNCH
GEEEER0N] washing Employment Teims

Primary Atcount{sk

BIRAI0N-Torewer TAVU S BEESRE SRR ADGST F00GE
LR I TP R TRt DIMC e DEFALILT S Repaich
Asststant, CRORE Tetaun

A +h R
admnes Ao e prinalis




Timecard Employee Info Box

 Right click on the employees name on the timecard to
display an info box

* The info box will display information such as Pay Rule,
Accrual Profile, Employment terms and Primary account

Jackaon, Andrew  hemd 4 1n#1l s GRERAGMAS N Loaded: 1206  Pry
Jackson, Andrew

Right click on the name in the time card to

Pay Ruke

e RS iR display an information box. The box gives you
inning of time - farever;

info such as: Shin

Accrual Profile
peginming of Time - forever: Res FT before 7-1-19 0-1 5 yrs ‘/

G Pay Rule, Accrual Profile, Employment Terms,

Primary Accowntis) Primary Account, Manager ...
8247200 9-oneved 20900000 BRRERE 0T ADGS] 300/ 999

Gl Defauh/Defautt/Presidents Office/DEFAULT/Sr Research Assistant,

CRCREDefaul
80
Manager:
‘Washingion, George 8.0
Arendance Profile:

Daily 8.0 Weekly 40.0 Per Pay Period: 0.0

-++++++++-++++l




Exception Edits
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Time Card Policy Review for
following Exception Edits

« Timekeepers should have a detailed email from the employee stating reason
edit is needed.

« Timekeepers are required to add detailed comments when editing the
timecard

« All time reporting documents including emails asking for edits need to be
saved for 3 years

* Never delete or edit time without detailed reason from employee

* Email timerep@gwu.edu if you see hours that are not for your department

« Contact your HR Business Partner and timerep@gwu.edu if you think there is
time abuse

* Nonexempt timekeepers should be clocking using the TRS timestamp feature
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Time Card Indicators

« Hover mouse over indicators in timecard and objects to see a tool tip
containing details, where applicable.

+ Right-click a cell within a widget; in many cases, this opens a callout with
detailed information and icons for any questions you are allowed to perform on
that cell

= : =
Lingoin, Abraham - Tofl GEIBMMT Loaded DEAT | Prevous Pay Period x| [ JI0 1 Employes(s) Selected. | =
B o - 6 O o
[ Ew wSprovE M Bifits 5 Tb
it TN Timecad
i L S| PR, e », " M RSN U I Pisd
+ Sun W2
* B wman L he] ' DRG0/ 0001 110 ’ 90 an 90
 ® orwwu 1000 : 1401 : & 40 130
* OB wednis LEH LEFs ) I 9.5 95 s
* ® ot 75 " AT BO 30000 1732 ] (1] 5
; Cancel Deduction
& B 3 13:00 35 B0
+ B chmwm 1359 0
+ Sun W20 . Bo
. Miszed Punch
+ Mon 0150 350
£ ® naom B0 T ADIEOY 10300200 1500 ¥ 65 65 Fik]
¥ ® wedrom 1000 : @ 1500 ; /5 ®/5 00
+ T 1003 | s 700
< Long Deduction
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Editing Missed Punch Exceptions
from Genie

Check Alerts at the top of your workspace.
Common alerts are for missed punches and long
intervals over 16.5 hours.

GWL) Exastions Add| |
W) Esgepions Missed pnch PPP (1)

EL LR S S

Check Alerts at the top of your
workspace. Common alerts are for
missed punches and long Intervals
over 16.5 hours.
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Editing Missed Punch Exceptions
from Genie

Confirm missed punch day and time

Temecads
Ropoeet, Framion . 1o GRSRMOL Loaced. 008 [CoriaaPay Poridd
B e v N
—— e hrdle Fay e Kot h Tsater o . shit - ooy
.
® E werm 3 i 0 i B0
ok T b7 :
o vt b2k L]
- The &
B 5| cn .1 Confirm missed punch day
* Sa :-._=-| and time.
L S il
ud Wiom 12
. wea

o BY 1 Enplrwish iig v

5] GA-
Periodl

0 (T}
1

(1] 1]
o
L1
1]
%0

0 0
0
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Editing Missed Punch Exceptions
from Genie

Select Add Punch from the Timekeeping button

W Mmage My Deparment [} [

E* ol Y & S Y- B OB
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Editing Missed Punch Exceptions
from Genie

* When adding a punch enter time in military time
* In the Add Punch box you can add:

* Day of missed punch

* Time off missed punch

* Secondary transfer

* Meal break deduction

» Transfer code to secondary position if needed

Add Punch

Transfer

Comanents (1} A3d Comment Add diay, timss, and
oommiment, & secondary
X Employes Forgot 1o Cioc [ & trarater f reecied

E cb-!:h-'lgﬂgl-ﬂ.‘m!'m-hsﬁhﬂ!h:“k|=ﬂb‘4ﬁ =
BT TTees ineC el Thed Mandged in e Sl

A

T
Cancel Apply




Editing Missed Punch Exceptions
from Genie

* Go back to time card and confirm the punch has been

added

e Add a comment if one was not added




Editing Missed Punch Exceptions
from Time Card

* To add missed punch from timecard Right Click on
missed punch cell

Right Click Cell




Editing Missed Punch Exceptions
from Time Card

* Select Edit icon to add punch

Punch Actions

Dane 8r21/2019 3 -
Rounded Time 82772019 8:00 GMT-04:00
Exceplions:

5




Editing Missed Punch Exceptions
from Time Card

* Enter time as military time or enter ‘p” after punch to

convert to PM
 Select OK

8/27/2

Date:
Time (H:mm) * 405p *
Rounded Time: 8/27/2019 8§
Override

Time Zone:

Cancel Deduction

Exceptions: Missed Out-Punch

Comments:




Editing Missed Punch Exceptions
from Time Card

* Missed punch time now appears in cell
* You will be prompted to add a required comment once
saving

B o - [_ I s | H S

Trarader O Peried ]
Punch now
o appearsincell |= =
i €3 20 20 20
& :




Editing Missed Placed Punch

* If an employee forgets to Time Stamp, the next Time
Stamp will be posted in the next available slot

 This can make the employees shifts look wrong

Timecards
Lincoln, Abraham B 4 1017 88880003
@ | v o
Quick View Approve Sign Off Accruals
ACtions Timecan d Actions
— Date  Schedule  PayCode  Amount in ! If employee misses punch the i L. J— Period
+| Sun 9/22 next punch will go to the next
+ X Mong/23 8:00 Ml available slot 90 9.0 90
i* | (% | Tueo9r24 8:0p 9.0 80 180
¥ | | wedos25 17:29 7:59 14.0 14.0 3z0
+ | X Thuorzs 17:32 8:01 140 14.0 46.0
+ | ¥ Frigos2y 140 14.0 60.0
+ Sa19/28 60.0
+| Sun 9/29 60.0
+ o 30 This can make the employees shift St
+| Tue 10/01 look off 60.0
+| Wed 10/02 60.0
[+ Thu 10/03 60.0
+| Fri 10/04 60.0




Editing Missed Placed Punch

The timekeeper can resolve this by selecting the last punch that

was posted incorrectly and execute an “Edit Punch” command that
will move it to the correct in or out punch position

