Welcome to
Workforce
Manager

Otherwise
known as

WEFM

viKG



Click on SSO Login

Logging into UKG Workforce Manager (WFM)

Log into WFM:
GoWMU > Employee Self Service > UKG WFM.

vKG

Welcome,
come on in!

Multifactor
Authentication
is required
WESTERN
MICHICAN
Then log in with your e re—
BroncoNet ID and
password. | p—r—



Home Screens



Your Supervisor Home screen might look like this.

My Notifications -~ H Manage Timecards ~ H Manage Schedule -~

. 7/01/2025 » Last Update 3:16 PM
Current Pay Period v

Tasks 0 >
Must Fix Starting 0 >
My Requests 0 ) 7 7 Unexcused Absence >
Missing 0 >
Employee Requests o 2 Clean Timecards On Break 0 >
1 1 Timecards with no >

Timekeeping 0 > exceptions Leaving 0 >



Your Timekeeper Home screen might look like this.
You will notice this screen includes the “Punch” tile.

& S

O

Manage Timecards ~ H Manage Schedule ~ H My Notifications ~ H Punch
o 7/01/2025 = Last Update 3:24 PM r )
Current Pay Period  w *
y Tasks = N Assignment . @
. 009553-Admin Asst II-A...
Must Fix Starting 0 > L /
7 7 Unexcused Absence > My Requests 0 3 -/5200100/009553-Admin Asst ||
Missing 0 > (
Employee Requests 0 > ‘ RecentTransfers ‘
Clean Timecards On Break 0 > ploy i
82 Timecards with no > ] .
exceptions Leaving 0 > Timekeeping 2 > Add Transfer G—)
Cancel Deduction (@]
< Punch )
My Timecard ~» H My Accruals H My Schedule -
Balance as of Today
Exceptions . Tue
P Overtime Accepted 1 Today
Hour ™ 8a-5 p

- 8:00 AM-5:00 PM [9.00]

> eeble Bance 009553-Admin Asst I
S ADMISS-5200100

B 800 AM-5:00 PM [9.00]



e All “My” tiles pertain to you, the hourly employee.

e Manage Timecards tile will bring you to your department’s employee
timecards.

Man Schedules tile will take you to your d t t’s employee
.scheélgFes. y y cpartment's POy

. : Hi
o ghguli%ﬁcyoﬂlreﬁ%for you, as an hourly Timestamp employee, to punch in

= @ WY

@ Welcome back, Patricia

Anywhere you are in WFM, you can click on the Honﬂ to take you back to
your home screen.



Timecards



Manage Timecards >

Previous Pay Period

30

208

Must Fix
30 Unexcused Absence >

Clean Tim:

Timecards with no
exceptions

Timecards

To view all employee’s
timecards, click the arrow on
the Manage Timecards tile.
**This defaults to Previous
Pay Period upon log in.

Notice the Must Fix. WFM
Is letting you know of
problems within your
timecards.

Employee list-click
the dropdown. ,

= @ WEZENIS Employee Timecards

Timeframe

Ao - | @ 470 ¢ term )

[FRRUN ORI PR PRN YU (U IR RN () rp prig e

Hyperfind-Recommend
use “All Home &
Transferred In*”. Can
use any choice
available.

Click Accruals tab to //

see leave balances.

N Click Totals tab to
see timecard
totals.




Employee ] |0 { 50fd43 > &5 ~ current Pay Period

+ + + +

Click on the employee drop down list. Scroll to the employee you want to enter time
for. Click on their timecard.

Make your employee’s time entries by either using Paycodes (regular, retro,
vacation-hourly, sick-hourly, etc.). You can also enter in and out times according to
when your employee worked.

Both, whether time is entered via Paycodes, or in & out times, should be recorded
on the actual day they were worked.

Remember: you must click on the Totals at the bottom of the timecard to view
them. You must check every timecard total to verify your entries are charging to
your department.

A B~ F-

Date Schedule Pay Code Amount Assignment In Out Transfer Shift Daily Period Absence In Out Transfer
© Mon 7/21 Regular 2.00 015025-Re...
Tue 7/22
e Wed 7/23 015025-Re... 2:00 PM 5:00 PM

Thu 7/24



Here is an example of a timecard with both Regular hours and In & Out times.
Take a look at the totals.

