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 Record and Submit Time Worked                                                   Bi-Weekly Employees

	[bookmark: _GoBack]1

	Access the Employee Self Service (ESS) system’s log in screen, enter your User ID and password, and click on the “Sign In” button.  

Suggestion:  Use Internet Explorer, not FireFox Mozilla.

Website:  http://www.okcareertech.org/about/state-agency/divisions/human-resources/part-time-employee

Or

Path from the ODCTE CT United website: 
Home› About› State Agency› Divisions› Human Resources› Part-Time Employee 

Suggestion: Save the HR web page to your browser’s “Favorites Bar”.

Click on “Employee Self Service (Login)”   
or from any computer with internet access:  https://corehr.ok.gov/mrhri/signon.html


Suggestion:  Save log in screen website to your browser’s “Favorites Bar”.
                     
· User ID:   Employee Identification Number, also known as EIN or EmplID. 

· Password:  New employees will call the OMES Helpdesk,866-521-2444, for temporary password.
Password Problems:   Existing employee will call the OMES Helpdesk at 866-521-2444.

For password instructions and ESS navigation, review the Employee Self Service manual 
               http://www.ok.gov/cio/Customer_Portal/Business_Application_Services_Essentials/Human_Capital_Management/
               Under “ESS Module Training Manuals”, select “Employee Self Services Manual

Log in screen looks like this:

[image: This screen shot reflects the Employee Self Service Login page.]

	2.



	 Click on “Self Service” from the left hand menu as seen below

OR

 If you have set up “My Favorites”, click on “My Favorites” from the left hand menu.

[image: This screen shot reflects the initial screen showing the menu options.]
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	To find your time sheet by using the left hand menu, click on “Time Reporting, “Report Time”, “Timesheet”. If clicked on “My Favorites” from Step 2, skip this step.

· Time Reporting 

Suggestion:  To change “Default Timesheet Display” of timesheet from week to pay period, click on “Time Reporting”. Click on “User Preferences”.  Change “Default Timesheet Display” from “Weekly” to “Time Reporting Period”. Save by clicking the[image: Save button.] button.  If questions, contact ODCTE HR. 

· Report Time [image: Action area of the screen image]

· Timesheet    [image: Action area of the screen image]

Suggestion:  On “Timesheet” screen, set up “My Favorites” by clicking on “Add to Favorites”.  Instructions for setting up “My Favorites” may be found at  . . .

http://www.okcareertech.org/about/state-agency/divisions/human-resources/employee-self-service/my-favorites-employee-self-service-shortcuts

[image: This screen shot reflects the initial screen showing the menu options.]
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	From the time sheet screen, enter  and submit hours worked:  

· Move cursor to correct date of the entry you wish to make.
· Type hours to the closest half hour.  Two hours and fifteen minutes would be entered as 2.0 or 2.5.
· Scroll to the right until you find the column for “Time Reporting Code” with a box that looks like 
[image: Action area of the screen image] .  
· Click in that box and select the corresponding code for hour(s) entered:
FLWPO – FMLA Non-Pay (Hrs Tracking)
HREG – Hourly regular pay
JLWPO – Jury Duty Hrs Tracking Not Pd
MLWPO – Military Hours Tracking Not Pd
OTPAY – Overtime

Note:  Overtime hours must have prior approval from state director.  Notify HR. For more information, go to http://www.okcareertech.org/about/state-agency/divisions/human-resources/personnel-policies/personnel-policies

· To submit the entry, click the [image: Submit button.] button.

· This will bring up another page that reads  

“Press OK to Save the Reported Time and return to Timesheet page.  Press cancel to return to Timesheet page to save or change your Reported Time.”

· If press [image: Action area of the screen image], the screen will display the following:

“The Submit was successful.”
“Time for the Time Period of 2014-09-01 to 2014-09-30 is submitted”
· Press [image: Action area of the screen image] to return to your time sheet. 

The entry that was submitted should now appear under the “Reported Time Status – click to hide” section.  If you do not see this, contact ODCTE HR for assistance. Your entry should appear as “Needs Approval”.  This means the entry is in the system and ready for your supervisor to approve the entry.  Comments may be required before supervisor approves the entry.  Enter comments if needed. 

Note: Follow the “FY15 Part-Time Pay Schedule” available at: 
 http://www.okcareertech.org/about/state-agency/divisions/human-resources/part-time-employee   
Unless otherwise notified, hours are to be entered by the Monday following the end of the biweekly pay period.  Supervisor approves entries on Tuesdays
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	As needed:  To enter “Comments”
Each line has a comment area to record additional information for a particular day. 
Click the Comments button for the line associated with the day you wish to insert comment.
[image: Action area of the screen image] Note: Once a comment is entered and saved, it cannot be deleted. For corrections to comments, you will need to enter another comment on the same date.  Call ODCTE HR for assistance. 

Suggestion:  Keep comments short.

Reasons for comments:  
· Supervisor may require you to enter hours worked.  
Example for break in day including lunch times:  8-10:30, 2-3:30. 
Example of incorrect entry for 8 hours worked: 8-4:30 
· HR Payroll Specialist requirement for 40+ hours worked Friday through the next Friday.
Work week begins on Friday at noon, but time sheet entries are for the complete day. 
Example for Friday only entries on time period of a Friday to Friday with over 40 hours:
 2 hours before 12:00 noon and 3.5 hours after 12:00 noon:  2/3.5  
 
Once you click on the comments icon, a “Comments” screen will appear.  Enter your comment in the text box and click [image: Save button. ] or [image: Action area of the screen image]

Click the Cancel button to return to the Timesheet screen without entering comments.
Or
Click the Save button to save the comment.
 
If you save the comment, you will get the following message.          
            “Are you sure you want to save the comment(s) entered?
            Once the page is saved, the comments cannot be changed.”
Press OK to Save and return to the Timesheet screen or press Cancel to return to the Comments page without saving.  Click cancel if you do not want to reenter or save and this will take you to the Timesheet screen. 
If you saved the comment, you should notice dots in the comment box. [image: Action area of the screen image]“””
“””

To view your comments again or to add another comment, click on the “Comments” icon [image: Action area of the screen image] again and follow the same instructions. Click on the + to add a new line. 
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	You have completed time reporting for this pay period.  At end of the biweekly period and after entering all of the biweekly hours, notify your supervisor that your hours have been entered and are ready for approval.   Supervisor approves entries on Tuesdays. 
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