Timecards

Lincoln, Abraham [= 10f1 G88880003

Quick

X X | (X | X [X

FHHAFEFHEHHEE

@®-| - of- Fa -
Wiew Sig wals

Date Schedule Pay Code
Sun 9/22
Mon 9/23
Tue 9/24
Wed 9/25
Thu 9/26
Fri 9/27
Sat9s28
Sun 9/29
Mon 9/30
Tue 10/07
Wed 10/02
Thu 10/03
Fri 10/04

8:00
8:00

17:29
1732

17:29

Transfer Out Shift
Punch Actions
Date: 9/25/2019
Time: 17:29

Rounded Time:

Override:

Time Zone: . astern Time (USA; Canada)
Select Edit
Edit Made By: |

9/25/2019 17:30 GMT-04:00

In Punch

9.0
18.0
320
46.0
60.0
60.0
60.0
60.0
60.0
60.0
60.0

60.0




Editing Missed Placed Punch

* From the Override drop down select:
* In Punch - will move punch to start of shift
* Out Punch - will move punch to end of shift

* New Shift - will move punch to start of shift. This is helpful if
it’s for the next day.

e Select OK

Timecards
Lincoln, Abraham [= 1of1 G8B8B0003
®-| v- - Fa-
Quch View Approve Si off Accruals
AcCtions 1 i
Date Schedule Pay Code Amount n Transfer Oout Shift Daily Period
L Sun 9/22
= RRES Mon 9/23 8:00 i L 17:30. 9.0 a.0. x 1.0
& | 2% Tue 9/24 8:00 Punch 8.0
& | X Wed 9/25 17:29 2.0
+ > Thu 9/26 1732 .0
Date: 9/25/2019
=& | *x Fri9/27 17:29 = .0
4 Time (H:mm) = 17:29 From Owerride Select
* i A : : Out Punch, In Punch, or 0
. Rounded Time: Q/25/2019 17-30 g 5
X Sun 9/29 New Shift 0
1 ide: Out Punch e
=+ Mon 9/30 Owverride: 3 &
“+ Tue 10/01 Time Zone: {GMT -05:00) Eastemn Time (USA; Canada) - o
=7 wed 10/02 1 Cancel Deduction: b o
* Thu 10/03 Exceptions: 0
+ Fri 10/04 Commen ts- Select OK o
1 )
Totals Accruals Audits Historical Corrections Cancel OK




Editing Missed Placed Punch

* Punches should fall into correct spots leaving any
missed punches that the employee missed

Timecards

Lincoln, Abraham - 1of1 688880003

G| e A

Quick View Appraove Sign Off Accruals
Actions Timecard Actions
Date Schedule Pay Code Amount In Transfer Out Shift ~ Daily _ Period

o Sun9/22
* X Mongwz3 8:00 ;i 1730 9.0 9.0 9.0
F X Tueors 8:00 ’ 1733 9.0 9.0 180
* X wedoss 18.0
+ | (X Thu9/26 9.0 9.0 27.0
* ® iz 9.0 9.0 36.0
+ | [X | sar9/28 36.0
+5 i Punches should fall into correct 00
Al === spots leaving a missed punch that 20
* bl il the employee missed 350
& Wed 10/02 36.0
+ Thu 10/03 36.0
+| Fri 10/04 36.0




Editing Long Interval Exceptions

* TRS Rule - The out punch belongs to the day of the in punch
so if an employee forgot to clock out their next clock in will
appear as the out punch for the prior shift resulting in a long
interval exception.

e ] "

If employee forgets to
clock out and in the next

day a long interval
Exception will appear




Verifying a Long Interval Exception

 If a Long Interval is correct you can Mark the exception as
reviewed

* Select Quick Actions

pr—

Litwoiny Abeahum CRRCIEE teaced (AT Prpiind Wiy Piriind w| [T |epeeE Wete (e

a 0O =

; L SO A . _ . . R PN, WS . S—
t B Select Quick

t Actions e s t L1 L L
¥ A 0 i 48 I 114
# 0 omen I i '\K (L (1] 1y
£ 0 v TH B H i Hi

. Cooncil Deduction
B FwD 1 1] L]
® N LEva 1'% L]
* L .1
Missed Punch

+ M (LH
Fo T T . 5 ; T (1 #
£ N wenn b B 1540 - 1] a b1
* e FE] i 1}

Long Dedution
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Verifying a Long Interval Exception

* Select Mark/UnMark button to mark exceptions as reviewed

Lingzan, ABsaham - Tgf] | GAIEEOMOR Loaded 1556  Previous Pay Period =m0 | Employesis) Seiected | =
v a @i CIY, -
u:-.r. ki__ . R hedgh BaTH
- | ik P B Troster ot Shit Dty Permd
* g
£ K R B0 T N B0 0200 1730 i 90 %0 ap
EART  Mark/UnMark 1000 i 101 | i 40 10
£ E vl B2 1 ﬂ nn i 95 5 us
H X T 158 " i A00L 1030 173 : an a0 ns
B riwy 132 i 1300 i 35 15 350
t & saum B0 k 135 d 55 55 05
+ S a5
+ Mon 130 05
B X enm a0 " h016001/10300200 1500 ] 85 (1) g
HE wero 1080 i B 1500 v BS B85 755
+ Th 10403 755
—
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Verifying a Long Interval Exception

* The exceptions will turn green to mark as reviewed.

Timecards. @ &

Lincol, Abraham ® 0 Ngll ) GEAEB0OOY Losded: 15:56  Previous Fay Pariod w | 2| 1 Emplovels) Selecd | w
v a @ B O B oo
Mk Ak iatiggpineg T ] Pt Feresh (r=] iy o
unmak Pargh &% Trrcwd

e Dace ik n—l\fm L J'.L! . ot '“ .mf—._mk_ -
+ SN

H ® wnun 800 "1 ot 600110300200, 1730 : a0 50 a0

¥ ® twean 10400 ' 140 3 0 &0 130

¥ ® wews g0z i i 175 ; 9% 95 s

¥ ® meus 75 ' sms0onsnozogng 1 : 1 90 5

& ®| 932 ; 1200 ) 5 £ %0

¥ X s 800 ; 13 . 5 T3

Exception marked as ;!

+ Sun reviewed %

+ Men 430 s

F ® | tuetom a0t " 6001/ F10300200 (1] &0

¥ E | w2 100 ) 85 55

* Tha 1003 s -

—
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Adding Comments

* Comments for all edits are required
* Right click on cell to activate the comment box

* Comments should be to the point and of a business nature

p——_ e T e e " Transte Ot o S Day Pesiod
+ Sun g2
# X wmonwn (017110300200 1730 i a0 90 a0
Right Click R
* K Tuearn 100 on cell 1401 40 40 120
X weaorls 112 ) a0 90 prll
¥ B muss 75 £ 6001 /110300200 173 ; 80 g0 o
B ey N ’ 1300 i 35 35 u5
¥ ® swum 10:00 b 1359 ; 40 40 ns
* Suny'M 85
+ Mon 8730 ns
* X Tue 10000 200 | A000// 10300200 1500 i (13 (1 450
¥ ® wedr0m 10:00 ' 1431 | 45 45 1
* Thu 10va3 55
I + Fri 10/04 405
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Adding Comments

e Select comment icon

Punch Actions

Drate: 1028,/2079
Tinme: 10:46
FRounded Time: 1028,/ 2079 10:45 GMT-04:0:0
Time Zone: (GMT -05:00) Eastern Time (USA: Canada)
Last Edit Date:
Select Comments

Edit Made By:

-

I? -
Eoit Commento
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Adding Comments
* Select your comment
* Add anote
* Select OK

* The comment feature will allow you to add on additional comments and
additional notes

* LY T
Select a Comment and X
S i) — Comment enter in a note w L
+ K Twiu 1600 T (11
* K wea T 18
# B mesn ik I DR—— 3 i
* K it ) E Empiypes Forl 5[l | = 1% My
& N sawn |10 j W e ol e T e pincioe] oa B0 dhould Mo T & T HE
o prdary pradme
E ¢ s = ue
+ Y i e T
# K Tal is Add Additional T T
notes
'* N e 10 0 ‘I “1
" The 1083 i
] !