Employee [ Patricia @ 10f1 3 ~ currentPayPeriod g%~ 1E
i= A i~ =~
st Vie Zoom Analyze GoTo
Date Schedule Pay Code Amount Assignment In Out Transfer Shift Daily Period Absence In
== Mon 8/04
+ | O Tue 8/05 Regular 800 [} ooss3scoord.. A 8.00 8.00
+ | O wed 8/06 | oosess-coord.. 2:00 AM 5:00PM A 8.00 8.00 16.00
== Thu 8/07 16.00
== Fri 8/08 16.00
-- Sat8/09 16.00
e
| Al - || Al = | [ Show Only Unapproved Totals Assignment Grouping
Assignment ~ Location ~ Job ~ Cost C... ™ ~ Labor Cat... ¥ Pay Code ~ Amount  ~ Wages

009835-Coord Payroll-PAY-6411240 A WMU/PAY/64112... [, 009835-Coord Payroll Regular 16.00



Some employees have paid time off called vacation and sick leave. To enter the hours, go to the employees

timecard.

Entering leave used hours in WFM

To check their balance, click on the Accruals tab at the bottom of the timecard.

= (@ W WesternMicHiGanUniversiry  Employee Timecards

Employee |

Anne

i
o
Ei

+ + + + + +

Date

Mon 818

Tue 819

Wed 8/20

Thu 8/21

Fri 8/22

Sat 8/23

Caven O P4

~ | O 2 10of1

Sign-Off

Schedule

8:00 AM - 5:00 PM

8:00 AM - 5:00 PM

8:00 AM - 5:00 PM

8:00 AM - 5:00 PM

8:00 AM - 5:00 PM

o~

Analyze

Pay Code

Regular

Owvertime AFSCME
Owvertime M5SEA
Overtime

Sick Usage-Hourly
Sick Usage-Salary

Vacation-Hourly

Wararinn-Salans

Go to the Paycode column, click the drop
down. Choose the appropriate “hourly”
code.

Then enter the hours. Save

Pay Code Amount

Sick Usage-... 2.50



Employee Timecards

You can hold )ﬁour_cursor over the employee’s
name, do a right click, and get employee

Eopiveelp N e v ] @22t ¢ zof20s D Information.
B
v General Information lule Absence
Manager
Sumi M

Prim

WMU/CUST/7433200/008914-Building Project
Specialist

> Contact Information

> Timekeeping In WFM, there is more
. information available by
> Scheduling — .y
clicking on any of these
> Additional Information arrows (>).
> Accruals

Employee jobs are now called assignments. If an employee has more than one job, they have multiple assignments. In
the example above, the highlighted Primary job is the employee’s home account.



There are no more Job Transfers in WFM.

Jobs are now called Assignments.
Multiple jobs are now called Multiple Assignments.

To assign your hours to the correct job, follow the process in the
next few slides.



Timecard Job Transfers
**New Process

WFM Job transfers are done differently.

No More Transfers! Timekeepers no longer click on the transfer
box and enter job information. Timekeepers click on the “Assignment”
box. All active jobs for this employee appear. You would choose the
appropriate job within your department for these hours.

+ + + + + + o+

If the employee only has one job you just enter the hours via in & out times, or
Baycode entry, no Assignment a *ustmen_t is necessary. With your department
eing the home account, nothing further is needed.

If the employee has more than onerb, timekeepers either enter in & out times,
or add hours via a paycode. The “Assignment” will appear if it isn’t already.
Click on “Assignment” and then click the drop down, job choices will appear.
Choose the appropriate job for your employee’s worked hours.



Employee | KristenE ¥ |0 10of1

= A - g- =
List View Zoom Analyze Accrual GoTo
Ations
Date Schedule Pay Code Amount Assignment In Out Transfer Shift
- Man4/14
+ O Tuewns Reqular 509/ 015001 Temporary N v
+ Wed 4/16 015001-Temporary Non-Exempt-S0C-7035470
| 015001-Temporary Non-Exempt-SOC-7036350/
+ Thu4n7 015001-Temporary Non-Exempt:S0C-7036350
+ Fi48 015001-Temporary Non-Exempt-50C-7036370
015001-Temparary Non-Exempt-SOC-7036340|
- Sat4/19
- Sun 4120

Click on the appropriate job for those hours. Job transfer is complete. Be sure to save.



The view with the timecard totals open shows each department’s total, and the
entry for the person logged in (you) has dark text.

