North Central Health Care
UltiPro Job Aid — Timesheet Management

UltiPro Job Aid —Timesheet Management

Supervisors and their designees log into UltiPro to review, modify/correct, and approve timesheets for
direct reports.

Log In to UltiPro

Note: IF this is your first time logging into UltiPro, please follow steps in UltiPro Login Job Aid first.
O:\Information Systems Libraries\UItiProlNCHC UltiProLogIn.pdf

1. Double-click UltiPro desktop icon m .

Log In
2. When UltiPro Log In displays:

a. In User Name, type your North Central name@narcen.org

Health Care (NCHC) e-mail address
(e.g. name@norcen.orq).

| ssssesees|

Forgot your password?

b. In Password, type your password. E

3. Click Log In. UltiPro Dashboard displays.

Access Time Management

1. UltiPro Dashboard displays, click MENU.

Note: UltiPro menu options are security driven and individuals may configure dashboards by
preference; your UltiPro view may be different from screen shots in this document and other

users.
— O x
e l!] https://nw14.ultipro.com/default.aspx +~ @ ¢ | | Search... D~ ik
U] 3
"["" :,NU North Central Health Care  TOdd Shnowske ¥ | ToDo | Shareldeas | Help | Logout

Todd Shnowske To Do Inbox

Project Manager

There are no to dos. decruiting UltiPro

Learning
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2. Click MY TEAM tab.

3. Click Time Management.

L MYSELF MY TEAM ADMINISTRATION SYSTEM CONFIGURATION
A« Manager Guide
RELL My Employees
My Organization View
[
Inbox Time Management
Compensation Summary
Compensation
Learning Management
Center Salary Planning

UltiPro Time Management page opens.

4. Click Summary tab.

Morth Central Health Care

Time Management

Company 5

Employees | Reports | Preferences | EWS Setup | Users Setup

b ERlel Scheduler

Accruals In Out Board

Overview

Overview
Pay Cycle: Date Selection: From: To:
Bi Weekly A Current Pay Period a 11032018 111182019 Group By E,'_'—] Fay Group

Filtered by initiated date range is between 11/03/2019 and 11/18/2013 [Clear Filters]

My Employees Timesheet Status

Pay Group
Employees Pay Period OPEN SUBMIT APPROV
[100] DEFALULT FACILITY 1 1 [u} a o
[ MCHCBW ] Bi-Weskly T4T T4T 405 1 o
Totals T43 T48 408 1 1]

Summary tab opens to display a list of the supervisor/designee’s direct reports.
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5. Todrill down to an individual employee’s timesheet, click employee’s Name.

MENU ly Tea N )
- Tirme Management North Central Health Care

LBl Scheduler | Employees | Reports | Preferences | EWS Setup | Users Setup Company Setup | Ry

Timesheets Accruals In Out Board
Summary
Pay Cycle: Date Selection: From: To:
Bi Weekly v | Current Pay Period v 1110372018 /182018 ) 2ot updated: Tuesday, 11/05/201

Filtered by initiated date range is between 11/03/2015 and 11/16/2019 [Clear Filters]

Group / Filter By: A&l [v] Employes Search [~] Cancel Filter
Supervisor / Filter By:
Status Filter: All ﬂ [] Active only
Unopened Timesheets: L]
Opened Timesheets: 748 Save Approve this Page
D NAME Missed Punch Sch.Hr Reg.Hr
000B8a801-TCZLD Test, Kyle Chandler a 0.00 8.25
000peoel2-TCZLD Test, Ern Degeneres o 0.00 0.00
1

Timesheets tab opens to display the selected employee’s timesheet.
6. To navigate employee timesheets:

e Click Previous Employee or Next Employee buttons to navigate through employee
timesheets in succession.

EAGHUEL T Scheduler | Employees | Reports | Preferences | EWS Setup | Users Setup [ Tools | Company Setup | Rules Setup | NEWS | Payroll | HW Devices | Dashboard | Ac bd Mess:
Overview

Summary Timesheets ] Accruals I History In Out Board I Posting I Events

[ Active < A | Test, Kyle chandler 2% View Profile [T View Schedule
Supervisor: Location - Wausau Job: CNA  Pay Policy: DEFAULT PAY POLICY  Shift Number: DEFAULT SHIFT  Pay Category: Full Time  Holiday Rule: 8 HOUR HOLIDAY
Employee: Search o
Pay Cycle:

Biteekly  [v] Date Selection:
<€ Current Pay Period [v] »
All [v]  tNo Group Fiter)
. Status: OPEN
All Timeshests [w] Count: 748 Timesheet for November 03, 2019 to November 16, 2019 Attestati(l;s— NotYetQSubmiued
Previous Employee Next Employee I
= - Summary

Timesheet Detail

[ Save drAdd 3 Delete @ Cancel ¥ Columns o MultiAdd | Insert/Repost [ MultiEdit " Approve (= Print

Date PayCode In In Rnd Out Out Rnd Reg or HOoLW}
Mon 11/04/2019 OIWORK HOURS] 06:58AM 7-00AM " 04:07PM 4:15PM * 925 0.00 00

Test, Kyle Chandler 000999901-TC2LD4
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e Search for a specific employee’s timesheet, type employee’s name or employee ID in
Employee field.

o Click Search.
o The employee’s timesheet displays and the employee’s name is highlighted in the list

(e.g. Test, Kyle Chandler).