+ Fr 16 #3




Required Comments

When making an edit if you have not added a comment you will be prompted to
add one

* Select the Comment Box

« A link will display below to Add Comment

* Select your comment choice and a note

It will let you copy and past email text (CTRL + C to copy and CTRL _V to paste)

 If a punch is already deleted and it has a comment you will need to add another
comment

Timecard Actions - Add Comment

o Some actions require comments before the timecard can be saved.

S5/03/2022  Add Punch

S/03,2022 Add Punch

1700

/

Comments (1) Add Comment
= Wrong Clock Code- Timekeeper Fixed

2 On Mon, May S, 2022 at 10:17 AM Lincoin. Abraham <samplefemail gwu edu= wiote: Good moming. All my time stamps got shifted kast weekend after
1 came in on Sunday. Can you please mose my 9215 out punch to the in punch on Sunday?

Add another note




Required Comment Tips

* Do one edit at a time

* If a punch needs to be deleted:
* Delete one punch at a time
« Save
* Add required comment

* If you delete a punch that already has a comment you must
add a NEW COMMENT not a new note
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TRS Generated Punch (Phantom Punch)

* A Phantom Punch in TRS occurs when an employee forgets to punch out
for job one and on the same day forgets to punch back in for a job two.

* TRS will insert a computer generated purple punch that is called a
Phantom Punch.

* The cause is a continuous shift from the in-punch of the first job to the
out-punch of the 2nd job or shift potentially causing an over payment.

Timecards
Lincoln, Abraham E 4 10f] ) GABEOO3 When employee forgets to clock out
and clocks in for secondary position
®-| Y- ¢ 0O Kronos will add a purple punch as a
Quick View Apgrove Sign off Accruals
ACTIONS Timecard Actions
— Schedule PayCode Amount In Transfer Period
R Sun 9/22
+ X Mon9/23 8:00
# X 100 ///016001//10300200/ 30
+ Tue 9/24 30
+ Wed 9/25 3.0
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TRS Generated Punch (Phantom Punch

 Right click cell to activate Punch Actions box
* Select Edit

Timecards
Lincoln, Abraham == 1of1 GE8B80003
- v - /- o = = :
=r = Right Click cell to active
View Approve Slgr! oft Accruals
Timecard Actions Punch Actions box
+ Sun 9/22
r &

+ Mon 9,23 s00 P - % x

& | = 11:00 * smeoornosnzy  Punch Actions 20
+ Tue 9/24 3.0
+ Wed 9/25 Date: 9/23/2019 3.0
+ Thu 9/26 Time: 11:00 3.0
+ Fri 9/27 i Rounded Time: 9/23/2019 11:00 GMT-04:00 | 3.0
& Sat 9/28 Override: In Punch 3.0
6> Sun 9/29 | Time Zone: (GMT -05:00) Eastern Time (USA; Canada) 3.0
+

: Mondr | Last Edit Date: . 9 30
+ Tue 10/01 ) Select Edit 3.0
— Edit Made By: am

& Wed 10/02 e 4 3.0

Thu 10/03 g 3.0
. <& L 1
1 Edit Comments
Totals Accruals Audits Historical Corrections
All - Al | -

WASHINGTON
UNIVERSITY




TRS Generated Punch (Phantom Punch)

* Select Override drop down
* In Punch - will move punch to start of shift
* Out Punch - will move punch to end of shift

* New Shift - will move punch to start of shift. This is helpful if it’s for
the next day.

Timecards
Lincoln, Abraham - Tofl GESE80003
d LOJ V= (o =1
Apgrove off
ppppp mecard Actions
Date Schedule Pay Code Amount . In Transfer Out " Shift Daily " Period
+ Sun 9/22
# ¥ mMonos2s 8:00 i i 11:00. - =
il | = 11-00 Y /016001 /1030024 Punch 3.0
[ Tue 9/24 3.0
2.4 Wed 9/25 3.0
3 Date: 9/23/2019
e Thu 9/26 Ti (H )] 11:00 =
- ime (H:mm) * : -
* Fri o/27 Select New Shift B
1 Rounded Time: 9/23/2019 11:003
[+ Sat 9/28 3.0
1 Mew Shift =
+ Sun 9729 Override: | a0
|4 Mon 9/30 Time Zone: (GMT -05:00) Eastern Time (USA; Canada) |- s
+ Tue 10701 Cancel Deduction: > 3.0
+ Wed 10/02 Exceptions: 30
1 Select OK
+ Thu 10/03 Comments: 3.0
- o -
3 ‘ -
Totals Accruals Audits Historical Corrections lGancel R
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TRS Generated Punch (Phantom Punch)

* The missed punch exception is now displayed
 This allows the punch to be edited by the timekeeper

* The employee and manager will now be alerted of a missed punch

Timecards

Lincaln, Abraham - 1011 G38880003

]
@ | v- - G-
Quick View Approve Signoff Accruals
Actions Timecard Actions

Sun 9/22

X Mon9/23 8.00

The missed punch exception now

.
f I ! H i
L A B A0 displays allowing punch to be

Tue 9/24 edited & employee and manager to
Wed 9/25 be alerted
Thu 9/26

Fri9/27
Sat9/28
Sun 9/29
Mon 9/30
Tue 10/01

Wed 10/02

Thu 10/03 RG E

EEEEEEEEEEBDEE)
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System Generated Notifications

* Manager long interval notifications for shifts longer than 16.5 hours in
a day are sent out on Wednesdays and Saturdays

* Manager missed punch notifications are sent out on Wednesdays and
Saturdays

* Employee missed punch notifications are sent out every day at 7:00 am
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Time Off
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Time Off

* You can find details on the types of time off and leave at GW in the
Time Off and Leave Guide on the Benefits Website.

e https://hr.ewu.edu/paid-time

*  When an employee terminates from GW, they are paid out their

accrued but unused annual time balance per the Time Off & Leave
Guide.

 Sick time is not paid out.
* TRSis the system of record for employee Time Off accruals and usage

* Make sure Time Off is recorded for all employees

Time Off Questions can be directed to Benefits at
timeoff@ewu.edu or 571-553-8382
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https://hr.gwu.edu/paid-time
mailto:timeoff@gwu.edu

Time Off

* Time Off requests approved for nonexempt employees after
department approval due date will not be paid unless a
manual timesheet is submitted to payroll payreq@gwu.edu.