Employee | _ Govo

1ofdz > 5 = currentPay Period & ~ 43 Employee(s) Selected £ Loaded: 9:19 ANV
MmN v 2~ <~
Zoom Approve GoTo Share
Date Schedule Pay Cade Amount Assignment In Out Transfer Shift Daily Period Absence In Qut Transfer
“ “
+ O Mon 7/21 F‘ 060608-5t... 2:30 PM 5:00 PM 250 250 250
+ | O Tue 7/22 Regular 1.00 060627-5t... 1.00 350
N
+ O Wed 7/23 Regular 2.00 060627-5t... 2.00 5.50
+ Thu 7/24 5.50
“ “
+ O Fri 7/25 F‘ 060608-5t... 2:30 PM 5:00 PM 250 250 8.00
N
+ O 5at7/26 Regular 2,00 060788-5t... A 2.00 10.00
o kA b
| An - || A w | [J] Show Only Unapproved Totals Assignment Grouping - ey
Assignment ™V Location TV Job Ty Cost Center Py Labor Category o Pay Code T~ Amount v Wages v ¥

060608-5tu-Dining SE1-STCTRDIN-...  WMU/STCTRDIN/2052400 060608-5tu-Dining SE1 Regular 10.00 UsD0.00

060627-5tu-Event Planner SE2-D0...  WMU/DOSAZ/4210580 060627-5tu-Event Planner SE2 Regular 5.00 UsD0.00

060788-Stu-Office Asst SE1-HAEIN... 2, WMU/HAEINST/4207740 A, 060788-Stu-Office Asst SE1 Regular 4.00 UsSD0.00

fCcruals Totals Audits



The bottom of the Timecard=Accruals, Totals, Audits

Accruals Totals Audits

Accruals

This folder shows leave balances. As leave used is entered into the employee’s timecard, the system will
deduct the leave hours used from the employee’s balance. * * The exception to this is the week of payroll
processing. WFM time is due every other Friday. Payroll pulls the time on the Monday after WFM due

Friday. The payroll is processed and new leave balances are inserted into WFM on the following Friday

(exactly one week later). If you enter leave used during these 4 days, the new leave balance will override
the existing balance and will not reflect the used hours you have already entered.

Note: you cannot enter more hours used that exists in the leave balance.

Accrual Code Name o Available Balance o
Sick-Hourly 705.78
Vacation-Hourly 64.02

Totals

This folder shows all timecard entry grand totals. Totals should always be checked after entries are made.
Doublecheck to make sure the hours are correct, and that they are charged to the correct department.

Assignment ™ Location ™ Job ~ CostC.. ™~ Labor Cat... ~ Pay Code Amount

010373-Coord Payroll Disbursemen-PAY-6411240 2, WMU/PAY/64112... 2 010373-Coord Payroll Disbursements Regular 16.00



Audits
This folder shows who does what in a timecard. All entries in a timecard are recorded.

| Audits - |

Date v Time v Type ~ Pay Co.. T ~ Assignment™~ Cost Cent.. ¥ Comment ~ User v Audit Date/Time v
Mon 6/23 Pay Code Edit - Add Regular 010373-Coo... Wilcox, Patri... = Tue 6/24 3:34 PM (GMT -05:00) Eastern Time (USA; Canada)

Tue 6/24 Pay Code Edit - Add Regular 010373-Coo... Wilcox, Patri... = Tue 6/24 3:34 PM (GMT -05:00) Eastern Time (USA; Canada)



Supervisor-Approving Timecards

Log into WFM. Click on the 3 lines. 0

Welcome back, Patricia

Q)

Patricia
A selection panel will open.
Edit Profile & Sign out (>
[ Sy
Homa
Tine .

Employee Summary

Timecards

Overtime Group
Approvals

Click on Dataview& Reports.
Then click on Dataview Library.

Hours Allocation

Schedule v
Workforce Planning v
Dataviews & Reports ~
EL Note: the Group Edit Results

Group cditResults  4— right underneath.




IEII?D ULl Dataview Library

Total [12]

Activities
Count: 5

Mame:
Subject:

Name:
Subject:

Audit
Count: 3

Name:
Subject:

Other
Count: 4

Name:
Subject:

WMU - Accrual Details - Basic
Employee

WMU - Payroll Close
Employee

0-5T Time Audit

Emplpes==
0-5T Time Audit

0-5T Employee Summary - Basic
Employee

Name: WMU - Active Assignments
> Subject: Employee
>
Name: All WTK Exceptions
> Subject: Employee
5 Name: Approvals Summary
Subject: Employee

Select the Approve Timecards tile.

