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Security and System Access

Please be awarethat the UCSD Online Timekeeping systemissecureto
protect both the University and it'sempl oyeesfrom unauthorized use. To
usethe system you must have completed thistraining classand bean active
authorized timekeeper.

All timekeepersare assigned accessnto avalid timekeeper code(s) for
whichthey have been delegated theresponsibility by their department. All
employees working at UCSD must haveavalid timekeeper code, whichis
assigned and maintained inthe Payroll Personnel System (PPS) by the
employee'shome department.

Accessto theemployee'stimerecord will only begranted to theemployee's
assigned timekeeper. If you are not the employee's assigned timekeeper, the
systemwill alow youto createaspecia entry if you meet thefollowing
criteria: a) your department is set up in PPSwith home department access,
or b.) your department hasacurrent or previous appointment on the
employee'sPPSdatafile. Questionspertaining to PPSinformation should
bedirected to your departmental PPS contact. Wewill discussspecia pay
entriesfurtherinModule®6.

System Login

The Online Timekeeping systemisaweb application. Thelink tothis
applicationisfound onthe Employeel ink menu. Youwill needto havea
recent version web browser (Netscapeor Internet Explorer) installed on
your workstation to run thetimekeeping application. If you arenot familiar
with what web browser or version you have, please consult with your
systemsadministrator or contact the ACT Help Desk at x41853 for
assigtance.

When your ready to login, proceed to the Employeel ink
(employedink.ucsd.edu) pageand select “ Timekeeping” fromthe
Transactiona/Entry Servicesor click the“ TimeEntry” button ontheleft
border. Seethe sample Employeel ink screen on the next page.
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EMPLOYEELINK HOME PAGE

Again, youwill choosethe® Timekeeping” link fromthemenu. Thiswill take
youtothe Login page. Tologin, enter you assigned userid and password
andthenclick onthe*Login” button. Youwill need to completethe
timekeeping classin order to be set-up with apassword that will let you
accessthe system. Seethe sample L ogin page onthe next page.
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Please Login...

By pressing the Login button below, you agree to:

use the svstern and data only for bona fide University business which vou are
explicitly autharized to conduct,

never provide anyone with vour password or with access to the system.
prormptly report suspected security violations to your DSA and ACT.

LoGOUT and exit wour browser when done using the systerm,

read and understand UCSD's policy on computer security,

User ID: |

Password: [+

Login

All inquiries and transactions are automatically logged and are used for audit and security
monitoring purposes. Unauthorzed access and unauthorized users will be prosecuted to
the full extent of the law.

You rmust have a valid mainframe ar darwin user ID and password and you must have a
PPS Online access profile established in order to usze Ermployes Reports. Please note that
Departmental Merit Entry requires a special and separate user ID and password
combination. If vou don't have an appropriate user ID and password and feel vou should
have one, contact your Departrnental Security Administrator (DSA) or call the ACT Help
Desk at x41253, To continue using Employeslink without logging on, use vour browser's
back buttan,

LOGIN PAGE DIAGRAM

L ogon Window Fields

USER ID - Thissix character codeisassigned by ACT security. Please
consult your Departmenta Security Administrator (DSA) for more
informationor visitthe ACT Security AccessWebpage. A validuseridis
requiredin order to accessand usethe UCSD Online Timekeeping system.

PASSWORD - Thiscodeisinitially assigned by ACT secuirty whenyou
areauthorized to accessthe UCSD Online Timekeeping production server.
If you experience problemswith your password, please contact the ACT
Security desk for assistance.
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MENU PAGE DIAGRAM

Whenyou have successfully logged in, the* Timekeeping Menu” pagewill
beloaded in your browser. The menuyou will provideyou severa options,
such aslinksto Timekeeping Entry, Timekeeping Reports (seeModule8),
Payroll Training, Payroll User’'sManual, and Del egation Form.

For now, wewant to select the* Timekeeping Entry” link. Clicking thislink
will launch another browser window wherethetimekeeping applicationwill
begintoload. Youwill be prompted with another logon validation window
andyouwill needtoclick the“Logon” button to continuetheapplication
load. Please be patient asthe application may take up toaminute or soto
finishloading. See sampleL oading Application window onthe next page.
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B Timekeeping Logon =

Click 'Logon' to Cantinue

Click 'Cancel to Cancel Cancel |

Fassword Walidated .

Please Wait While Program Loads

E | Unzigned Java Applet "Window
LOADING APPLICATION DIAGRAM

Participant Activity 1

Let’sLogin tothe System

1.

2.

Your instructor will assign you your owntraining dataset.
Enter your traininguseridinthe USER I D field.

Tabor clickinthePASSWORD field and enter your training
password (which will bethe sameastheuserid +1).

Click onthe[L OGIN] button to proceed to the Timekeeping Menu
page and then click onthe Timekeeping Entry link.