* Please review Time Off Training on the Benefits Website:

* https:/ /hr.gwu.edu/paid-time

Time Off Managers may reguest time off on
behalf of the employee by selecting the Add
Request button from the Reguest Manager

® Manage My Departme

Request Manager

Time-0Off - Muilniphe (T11)

x

@L

00 P U

1O &2
Details Edit

Retracy cance

Employees request Leave from My Calendar by
selecting the Request Time Off button

W Manags My Departme, 23| sy Calanda

My Calendar

Select Request
Time Off

Sepiember 2 - 28 2019 ]

Sun 92EE Mon 923



mailto:payroll_payreq@gwu.edu
https://hr.gwu.edu/paid-time

Time Off

To review requests outside of the current pay period select a date range

Time Off requests approved for nonexempt employees after department
approval due date will not be paid unless a manual timesheet is
submitted to payroll payreq@gwu.edu.

Please review Time Off Training on the Benefits Website:

* https://hr.gwu.edu/paid-time

Use Calendar button to select date range of request

Select the Export Button to export Request Manager data

George Washington
Sign Out

# Manage My Department Request Manager Q| X | +

Request Manager

Time-0ff

v | Muttiple (9) v 7/01/2021-6/30/2022,5.. | ¢! |5 || 1 Employee(s) Selected |+

O

Export

Modified By {Usemame) Subject Submit Date - Status Submitted By Start Date Comments

qu1al

6/23/202213:54 Submitted Washington, George 21412022


mailto:payroll_payreq@gwu.edu
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Check Time Off Requests

* Confirm non-exempt employees do not have outstanding time off requests that
would effect their pay

« If you see outstanding requests that would etfect the bi-weekly pay approval
please check with the employee’s manager for status of approval

« Alerts are available at the top of the workspace to alert you of submitted
requests

« Requests are also accessible through My Inbox on the blue related Items bar

* Time off requests are visible to all timekeepers with access to an org but only
managers or delegates should approve requests unless asked to be a backup

KROMNOS

MW ManapE My CHparime

Check Alerts for Submitted
Requests

480 &80 .\.-'---;- on, MarTha
485 "ns Wadhi ATk
Washngoon, Gronge
Waahisgean Gboee
o B0 Washngoon Marma
s iyt Himar s by Wock
Check My Inbox for Submitted Requests At
(Search by date range) i
Sty Flmeres
h [repee—




Managing Your Time Off

USelect My Calendar from the
side blue bar

UThis is where you check your -
accruals —

UThis is where you request
your time off
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Historical Corrections

* The university does not allow edits or adjustments in the Time
Reporting System to pay periods after the departmental due date.

* Annual and sick time off requests are allowed in prior periods.

 Payroll Services will release the hold on historical time off requests
only, generally the day after the departmental due date for the pay
period by COB.

* A manual timesheet must be submitted to payroll payreq@gwu.edu
to adjust non-exempt employee’s pay, including missed annual and
sick time hours.

Manual Timesheet can be found at
https:/ /hr.gwu.edu/payroll under Payroll Forms
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Secondary Positions
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Bi-Weekly Employees with Secondary Jobs

« Employees with more than one position should clock in for the secondary position by
phone with a clock code ‘2" and transfer code to the secondary job

« Timekeepers & Managers will not be able to see the employees who have secondary
positions with them until they clock in transferring time to their position

+ If timekeepers see time that is not for their department NEVER DELETE HOURS
« Contact timerep@gwu.edu alerting the UKG admin of hours that do not belong to your

o« e
position
Timecards
Lincoln, Abraham - 10l GBSEBO0O0I
B o v v =
— - m—
+ Sun BS2S
+ b Mon 8526 a:02 [ A0 6001.5 0300200, x 10:07 i 20 20 20
=+ Tue BF2T 20
+| [ wedaras 15:05 i 18:02 i 30 30 5.0
+ Thu 8/29 50
+ Fri 8730 50
na Sat 831 50
= Sun 9501 5.0
4 b Man 9502 7:58 SEAOTE0OT M 0300200, 11:32 3.5 35 85
+ Tue 9703 B85
b * Wad 9104 14:30 1705 25 25 1.0
-
Totals Accruals Audits Historical Cormections
All - AR -
Account Pay Code Amount
()29 IF 0N G001 I 0IVDZ D0 FGD REG 5.9
(x)Z 99909990 191403, 399/ 4071 23801 . 995 REG 53
(%) 299 II 0N G001 A9 0IDDT DO FTD Toval Paid Hours 2.9
(x)2r999/999/ 191 403,/999/401 238015999 Totsl Paid Howrs 55
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Bi-Weekly Employees with Secondary Jobs

* Once the employee clocks in they will display on the Timekeepers Genie.
* In the Transfer column you will see the transfer code.

* If the timekeeper still does not see the employee you may need additional
access, contact timerep@gwu.edu.

 Additional access can be requested by the Finance Director by emailing

timerep@gwu.edu.

Timecands
Lincoln, Abs aim - o GBS&80003
B o - ta
prove: igno# Accrue
Date Schedule Pay Code n Transfer Transfer code Shift Daily
* 5] suns 125 -
g il %
+ = Mon 8/26 802 £ GO0 £/ 0300200 10:01 20 20 20
+ Tue 8727 20
& [ Wed 828 15:08 i 18.02 il 3.0 2.0 5.0
+ Thu 8/29 5.0
+ Fri /30 5.0
+ Sar 8/31 5.0
= Sun 901 5.0
+ = Mon 9/0 o as 35 8.5
+ Tue 90 8.5
* [  wedgrna 0 25 25 1.0
=
Total Accrual Aud Historical | Correction:
A - A -
Account Pay Code Armount
(X)Zr999,/999/01 6001 /999/1 0I00200/999 REG 5.5
(X)Z/999/999/191 403/995/401 23801 /999 REG 5.5
(X)Zr999/999/01 6001 /999/1 0300200,999 Toral Paid Hours 5.5
999/ 191403999/ 401 23801 /990 Total Pald Howrs 5.5
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Adding Transfer Code

 Transter codes can be added by using search from the
Transfer column in the timecard

* Right click on a cell to activate the search transter box

Timecards
Lincoin, Abraharm - Tofl GRERE000T Loaded: 1540 P
B2 o v
ack Vi ppro
Actions Timecard
+ Sun 9722
: : ::;;3 ::n | e Right click on cell to jz :2
B B weaorzs P : ; activate search and = o
+| | [% | Thuoss 750 T H016001//10300200/ ,* 7 select search 9.0 315
* X Fioar 932 ‘ 35 350
* [ saoos 800 1359 ’ 55 55 405
s Sun 9/29 N . ! 405
+ Man 9/30 | T 405
* E| Teervm 800 " 016001/10300200¢ 1500 i 65 65 470
# X wed w0z 10:00 i 150 i M5 w5 7558
- Thu 10/03 755
+ Fri 10/04 755
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Adding Transfer Code

* Transfer codes can be added by using search from the Transfer column
in the timecard

* Fill in Department number and Position number
* Select Apply to add changes to the time card

Date Schedule Pay Code J Transfer l

Sun 9522

Man 9/23 Name ]