Change to current pay period (with Friday approval) or
Previous pay period (with Monday prior to 9am approval)

All Home & Transferred In*

Name:

Subject:

Name:

Subject:

Name:

Subject:

WMU - Empl Hrs by Labor Cal
Employee

Reconcile Timecard
Employes

Approve Timecards
Employee



Your list of employees will appear. Make

sure you have “All Home & Transferred
In*”,

= @ Wiz=NINE Approve Timecards

LUWFIREITY

Approve Timecards -
Double check that you are in the correct —

pay period. Y A @

Select All Refine Zoom TrackTime = Approval

Approving Friday is Current Pay Period. :
Approving Monday before 9am, is v Name Approve Timecard ee|,

Previous Pay Period. Remove Timecard Approval

Isaac

Click Select All. _
L] Katherine
Click the drop 0 Patrick
down arrow on
Approval.
Click on Approve
Timecard.
You use this same process to
remove ¥0ur department’s
. approval.
Are you sure? © Approve Timecard X ou would choose “Remove
Yes or No Timecard Approval”.

Are you sure you want to Approve?



Once you approve, go back and click the 3 lines (top left corner).

; ; Dataviews & Reports
This takes you back to the Selection Panel.

Scroll down to Dataviews & Reports.
Click on Group Edit Results.

This will show your progress. Group Edit Results

Dataview Library

=  WEEENUN Group Edit Results

The Group Edit Results report is completed.

Grouped By... v Group Ei

Double click to open. | '

= @0 Group Edit Results

Grouped By... v Group Edit Name ~  Group Edit Date Ti... ¥ v

Sl gl COMPLETED

Group Edit User Name ~  Group Edit Failure Count~  Group Edit Success Countw Group Edit Record Total v

O Approved 7/02/2025 12:25 PM Ann  [Initial Role] 1

This screen will show your process, number of successes, number of failures, and totals.



Failures mean that there are issues with these particular employee’s timecards and they did not
approve. Click on a Failure box. A side panel will open.

Any errar other than “You cannot apply this action to yourself”, must be corrected and the
timecard then approved manually.

= @ @ﬁf% LW Group Edit Results - Group Edit Error Log X

> Edit Details

~ Error Details

Group Edit User Name -~ Group Edit Failure Count~  Group Edit Success Counts Group Edit Record Total v

Grouped By.. v Group Edit Name ~  Group Edit Date Ti... ¥ v

1Error Found
Ll ¥ COMPLETED

Employee Error
n 1 Ann You cannot apply
this action to
yourself,

Approved 7/02/202512:25 PM Ann  [Initial Role] 1

There are variqus ways_ to approve timecards. Please explore. You can always go into
employee’s individual timecards and approve or remove the approval.

WFM is set up so that Approvers no longer approve the employee’s whole timecards. They only
approve their department’s hours.



This employee has 3 active assignments (jobs) and one of the approvers is about to
approve their hours in the timecard.

Employee | Govo >~ | @ < 4ofT7 {3 ~ currentPayPeriod & = AllHom
= A v ) =g $- 0
st View Zoom Approve Remove Analyze GoTo Share
Approval
Date Schedule Pay Code Amount Assignment In Out Transfer Shift Daily Period Absence In Q
4+ O Mon 7/21 | o6os08-st... 2:30 PM 5:00PM A 250 250 250
4+ 0O Tue 7/22 Regular 1.00 060627-5t... 1.00 3.50
4+ O Wed 7/23 Regular 2.00 060627-5t... 2,00 5.50
+ Thu 7/24 5.50
. "
4+ O Fri 7/25 I| o6os08-st.. 2:30 PM 5:00PM A 250 250 8.00
“
+ O Sat 7126 Regular 2.00 060788-5t... 2.00 10.00
+ Sun 7/27 10.00
. "
4+ © Mon 7/28 | osos08-st.. 2:30 PM 5:00PM 8 250 250 12.50
+ Tue 7/29 12,50
"
+ O Wed 7/30 Reqular 2.00 060627-5t... 2.00 14.50
"
+ O Thu 7/31 Reqular 2.00 060788-5t... 2.00 16.50
. "
4+ O Fri 8/01 | osos08-st.. 2:30 PM 5:00PM A 250 250 19.00
+ Sat 8/02 19.00
+ Sun 8/03 19.00

Notice that this Approver has only approved their entries.