When prompted, click the[L OGON] button to continueloading
thetimekeeping application.
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Timekeeper Select Screen

From thisscreenyou will select apay cyclefor whichyouwishtokey time,

/ either Biweekly or Monthly. The current active pay period will default asthe
sel ected choicein thewindow. You a so have the option of reviewingtime
entered for previous pay periods, just click the down arrow to thefar right
of thewindow to seethe previous periodsfrom which you can choose. You
canonly view prior pay period data. Any changes should be keyed onthe
current pay period asan adjustment to aprior pay period.

imek.eeping Entry - Metzcape

Timekeeper Select

Biveekly
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0613-99 DEPT E13 .
0614-99 DEPT 614 J Special
0615-89 DEPT E145 ==
0E16-99

0617-99 DEPT E17 ;I
% Official Web Page of the University of California, San Diego
esD Employeelink Customer Zetvice Representative
—TPowered 5y G@MEriCLiNk

TIMEKEEPER SELECT SCREENDIAGRAM
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Select aTimekeeper Codefromthelistin thewindow. M ost timekeepers
will only have one code from which to choose, while othersmay have
severd. Youwill only beableto accessemployeesfor whichyou arean
authorized timekeeper. Anindividua employee'stimekeeper codeis
assigned and maintained by the employee'shome department inthe Payroll
Personnel System (PPS). Please consult your departmental PPS contact for
assistance.

Click the Go button to key timefor employees on thetimekeeper codeyou
selected, asdescribed above. Click the Specia buttonto completea
specid entry for an employeewhich you are not the authorized timekeeper.
Youwill needto have affiliation to the employee'srecord, asdiscussed
earlier inthismoduleunder Security and System A ccess.

Timekeeper Select Fields & Buttons

BIWEEKLY - Pay cyclefor genera assistance employees. These
employeesare"Pogtive Time Reported”, which meansal hoursthat they
areto be compensated for must be key entered, otherwisethey will not be
paid. Biweekly employeesare paid every other Wednesday, 11 days
following theend of the pay period. The standard workweek is Sunday to
Saturday.

*PERIOD: pay period begin and end dates
ENTRY: begin and end datefor timeentry
PAY: paydatefor thispay period
HRS: standard number of working hoursfor pay period

MONTHLY - Pay cyclefor salary roll employees, typically on staff and
academictitles. Theseemployeesare"Exception Time Reported”, which
meansthey only report exceptionsto their regular timeor standard hours.
Exceptionsare cons dered approved absences such asvacation, sick, comp
time, etc. Only overtimeto be paid, either standard or premium, must be
positivetimereported. Monthly employeesare paid onthefirst day of the
month following the pay period, unlessthefirst fallson anon-work day,
then payday will bethelast working day of the pay period month. Decem-
ber earningsare dwayspaid onthefirst working day of January. The
standard workweek isMonday to Sunday.

*PERIOD: pay period begin and end dates
ENTRY: begin and end datefor timeentry
PAY: paydatefor thispay period
HRS: standard number of working hoursfor pay period
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TIMEKEEPER CODE - Thiscodeisassigned to departmental
timekeepers, primary or backup, authorized to perform timeentry for
specified employees. Only employeeswith the sametimekeeper codeon
the Employee Database (EDB) will belisted for timeentry. Theemployee's
EDB recordismaintained by their home departmenta PPS preparer. Please
consult your departmental PPS contact for information.

GO - Click onthisbutton to continue, after selecting atimekeeper codefor
theemployeeswhichyouwouldliketo key time.

SPECIAL - Click onthisbutton to create aspecia timeentry for an
employeewith atimekeeper codefor whichyou are not the authorized
timekeeper. You must have someeffiliation to the employee'sEDB record,
beforeyou will be allowed access. Thiswasdiscussed in Security and
System Access. You may a so consult your departmental PPS contact for
affiliaion requirements.

L OGOFF - Click onthisbuttonto log off thetimekeeping application. To
completely log out, make sureyou click onthered“ X” ontheblack bar in
EmployeeLink or closeal browser windows. Thiswill prevent any
unauthorized accessto the system using your id.
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Pay Period Note Screen

N (O[]
00o01-01 Payrall Fayperiod kote

Biweekly Period 090599 - 051 349 Entry 09011599 - 0972299 Pay 0929959  Hrs 80
= HOLIDAY Pay+ [~

Flease rememberto calculate holiday pay for eligible employvees for the Labar Day
Haliday, Monday, September B, 18999, Alsa, Select the appropriate number of haliday
hours to pay from the chart below after determining the number of hours the employee
wrds on pay status from 3522099 to 9511 8/949 (this includes Sick Leave, Yacation and
Caomp Time usage). Please report holiday hours on the appropriate pay period.

Hours an Pay Status{152 Totali...... Haours of Haliday Pay

il

E | Unszighed Java dpplet window

PAY PERIOD NOTE WINDOW DIAGRAM

Prior to moving onto thetimeentry screens, you will may be prompted
/ with the Pay Period Notewindow. Hereyou will find important information

related to the pay period which you selected. The pay period detailswill be

displayed againinthefieldsat thetop of the screen. Itisessentia to review

theinformation, becauseit may affect your timekeeping entries.

If thereisno pay period noteinformation for the pay period you have
selected, then you will not seethe Pay Period Note window. Onceyou

havereviewed theinformation, click the" OK" button to continue.
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