B | Tuedras Labor Account JFO16001//10300200/
1 Work Rule

Wed 9/25

Fill in Department number and 6-digit

Tha 9726 Labar ACCount Work Rulj

position number with 2-digit suffix
Fri 9527

Sat 9/28 J
Sun 929 Company. =) Unit: | ==

Add Labor Account Clear Al

Mon 9/30 1 Reservedl: [ = Position: l 10300200 - 10300200 B xl |

Aeserved3: 10300200
x 10300200 Uv S Staff asstiv . |

Tue 10/01 Reserved2:

-
-

Wed 10702 ] it'lenanment: 016001 - OFFICE OF THE

Thu 10/03

HEFFHEAEEEEEEE

Fri 10/04
1 =

Totals Accruals Audits Historical Corrections
Select Apply
All l= All l=

£/999,/999/140116/999/1 0791 600999




Copy and Paste Transfer Code

 Transter codes can be added by using the keyboard keys

 Right click to select a cell and highlight the transfer
number

 Select Ctrl + C to COPY in a field that has time for your
department

Right click to select cell and

select Ctrl key + C key at the
same time to copy




Copy and Paste Transfer Codes

Select the cell you want to paste the transfer code to

Select Ctrl + V to PASTE the transfer code in the field
that has time for your department

Save your changes

Only add transfers for your department

Contact Payroll for other departments

AR TR i : T T8 1

Right click and select Ctrl key + V key at s
the same time to paste transfer code in
field with time for your department

= B e S B O S e e




BW Secondary Jobs & Totals Tab

* Hovering over the Transfer code will display a pop up box with a
description of the org number

« Hovering over the labor level string in the Totals section will also
display the same box to assist the timekeeper in determining if the
time is charging to the correct account

= :
Lincoln, Abraham - 1o} GBSE80003
®- Y- o -
Ousck Wicwr Approve signoff Accruals
ALTiONE Thmeecard ACtRons
Date Schedule  PayCode Amoumt In Tianster P EmEeiEs | sun Daity Period
+ Sun 8/25
g F 3 2
+ b Mo 8526 B:02 SEAOTB00T A 0300 L L) 20 20 20
+ Tue BF2T 20
+ [% wedsrs 1505 i 5.0
= =y e //016001,/103002001/
B = romo ///OFFICE OF THE PRESIDENT//UVSSTAFF | so
T =
Sat 831 Asst IV PT/ 5.0
+ Sumn 901 5.0
+ * Mo 9502 7:58 LA G000 ST 03000 1132 3.5 35 85
+ Tue 9/03 85
+| X 5 e 25 z5 1.0
Totals section displays the labor orgs that
r will be charged and the amount. Hover
Tolals | Accruals Audits Histofical Cofrections . I
ey mouse over the string to see description.
All - AN -
(%)Z 99 Ie3 016001 /999 0ID0200FFD 5.5
(%} 999999191 403./999/401 ZIE01./999 {x) 2999900191 40123801/995 2.9
e 515/339/333:01 80071 /333,12 300200/958 gc°| TWULAW DEVELOPMENT OFFICE/Associate Director 5.5
| (¥)2r999/999/191 403/999/401 23801999 | T PEa HEwTs 55




BW Secondary Jobs & Totals Tab

* The 3*Y number in the labor string displays the
Department and the 5% place holder in the labor string
displays the Position number

Timecards
Lincaln, Abraham - GESE80003
. @®-| v- of- Fa-
sk L Approne Sign Off Accrusis
ALONS Tirsecard Actons
+ Sun Bf25 ‘
+| [x Mon 8/26 8:02 T A0 8001/ 3002007 10:00 i 20 20 20
+ Tue 8727 20
+ Wed 8/28 1505 1 //016001/103002001/ =L
+
il ///OFFICE OF THE PRESIDENT//UVS STAFF i
+ Fri 8/30 5.0
¢ e Asst Iv PT) 0
+ Sun 9507 5.0
+ | Maon 9402 7:58 FEAOTED0T 7 0300200/ 11:32 3s 35 85
+ Tue 9703 85
& = Wed 9,04 14:30 1705 25 25 11.0
~
Totals ACCTUalS Audits Historical Cofrections
All - Position -
(*1Zr999/999y 01,9991 0300200/999 REG 5.5
()Zr999raHa 191 403/999 04071 23800 1995 REG 5.5
(x)2r999/999/016001/999103002000999 | Touwal Pai d Hoaars: 5.5
(2999990191 4039990407 238015950 Total Paid Howrs 5.5

UNIVERSITY

WASHIMNGTOMN, D




Totals Tab

Select drop down arrow on Totals tab to get a different view of charges
All - Shows All charges for bi-weekly period

Shift- If employee has work schedules you can view charges by shift
Daily - Click each day in timecard and the Totals area will show charges
by day

Period to Date - Shows charged to date

+ & T 800 | 1016001//10300200/ 1500 65 6.5 450
# X | wedio02 10:00 i o 45 45 495
+ Thu 10/03 495
+ Fri 10/04 495

Accruals  Audits Historical Corrections
I D Al e
All

Shift il B e e SHOATH,
Diaily 111 0300200/999 REG 245
Feriod 1o Date I/40723801/999 REG 25.0

(%)Z/999/999,016001,/499/10300200/999 Total Paid Hours 245

() Z/999/9%9/191 403/999/401 23801 /999 Total Paid Hours 250




Monthly Employees with Secondary Jobs

* Monthly employees with secondary bi-weekly paid positions will
normally have their monthly job setup as the primary position in
Banner

* The Timekeeper will be able to retrieve the timecard from the All

Home-Monthly Genie
m e L0
Hours Summary v Loaded 1426 Cument PayPeiod | _;_:_:{Aul-iome-uumhry v Edt ]
- r '
=X Jie- V & @ & Y B Employees with a primary /- 0 (2
Sectal (o Pt People  Timshesping Atss  Appovel  Schedde monthly position will appear on Refesh  Shae
Rows  Selection All Home-Monthly
Gid Name Phle  ECLS  Bame Degatment ame Maager Missed Amual Sk Hoiday OberP.  Woker TowPad Umad sl 4
699990001 | Washingion, Matha MOFT B9E PresidentsOffice 40 [ e Washinglon Geore

Select Worked Hours
header to sort by worked
hours to the top




Monthly Employees with Secondary Jobs

* Employee will need to clock in and out hours for secondary position
through the phone

* The transfer code with the bi-weekly hours will appear on the
timecard

» Time Off Hours will not be exported for bi-weekly payment

Timecards
Washington, Martha - 10f1
LO 2 e o B -
Quick Ve Accruals
ctions = Timeca rd Actions
Da Schedule Pay Code Amount n Transfer Secondary transfer code alerting Daily Period
- Tue 10/01 system to pay monthly paid
+ > Wed 10702 ANMUAL 4.0 9.00 emplovee for bl—weekly hours
- o ANL a0 9:00 ‘ 40
# | X | Thuioso3 4 8:00 Tl #rr016001/710300200/ 15:00 k 7.0 7.0
= Fri 14
& Sat 1 Time Off Hours will not be
+ Sun exported for bi-weekly payment
# (X mon 8:00 *| rrro1600147102002007 15:00 1 7.0 7.0
+ Tue 10/08
+ Wed 10/09
+ Thu 10/10
+ Fri10/11
& Sat 10412
—w
Totals Accruals Audits Historical Corrections
Al - All =
Account Pay Code Amount