Employee

+
+
+
+
+
+
+
+
+
+
+
+
+
+

©

Date

Mon 7/21

Tue 7/22

Wed 7/23

Thu 7/24

Fri7/25

Sat 7/26

Sun 7/27

Mon 7/28

Tue 7/29

Wed 7/30

Thu 7/31

Fri 8/01

Sat 8/02

Sun 8/03

Schedule

Pay Code

Regular

Regular

Regular

Regular

Regular

The is the

timecard after

all 3

approvers

have

approved the

timecard.

Amount

1.00

2.00

Assignment
f| os0608-st..
060627-5t...

060627-5t...

060788-5t...

060627-5t...
060788-5t...

f| oso608-st..

Employee

(O]

+ + + + + + A+ o+
o) o)

060608-5t...

060608-5t...

In

330PM

2:30 PM

2:30 PM

2:30 PM

Date

Mon 7/21

Tue 7/22

Wed 7/23

Thu7/24

Fri7/25

Sat7/26

Sun 7/27

Mon 7/28

Tue 7/29

Wed 7/30

Thu 7/31

Fri 8/01

Sat8/02

Sun 8/03

Qut

5:00 PM

5:00 PM

5:00PM

5:00 PM

Schedule

Transfer Shift

250

1ofd2 >
S~

Pay Code
Regular

Regular

Regular

Regular

Regular

Amount

5 = Current Pay Perio

Daily

Assignment

lj ososoe-st..
060627-5t..

060627-5t...

lj ososoe-st..

060788-5t...

Jj ososoest..

060627-5t...

060788-5t...

lj osos08-st.

Period

1.50

2.50

10.50

10.50

12.50

14.50

17.00

17.00

17.00

This is the

timecard
after 2 of the
3 approvers
have
approved
the
timecard.

5 = Current Pay Pe

Period Ab:
150
250
350
350

6.00

10.50
10.50
1250
14.50
17.00
17.00

17.00



Clicking on the 3 lines opens up other options. This is also where you sign out of WFM.

A
DO ez UAT

@ Welcome back, Patricia

X
Jennifer
JB
Edit Profile && Sign out (&
‘ e Q ‘ “Home” takes you to your home screen.
Home “Time” takes you to timecards and
employee summary.
Time ) “Schedule” takes you to employee
schedules.
Schedule e
“Dataviews & Reports” takes you to
Dataviews & Reports “ various reports.
, y “My Information” takes you to your
My Information employee information.
Maintenance i “Maintenance” brings you to a list of each

employee’s Information.

|f/ Sh Feedb kh\\|
are Feedbac
b A




Searching For Employees

articular person rather than scrolling through your list of

If you are looking for a
S gh for a particular employee.

employees you can sear

From your home page, click on the search button.

= @ (WEEME Employee Timecards

..— |Enter employee by last name which will bring
up all of your employees with that same last
D name, or enter the emplid number which will
load that exact employee. Click search.

Total [41] Selected [1]

Check the box for the appropriate
employee then click on the “GoTo”.

[J Name Smith, A
ID

[] Name Smith, A
ID

@m;n"—, Smith, A
D




Choose the
screen you want
to go to for this
employee.

r Employee Search

Business Processes

X
Show Search
Results for "
io: S~
Unselect All Go To
Total [1] S{ Timecard
Schedule
Nan]
. Peopl
eople
_—> P
Reports




Schedules



Schedules

WFM is totalgl new data. Your employees should all appear in your WFM access but schedules will not.
They will need to be recreated for all employees.

Manage Schedule > :
7/02/2025  Last Update 12:45 PM If you have employees with schedules, or are
interested in using schedules, click on the
Starting 0 , arrow in the Schedules tile in your home screen.
Your list of employees will load.
Missing 0 >
On Break 0 >
Leaving 0 >

Mani...

Manilyn P

Employee ID: 397054

Primary Job: 000220-Custodian

To add a schedule, right
click on the employee’s
Incoming Requests Count: name

Primary Location (Path): WMU/CUST/7433200

Schedule Group:

Scheduled Hours:



Manilyn P

000220-Custodian-CUST-7433200

WMU/CUST/7433200/000220-Custodian

Employee ID

Primary Job
000220-Custodian
Schedule Group
Incoming Requests Count
Primary Location (Path)
WMU/CUST/7433200
Scheduled Hours

Right click on Schedule Pattern

We have a 2 week pay period, change the Define Pattern
For* from 1 to 2. Verify that the Start Date is the first day
of a pay period.

Schedule Pottern

You can click on Shift Template and choose from existing shifts then click on the appropriated days, or you can
type each days scheduled in and out time on the appropriate day (be sure to add a p for pm on any pm time).

Schedule Pattern

Manilyn P

® NewPattern _ @ Add New Pattern

| anar202s ]

End Datex

No.

&8 ©

Pattern  Shift  Comment Copy/Paste  Delete

ate Template
1)
Name Deseription
11p7a 11p-7;
3p-11p 3p-11p [uesday Wednesday
00 PM 3:00 PM - 11:00 PM

5:30a-1:30p 5:30a-1:30p
6:30a-3p 6:30a-3p




w

To change an employee’s existing
schedule, right click on their name.

Lisa R

WMU/PAY/6411240/005100-Assoc Dir Payroll Disbursement

View by Employee +

Then click on Schedule Pattern

® ==
Quick Show / Table View Z
Actions Hide
o)
Name [0/12] & 43
] LisaR

7/01/2025-Forever

J * New Pattern _ [+]

Assignment

| ..PAY-6411240

\MINO)

vty Asst SE1
Start Datew

| 7/01/2025 | 5

End Date *

@ Forever

(") Specify Date

Define Pattern For+

[ 2| ][Week{s] V]

M Owverride Other
Patterns

Before making
changes, define
your timeframe.

WMU has a 2
week pay period.

-
=) " no g ) £l
Schedule  Add Shift Add Inzertshift  Append Replace
Pattern Paycode transfer shift shift

s~

GoTo

.LisaR

...roll Disbursement

New Pattern

Then click on
the New

® Pattern drop
down arrow.

& Add New Patter

, : From here
£ Edit you can edit,
M rename or
St Rename
O delete the
°2 © Delete existing
schedule.




When you are finished making changes, click Apply. Then be sure to Save

Schedule Pattern

@ Sshift Template 6:30a-3p

gy e

5 8 L]

Pattern Shift
Tempiate Template

+ New Pattern _
7/01/2025-Forever

€ Add New Pattern

Comment  Copy/Paste

©

Delete

Assignment. No. Sunday

| ..PaY-5411240

- | (D
...Vity Asst SE1 @

Start Date+

® © 2

[ 702025 | (5

End Date
@ Forever

() Specify Date

Define Pattern For#

|2 [ Weekis) v/
[ Override Other
Patterns

Start Pattern On+

Week\'\_l

After saving your change,
to get back to the employee’s

timecard, right click on their name.

Click on GoTo, then Timecard

Monday
Is:au AM - 3:00 PM

Tuesday
Is:3u AM - 3:00 PM

Ia:zu AM-3:00 PM

Patrick

060500-5Stu-Activity Asst SE1-PAY-6411240
WMU/PAY/6411240/060500-Stu-Activity Asst SE1

Wednesday

Thursday

Ie:zu AM - 3:00 PM

-

5 % Io T = £
Schedule  Add Shift Add Insertshift  Append Replace
Pattern Paycode transfer shift shift

Patrick

W Wec

3:00 AN
GoTo
Timecard

People

Reports

Friday

6:30 AM - 3:00 PM

Saturday

P
I\CanceI/\ Apply




In WFM, you are able to change individual day schedules directly in the employee
timecard.

Tue 812 8:00 AM - 5:00 PM | 010373Co...
Wed 8/13 8:00 AM - 5:00 PM | ooaaco. §  7ooAm §  33eM AR 8.00 8.00 8.00
Thu 8/14 £:00 AM - 5:00 PM | o373co.. | fj  sooam  j  so0em 8.00
Fri&/15 7:30 AM - 4:00 PM | woace.. I 730am | xo0em 8.00
Car@MA R AN

Notice that this employee was scheduled to work 8am to 5pm however, they actually worked
7am-3:30p. Notice the red indicator that tells you something is different with these entries.
This timecard schedule change can be made any time. It does not have to be made after the
employee actually works a different shift.