(x)Z/999/999/184137/999/A0751400/999 ANL

(X)Z/999,/999/184134/999/A0751 400/999 ANL

(x)Z/999,/999/184138/999/A0751400/999 ANL

(x)Z/999,/999/01 6001/999/10300200/999 REG

4.0
11.0
11.0
11.0
11.0
18.0
18.0
18.0
18.0
18.0

18.0

0.65

14.0




Meal Breaks
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Confirming Meal Breaks

* Go to Manager Approval Genie to check meal break settings

« If changes are made to the employees Banner record the meal break will
set back to the default setting

* Default Pay Rule (meal break) settings with descriptions can be found
on the Payroll Website under Time Reporting/TRS Instructions

* https://hr.gwu.edu/time-entry-and-reviewing-time-card

s 0 %
Select drop down Arrow and Select Leaded 1555 Previous Pay Period = [ Al Homeand Transfemed_| =

Hours Summary Manager Apprrml

O &

Wanager Approval Wi Tmesmoy il Scheie Pebeh S

Reconcile Timacand for Payrol

:::: :F:"'? ot u o S b Dipmet e Winsge it O Lo OO YOO 4 o

e — — T s O s

concieTinecad NE T MO LUCH B0 Washngion George

(288880002 Jeiferson, Thomas 24 Double g eal brea a ange ere &0 | Washingion, Martha

(568880003 Lineoin, Abraha TE11 20MIN LUNCH e uO o ore 2 2 50 | Washington Martha

(RBAR000A Maddieon, Dol HEIL - - 40 Washingion, George

[REAGO00 Rppsevet, Franklin HETT NO LUKCH 400 Washingion, Geod

GABAAG0I Washrigion, Geaige Bt ShBBRE  Presidents Odfice 800 | Washingion, Martha

(5440001 Watfmgion, Mahe WIOET habag Pregidents Office Bannan, Glenna i



https://hr.gwu.edu/time-entry-and-reviewing-time-card

Updating Meal Breaks

« Timekeepers have the ability to update employees Meal Breaks

* Meal Break instructions can be found at https:/ /hr.gwu.edu/trs-
instructions

* Meal Break changes take effect starting the day you make the change
* To make a change select an employee

* Select the GoTo Button

* Select Meal Break Change

Select GoTo
Button

i Hame = Pay Fosler ECLS = Banner Derpar et M Managn Misrd Armaal Sk Hoday Dthes Paid Wedked Tonal Py ‘ 00
. Oghum . Mppovd | Pumch  Hews | MHeum  Hows  eseto. | Hews Houry E |
R H] Clewsiand, Grover TRUE JOMIN EeEEEE] TEST GERASTMENT - G0 1o widget
GWIHT Elenrsr Bosseveh REIT AN e k] TEST DERRSTUENT i L
Y W Menl Bresk CRangs
T EMAIL ROTIFICATION USER ™Il R TEST GERASTUENT N
L_Propis Eaitee

GO0 ESGR, E500 ™I P TEST GERAATUENT s
GWI04 Lafigain, Abvaha RETT 30MEN L] TEST DERAATUENT | e
GWITDE Rtaserwtit Eiafinla TRIE 45MIN FUTIN TEST DERARTRENT Regeins
GWITOS ™ ] EX12 TR TEST DEPARTUENT iy Vgt
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https://hr.gwu.edu/trs-instructions

Updating Meal Breaks

« Update Meal Break for Employee
* Meal break change is effective the day you do it
* Select SAVE

* Follow the detailed instructions at https://hr.gwu.edu/trs-
instructions to change the meal break

 If you need the meal break back dated to the start of the unsigned
off pay period contact the TRS Admin at timerep@gwu.edu

FERSON PAYRULE CHAKGE

Mg D Lo A

-

o] ey | i | RN O 1

e L L
Rainc M Payo| [W551 Y P
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Select Meal Break



https://hr.gwu.edu/trs-instructions
mailto:timerep@gwu.edu

Reviewing Holidays
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Holidays

« Holidays pre-populate timecards for bi-weekly paid
employees

 Employees must be in paid status per their work
schedule the day before and the day after to earn the
holiday

* Non-exempt part-time employees default in TRS with 4
hours of holiday (timekeepers may need to adjust
holiday per FTE)
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Editing Holiday Hours for
Non-Exempt Part-Time Employees

The number of prorated holiday hours is equal to an employee’s weekly
scheduled hours (from Banner) divided by five weekdays worked. See the table
below for examples:

Scheduled Work Hours Holiday Proration Hours

The holiday hours for non-exempt part-time employees who have an FTE other
than 50% must be manually adjusted in TRS to ensure correct holiday pay is
received.

Instructions can be found at https:/ /hr.gwu.edu/paid-time
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https://hr.gwu.edu/paid-time

Editing Holiday Hours for Non-Exempt
Part-Time Employees

* Select the plus sign to insert an additional row to add or subtract time from the

Holiday

Timecards

Maddison, Dolly |- 101 GG8880008

¥’

@~ [ e gfe (e
Quick View Approve Sign Off Accruals
Actions Timecard Actions

Date Schedule Pay Code
Sun 8/25
Mon 8/26
Tue 8/27
Wed 8/28
Thu 8/29
Fri 8/30
Sat 8/31
Sun 9/01

Mon 9/02 Labor Day 2019

Tue 9/03

Click on the plus sign to
insert an additional row

Wed 9/04

¥ +'.+‘ HEEEEEEEE

Thu 9/05

Totals Accruals Audits Historical Corrections
All | - All |-

Account

Z/999/999/888888/999/10601800/999 HOL

Amount

40

Z/999/999/8588888/999/10601800/999 Total Paid Hours

Pay Code

Transfer

Shift Daily

4.0

Period

4.0

4.0
4.0
4.0

40
40

WASHIMGTOMN, [




Editing Holiday Hours for Non-Exempt
Part-Time Employees

* On the new blank line select the pay code cell to display a drop down box
* Enter in "H’ in the search box and select Hol

Timecards

Sun 8/25
Mon 8/26

Tue 8/27

Wed 8/28 Select Pay Code Cell to
Thu 8/29 display drop down box

Fri 8730

Enter in '"H' and Select HOL

San Br31

Sun 9/01
Mon 9/02 Labor Day 2019 4.0 40 40
3 Please Choose: -~ -
."/
Tue 9/03 h o 40

HOL

Wed 9/04 Hours Worked 2
Hours Warked with Owverride

Thu 9405 40

trHF AR

Totals Accruals Audits Histori
All - Al -

Z/9909/999/388888/999/10601 800299 HOL 4.0

Z/999,/999/88E888,/999/1 0607 800999 Total Paid Howrs 4.0




Editing Holiday Hours for Non-Exempt
Part-Time Employees

* Select Tab key after entering in amount to update record
* The updated holiday will appear in the Totals section
* Select Save button to commit changes

s =

Wacaison, Dodly = iofl (ehRdchidn

B o v ¢ =

) Papcode

* SunBZE
B 5 veowns Select Tab Key and time will
S| W be entered

* Wed B2E

* The &8

+ Fii 038

+ a1 4711

* Sum 1

* X M2 HOL
+

+ T /0%

et Updated Holiday will
* Tha 3%

appear in Totals Section

Totaly  Accualy  Audiis  Hisherical Comections

Al - &l

e et sawt \!

TR | D801 RO0SE M

LG EE8Ea 391 eI BO0/954 Tiotal Paid Hours L1:]




Terminations
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Checking Terminations

* Select All Home-Termed_BW to review bi-weekly paid employee's on termed
list every bi-weekly

* If there are termed employees review the hours and approve

* If the employee worked past their termination date please submit a rehire
request to the appropriate area such as Student Employment or your HR
Business Partner to ensure prompt payment of hours worked.

« Employee must be hired into a position for payment

Genies
Hours Summary Loaded 1503 g/11/2019-10/05/2019, . | » | |5t AllHomeTemed BW ||| Edit
et HH Select All Home-Termed_BW for bi-weekly -
;.:;R II[+‘ Y "&' ®&' Pi’ J ' ’ 0 B‘ J'
SelctAl  Column Filter People  Timeheeping Accrusls  Approvl  Schedule Reflesh  Share GoTo
Rows Selection
GWid Name T PayRule  ECLS Banner Department Name Manages Missed  Annual  Sick  Holiday OtherP.  Worked TotalPaid  Unpaid Assigned
Org Num Approva  Punch  Hows  Hows  Hows leaeH.  Hows  Hows  Hous Manager

bush

62192209 Bush, George NETT 30ML. 53 617008 GRANTS CONTR ACCTG SVCS-N v a0 80 Wn 8% Quellette, Raymand R




Approving Time
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o 0000000

(

Checklist Before Approving

Confirm there are no missed punches

Confirm there are no long shifts

Confirm there are no phantom punches

Confirm meal break settings

Confirm comments and documentation has been obtained for all timecard edits
Confirm Totals section (confirm time is charging to correct org/position)

Confirm part time Holidays have been updated if needed

Confirm Time Off requests have been approved

Confirm there are no exempt employees pre-populated with time after their
termination date

Confirm employee's are approved on All Home-Termed-BW list
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Approving Employees from Genie

* It is recommended to approve from the Manager Approval
Genie

P
LA Approval = Loaded 1332 | Pravicus Pay Pericd = 5| | ANHome and Transfemed_ | =
B~ idile- /& 9@ Y- B o [z
eaT A Toawm FRN \“'-\. PO Tiredsping  Apprdssl Shedule Pabf i e
[ e .

G Select drop down to access Dipervaet time oot Wasagws o e e
GAEBAO0DS Jatksor, A Managgr Apprmml Genie bresigents Office 8.0 Washington, Gea
GESSRD00Z Jotferson, T Fragidents Office 480 'ﬁ'ﬂhll‘ll]l’b"l, Mar
GESERDO0Z Lincoin, Abraham TP11 Z0MIN LUM EEREER Presigents 0fce Washington, Mar
CERRBOO0E laddisan, Doliy HE1Z AEEER Presigents Office Washington, Gea
(EERBOO0L Riadevell, Frankin HEIT NO LUMCH EERRER Presigents Mifice WMTIII'IIJL'{I’I E]
GEEER000] 'Washington, Geoige EX11 o] Presidents Office BOO  ‘Washingtom, Mar
il ‘Washington, Martha MOFT FEREEE Presidents Office 320 Washington, Geo
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Approving Employees from Genie

* The Select All Rows button will select all your employees

Genmies RS »

Manager Approval = Loaded 1332 | Previous Py Peried w | Gi1 Al Woene and Translemed . =
Ex i V B %A v- | A O [»- | SN
"ﬂ;-;f ;r.-l:'_ Fier Feople Timekemping  Aporoan fafredhle frbtrpsh Chae 0 To

Gwid Manager Managers Whe Sagred Mrssed Total Paid Assigned

— : T e T s i W, PO TS i i NN
e Select button Select All 5N VAo,
GEEER0002 430 Washington, Mar
e Rows to select all your s
Geesso0os employees Washingion, 0.
GRERE0L Washington, Geo_
GEEEEN0N GO0 Washingion, Mar
G0 320 Waghington, Geo.
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Approving Employees from Genie

 Ctrl + right click your mouse to deselect an employee if

Genies 1
Manager Approval = Loaded 1342 | Previous Pay Period = |5 AN oeme and Transdemed | =
e e V | & Q- V- | B O [ | G-
Sebect Al Column Furer Pecpis Timehpepang  AQpITVe Sohechole Retez share BaTa
Gwid [ - Pay Rule ECLS Ranner Departivent Hame Manage Misage s Who Sgrned e Total Paid Assigived
. : Gghum  Appowal  ApprovedTimecad O Punch  Hows  Manmgm
GERBR000S Jackson, Andrew HE1T B0 LUNCH [-eee] Pregisents Office &0 'Washingion, Geo_
GE88A0002 Jeffersen, Thomas Exi2 b=t Presidents Office 420  Washington, Mar_
GEBAROONY Lincein, Abraham TP 3080H LUN_ Aasaas Presadents Ofice Washington, Mar_
GBREA000E Maddizon, Dolly 3 L Washingion, Geo
Ra, ORI H = Ctrl+right click your mouse to TR o
GRBAGN00T Wazhingion, George . B0 Washington Mai_
R deselect an employee if needed R
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Approving Employees from Genie

* Select Approval Button
* Select Approve Timecard

Genses (T =
Manager Approval = caded 1341 Pravious Pay Pariod B2 AN Hoeme and Trangtened_ | w
oGl V& oA v m O B o
..,--., '._.I-. Pl Papir ALY ARIOVE [ Rty Ay Ba T
Appete Tmelad
Gwd Hame . Managers Wha saged Missed  Total Pald Hssped
" Avwroved Tmcurd o e Mewp |
GRAAEA00E Jathion, Ardnew HEN] RO LLUNCH BBkeER B0 Washington, Gea
caaas0002 Jeftersn, Thomas B2 sesss Select Approval Button, 40 Washington Mat
648830003 Lncoin, Abrataem TRT1 30 LUN. proeen Select Approve Timecard Washingeon Mar
GARAR000R Maddizon, Daly REN2 BBEELY o Washingoon, Gea
533830004 Faosesen Frankiin NENT NO LUNCH BRSBER  Presidents Office Washngeon Geo
68880001 Washingion Gaorge e BESBEE  Presidents Ofice BOD Washingeon, Mar
9990001 Washingion Mt MOFT BESBES  Prewidents Ofice 120 Washingson, Geo_
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Confirming Approval

e Select Refresh on Genie

* Once approved employees will show a 1 or higher in
Manager Approval column

« Higher than one can be due to more than one position or
multiple approvers for one department

1 (Partial) means the employee is new and their start date is
not the first Sunday of the bi-weekly