Mon /11 #:00 AM - 5200 FM | Uviusdis-Lo..
Tue 8/12 8:00 AM - 5:00 PM | 010373Co..
Wed 8/13 8:00 AM - 5:00 PM | 010373Co.. | 7:00AM ‘ T
Thii 14 00 AR - 500 PRA F. NIN373-n r. R AR F. G

Hold your cursor over the schedule box that needs to be changed, do a right .



Schedule Actions

Date:

Hedgnszozs A Schedule Actions
Assignment: box .\NI|| appear. Click
010373-Coord Payroll Disbursemen-PAY-6411240 “Edit”.

Shift Details

8:00 AM-5:00 PM [9.00]

1. 8:00 AM-5:00 PM [9.00] * Regular
WMU/PAY/6411240/010373-Coord Payroll Disbursements




Edit Schedule

Start Time End Time
| Bsooam | | s:o0PM | 8413
Assignment

010373-Coord Payroll Disburse...
...0ll Disbursements

Shift Details

8:00 AM-5:00 PM [9.00]

1. 8:00 AM-5:00 PM [9.00] « Regular
WMU/PAY/6411240/010373-Coord
Payroll Disbursements

( Cancel )

A slide out box
will appear that
allows you to
change the
schedule times.

Edit Schedule

Start Time End Time

| 700 AM | | 3:30PM

Assignment

...0ll Disbursements

Shift Details
200 AR-_S5-00 P4 I3 001

| 813

010373-Coord Payroll Disburse... ®

Make your
necessary
changes then
click “Apply”



Once you click Apply, you will see the change in the timecard. Be sure to “Save” the
timecard.
Notice the red notifications are gone.

5at 8/09

Sun8/10

Mon 811 8:00 AM - 5:00 PM F‘ 010373-Co...

Tue 812 8:00 AM - 5:00 PM F‘ 010373-Co...

Wed 8/13 7:00 AM - 3:30 PM rl 010373-Co... 7:00 AM ‘ 3:30PM ‘ A 8.00 8.00
Thu 8/14 8:00 AM - 5:00 PM | meaco.. f| sooam | so0pM

Fri 8/15 7:30 AM - 4:00 PM rl 010373-Co... rl 7:30 AM FJ 4:00 PM

Sat 8/16

Sun 817



Dataviews
&
Reports

Dﬁ(jtgé/ggé/gs & Reports are ways to access information and complete some
OH‘IEt to the Dataviews & Reports click on the 3 lines at the top of your
Home page.



Dataviews

= i .
Click on the 3 lines

@ Welcome back, Ashley

©)

Ashley

Edit Profile &% signout (&

Click on
Dataviews & s QJ
Reports.
Then Dataview | ...
Library

Schedule

Dataviews & Reports

Dataview Library

Group Edit Results

=0 Dataview Library

Notice some familiar “Reconcile Timecard”,

“Approve Timecard” and some new.

R T : You can access timecards using Reconcile
Timecards tile.

Name: 05T Payroll Validation N Name: 05T Time Audit
Subject Emplayee Emplojee

| e : Please explore all Dataviews to see what work
e for you. The “WMU Active Ass_igtl)lments”
shows your employees multiple jobs.

Name: 05T Empleyee Summary - Basic N Name: AllWTK Exeeptions N Mame Approvals Summary Neme: Apprave Timecards
Subject: Employee > Subject Employee ? Subject Employee > Subjex Employee

Name: Assignment Configuration N Name: Reconcile Timecard

Sube Employee ’ Subject Employes



@ Dataview Library

. 2
Select the Dataview you want to run.

Total [60]

Activities

Count: 9
Name: 'WMU - Payroll Validation Summary Nam:
Subject Employee > Subj
Name: WMU Accrual Details - Basic Name:
Suhiart Emnlaues > Cihiaer

=@ WMU - Payroll Validation Summary

Once the Dataview iS open you Can SEe ..o T I S——
choices at the top of the screen. The best (& + » » & & o » 8 o
Hyperfind option is to make sure youare -~ T
in" All Home & Transferred In*, you can
however, use other choices.

Include the timeframe you want to see.

ActualTotal Apply Date Paycode Name v Paycode Money Indicator  + Actuzl Total Hours (Include Corre._v Paycode Name v Payrode Type

To see more data, you can either select

Refine at the top, or click the Filter to the
right of the screen.
v Y-
Show Filters Row
By choosing the Filter, you are able to adjust the Clear Al Fies
columns by adding or deleting the check marks. Columns:

« Employee ID

' Employee name
Assignment status type

« Assignment location

' Primary




Reports

Click on Dataviews & Reports, then Report Library.
©

Robin
Edit Profile & sign out &>
| Edit Profile |
search — Q|
Home
Time >
Schedule =

Dataviews & Reports ~ GD Report Library

Group Edit Results To ru n a E?E
Ee report, click

0 n Ru n @ No completed reports are available. Click “Run Report” to select and run a report.

Report » Completed [0]

» In Progress [0]

» Upcoming Reports [0]

Select Report X

~ All
Absent Employees

Accrual Detail Report

Actual vs Schedule by Job A right Slide Wi“ Open
Employee Hours by Job and you can select the
Employee Sign-Off

e report you want to run.

Exceptions

Time Detail

> Timekeeping



Choose
your
output
format.

Exceptions >

Description

Displays exception and comments
attached to the start or end of a shift,
break or meal, as well as absences for
each employee within the specified time
period.

Timeframe *

f5) ~ Current Pay Period < >

Hyperfind *

[ &% ~ AllHome and Transferred-in*

Exception Types™*

Output Format™*

[ PDE - |

Ty

Choose your timeframe.
Choose your Hyperfind group.

Clicking the
blue button
opens the
Exception
Type box so
you can
choose what
to see.

Make your
selection.
click apply.

Exception Types

(I} Select All

(Il Bonus Applied

(I Break Out Of Sequence
1 Cancelled Deduction
(I Capped Break Amount
1 Core Hours Violation
(I Early In

1 Early Out

L Excused Absence

1 Holiday Schedule Viclation
(I} Invalid Mamed Duration
[ 1 Late In

(I} Late Out

| Long Break

Long Shift




Exceptions >

Description

Displays exception and comments
attached to the start or end of a shift,
break or meal, as well as absences for
each employee within the specified time
period.

Timeframe *

f=] ~ Previous Pay Period < >

Once you have selected your report
Hyperfing * data, you can click on Run Report.

u'?':l = All Home and Transferred-in*

Exception Types *

|| Early In || Early Out > || | [+41 ‘e

Output Format*

[ POF - |

(Ccancel D
- _ @ WEEZAIN Report Library

Reporting  Select Al Run Report

Reportis fts
completed. ~ Completed [1]

0e Report Name  Exceptions

Type All

Date In 5/00/2025 4:21 PM

Date Out 5/00/2025 4:21 PM 2
Running As Robinson, Obi [Initial Role]

Output Type FDF

» InProgress [0]

» Upcoming Reports [0]



Wesrern
O iy uaT
Time Period . Previous Pay Period

Query: AllHome and Transferred-
in*

@ Report is completed

Exceptions Report s completed

® Another notification,
Report is completed.
Click Ok and your
report will open.

Exceptions

Executed  5/09/2025421 PM
on:

Printed for:  Robinsen, Obi

Totals: 0

Employee 0 . Actual Punch Amount over
Name (ID) Sy | B mIlEs Date Time Exception

Employees, who are not Totalized :

Employee Name (ID)

j Total:

0




Timestamp



Timestamp

Punch
-Irfl%'/f(])elétaarl'%gn Last Punch: 4/18/2025 10:15 AM @
ou W|” Use,_ * Assignment g
he PunCh tlle Assignment KG)
on your home R
page to punCh /T432100/009553-Admin Asst | \
In and out. W\
Recent Transfers
Add Transfer @
\ancel Deduction oD
[_\ Punch '_:
Punch - -
" If you have multiple jobs, you must

click on the Assignment drop down.
Then select the appropriate job.

a |
our punch was successful

10:15 AM
®

Punch Time

Assignment
A Assignment

( Close




Creating Hyperfinds

Hyperfinds are the groupings of specific employees that allows you to interact in
WFM with them specifically. This would be helpful if you are Timekeeper or
Supervisor of multiple departments, or have different specific types of employees.

Want to see specific employees or groupings of your choice? Any place that gives
you the Hyperfind option, also allows you to create your own categories. When you
create, these are your personal Hyperfinds. Other Timekeepers and Supervisors
cannot see them.

If you are interested in learning how to create your own Hyperfind groupings,
please reach out to Payroll and we will schedule one on one training.



Questions??