Tienies LA * 5
Manager Approval = Loaded 1352 Previous Pay Penod = || 55|  A1Home and Transfemed. | =
B~ dil+- V | & @ v- | B O B
SE A T ] Fine ot THTathbis] Ao chidiie Pfieah L
ril
awid Hame L. Fay Foube: ECLS Banner Depatment Name Manaer Total Pasd Assignad
GEEEE0005 Jackson, Ardrew NETT NO LURCH E88BBE Presidents Difice 1 Washingic B0 Washingbon, Geo
R Jeffersnon, Thomas Exl2 1 Washingor &80 Washinguon, Mar
[t s Lincoin, Asraham TP11 30MIN L . 3 ' 1 Washingon esige Washinguen, Mar
GEEEE000E Maddeson, Dolly HEIZ Ma naEEl— Appfﬂ‘-’ﬂl WIH "__.-"'.l' w Washington, Geo
GEEEE000S Fogsevelt, Frankin HET T HO LUMC diSpiﬂ'f in Manﬂgﬂr M i Washington Gearge Washingten Gea
a0 Wathington, Geoige EX11 Appr{wal columns 7 —o. Washinglon, Gecege BO.O  Washingtan, Mad
Gy Washington, Marna MOFT 1 Washingion, Geoege 320 Washingron, Ges




Approving from the Timecard

* Open up Timecard
* Select Approve Timecard button

Timecady 5
Madasan Doly o v naded 1438 Prevous Pay Peiod i8] 1 Empiyenis) Sewertes
= s =

—— Lo X S Py L L] Itw L. S By, Paied

* S /08

* wi Select Approve Timecard

+ e 68 &2 1

* o 51 (1]

* Thu &2 L]

+* AL t

+ il 1ze

+ tun & 120

£ X uonws B0 3 i 69 0 ]

+ (1]

+ wWed 38 [ 1:]

* Thu 8719 wy =

e
Toasls  Accress  Mudts  Mesionsl Conmections
- a8
o3 Fay Code At
L9 W EIRRRL S0 1060 MO0 BEG
2905 VI B RERR 900 1060 BO0 g Total Paig Houry
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Approving from the Timecard

* Select Approve Timecard

 Timecands [
Mg, Dolly 1af AR Losded 14d]  Poesiciet Pay Panica R 1 Employosit) Lawstted
B o e | o o
[P J ANt n Transder Ot ‘shift iy Perd

* Sus ol

e W 900

+ — Select Approve Timecard 0 " &0 0
* Wz L]
+ Thu & 60
+* a1 800 = 1500 b &0 &0 120
* Sat W e
* S ws 120
CHOET L b ' 1500 : (1] i e
+ W (1]
- Wt 01 mn

==
Totsls  Accruals  Amdns  stosical Cameciins
a5 - AR
AP, s et A,
LRV T aBERIA T¥3 D60 BODV T FEG 180
ARG AEERIA TR 1 050! B0 Totial Pt Wi 1]
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Confirming Timecard Approval

* Once approved a display message will appear that the
time card has been approved

* The timecard will turn once approved by the
manager only

Timecasds m £
) Intermanion Timecard Appeoved By washngeong munm:uu
ehaeichenan, Dolby Tedl (=] Loapes 1880  Prevaes Pay Parod w CEE ) EFTyeei a1 Seened -
B e LN s ]
TRS will display info message that time has s '
— e been approved, timecard will turn yellow Tansie ot shin Dady Penod
+* —_—— (color may depend on browser)
& b, QTN
* Tue 3018
- Weed 3011
+ Thes @
+* Fri @) o o
- L
* S Q1
+* o, L
+ -
¥ —_—
v
Totsls  Accrumsls  Asedis il Comecions
- Ay
—————— e i ————— . e T e —
T L 1060 40 Y
I L9V BISEER VIR 10601 B0V Tonsl Pakl HOWs
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Confirming Timecard Approval

» The timecard will turn [Eheaay if approved by manager who
is also the employee

* All Timekeepers should have another person approve their

ti d
T s
v —— - m———— D Fa m .
B o -~ e O =
i L i Pl Py Gl Wi - Homaten =) . oy e ]
- b
- [y ]
- T % Ll
- wat b i
* LU i
* LR T -l
- e -
- L &3
b T -
L] (1 NE LT
-y rEITE -
o b emre =
e o — L b e —
an
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Approving from the Timecard

* The timecard will turn when signed off by Payroll
Admin (this freezes time)

T s
hgannan feiy - ) —— Lkl L Papvrny Pay Parind L - R -
B e v u = " O ;)'

L e e tmisk e W e we by e
- L]
- .
* Yam W24 r
- LR ] Wl

o W e
L s 10 e

L] wy
- =LY £ 1]
- b A,
- T
. na

T "

v
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Reports
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Reports

To run any report:
* Select date range

* Select employees to run a report
* Select the GoTo button

* Select Reports from the drop down

Genies

Haours Summary =

Loaded 1240 Previpus Pay Period ot |[ Al Home - Bi-Weekly -
Select Dates
=ik V& o8 v & O b
SelectAll  Column Filter People  Timekeeping  Approvel Senegule Start Date: Vo2 = Refrean Snarg GoTo
Rows Selection :
End Date: 6/23/2022
GWid - Name Pay Rule ECLS Banner Department Name Manager Missed Annual Sick Unpaid Assigned
0Org Num Approval Punch Hours Hours | Cancel Apply i Hours Manager
GW1108 Roosevelt, Franklin TPIT 45MIN.. 999999 TEST DEPARTMENT
GWNa7 Eleanor, Roosevelt NET7 30MIN-. 999939 TEST DEPARTMENT P 80 B0
GW1106 Truman, Hary NETT 30MIN... 88888 TEST PC DEPARTMENT 80 8.0
GW1105 Trumen, Bess EX12 999999 TEST DEPARTMENT 48 432 480 Washington, Martha




Reports

To run any report:

1. You have an option to run the report and open it from
Check Report Status

2. You can have the report emailed to you

3. You can Schedule the report to run and emailed to
someone

& Manage My Department Reports Qx| +

Reports -

REPORTS

GW PAY REPORT

Description Dizplays detailed information about each employees clocked time ( actual and rounded ) Paycode Edits and hour:
People | Previously Selected Employee(s) hdl |
Time Period | Previous Pay Period v |
Employee Hours by Job (Excel} ActuallAdjusted | Show hours worked in this period only. -
Employee Hours by Labor Account
Output Format | Adobe Acrobat Document(.pdf) w |

Employee Hours by Labor Account (Excel)




Reports

* Instructions on running reports can be found at
https:/ /hr.gwu.edu/trs-instructions

* The most common reports run are found on the Payroll
Website

* Contact timerep@gwu.edu if you are looking for a report

8 hrgwu.edu/trs-instructions

GW Startingat GW | Total Rewards | Well-Being | Talent and Organizational Development | Work Resources | About Q  onew

Reports

* Running & Scheduling Reports for Active and Terminated Employees (PDF)

* Running Timecard Audit Trail Report (PDF)

* Reading Timecard Audit Trail Report (PDF)

* Reading Timecard Audit Trail (PDF)

* Reading GW Payreport (PDF)

* Running GW Payreport (PDF)

* Employee Transactions & Totals Report in Excel Format (PDF)

* Request Manager Export Button (PDF)

* Punch Origin Report (PDE)
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TRS Training Complete

New users access will be granted access within 48 hours of
receiving email of completion from employee

* TRS Quiz needs to be passed (email confirmation of
completion to timerep@gwu.edu)

* TRS Form needs to be fully signed and submitted

If you have not sent in a TRS request form please send it to
timerep@gwu.edu

The TRS access form can be found at
https:/ /hr.gwu.edu/payroll under Forms
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