Notte;]If Emplo_ly_/eetSearch finds ;nulltiplcf Supervisor-
matches (e.g. es: ), .use arrows to locate Emp et e
correct employee’s timesheet. :

4found 4 1 » |[] Hilter

Pay Cycle:
Bi Weekly [v]

Tirne Management

Tg

Employees | Reports | Preferences | EWS Setup | Users Setup

P GBE M Scheduler

Accruals In Out Board

Overview
] Active < 4| Test, Kyle chandler 22 ViewP
sz Location: Wausau Job: CNA  Pay Policy: DEFAULT
I Employee: chandler I Search P!
lfound 4 1 » [ | hilter
Pay Cycle: Date Selection:
: <« i »
Bi Weekly ~] Current Pay Pericd [v]
All (] tho Group Fiter) Timesheet for November 03, 2019
All Timeshests [v]| Count: 748
Previous Employee Next Employee Summa ry

MAME o™
Timesheet Detall
H Save d=Add ¥ Delete ¢ Cancel ¥ Colug

Date PayCode
Mon 11/04/2019 DIWORK HOU

Test, Kyle Chandler 000999901-TC21D 4

Test, Erin Degeneres 000999302-TCZLD

¢ View a different employee’s timesheet — Select another employee (e.g. Test, Erin
Degeneres) from the Timesheets tab list.
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I
Enter a Missed In/Out Punch

1. While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

Note: Maroon boxes in the In and Out columns identify missed punches.

Test, Kyle chandler 2t View Profile | %] View Schedule
Location: Wausau Job: CNA  Pay Policy: DEFAULT PAY POLICY  Shift Number: DEFAULT SHIFT ~ Pay Category: Full Time  Heliday Rule: 8 HOUR HOLIDAY
o

Summary

Timesheet Detail

HSave kAdd 3 Delete @ Cancel ¥ Columns o MultiAdd 4 Insert/Repost [ MultiEdit " Approve (= Print

Date PayCode In In Rnd Out Out Rnd Reg or HOLW
Sun 11/03/2019 OIWORK HOURS] - 0:00AM 05:09PM 0:00AM * .00 .00 0.00
Mon 11/04/2019 OIWORK HOURS] 06:58AM 7-00AM * 04:07PM 4:15PM * 925 0.00 0.00
Tue 11/05/2019 OIWORK HOURS] 06:57AM 7-00AM * - 7-00AM .00 .00 0.00

2. Click In (or Out) field and type time for missed in (or out) punch.

Note: When entering time, the system defaults hours entered as AM. System accepts AM designation
if entered. To indicate afternoon/evening/night time correctly, type PM after time entry (e.g. 407PM).

Missed “In” Punch Example

[ Save <:Add ¥ Delete @ Cancel ¥ Columns o MultiAdd | Insert/Repost [ MultiEdit & A

Date PayCode In In Rnd Out {
(¥ Sun 11/03/2019 OIWORK HOURSI 659 0:00AM 05:09PM
Mon 11/04/2019 O[WORK HOURS] 06:58AM 700AM  *  D4:07PM

Tue 11/05/2019 OWORK HOURSI 06:57AM T:00AM * -

Missed “Out” Punch Example

HSave <=Add 3 Delete @ Cancel ¥ Columns . MultiAdd ) Insert/Repost [ MultiEdit o Aj

Date PayCode In In Rnd Out {
Sun 11/03/2019 OIWORK HOURSI - 0:00AM 05:06PM 1
Mon 11/04/2019 OIWORK HOURS] (6:58AM 7-00AM * 04:07EM

b Tue 11/05/2019 O[WORK HOURS] 06:57AM T-00AM * 337PM|
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3. Select Reason Code for each modified/corrected timesheet entry:
e Tab to Reason column.
e From Reason drop-down list, select Reason Code. EﬁlﬁL [|C}|5.L]L TIME]
arly In

N R FMLA [FMLAJLOA]
Audit LM20 [Lunch Less Than 20]

- LO [Late Out]
[ ——— | || 7 ¥ised Puncn
MCNS [Mo Call/Mo Showl

- MLP [Mo Lunch Punchl

. PO [Power Outage]

TD [Mime Clock Downl

UNSC [Unscheduled Absence]
WT [Weather]

4. Click Save.

Timesheet modification/correction (e.g. missed punch) is processed and selected Reason Code
displays on updated employee timesheet.

Timesheet Detail

HSave dkAdd ¥ Delete @ Cancel ¥ Columns . MultiAdd | Insert/Repost [_j MultiEdit " Approve (= Print

Date PayCode In In Rnd Out Out Rnd Reg or HOLW
Sun 11/03/2019 DIWORK HOURS] 06:59AM 7:00AM * 05:09PM 5:15PM * 10.25 0.00 0.00
Mon 11/04/2019 DIWORK HOURS] 06:58AM T-00AM * 04:07PM 4:15PM * 9.25 0.00 0.00

Tue 11/05/2019 DIWORK HOURS] 06:57AM 7:00AM * 03:37PM 3:45PM * 8.75 0.00 0.00

Notes Reason Audit

MP [Missed Punchl] &

Enter a Missed In/Out Meal Punch

1. While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.
Example: Employee forgot to punch out/in for a 30-minute lunch on Sunday, November 3.

2. Click Insert/Repost.

Timesheet Detail

HSave dkAdd % Delete @ Cancel ¥ Columns . MultiAdd | " Insert/Repost | [ MultiEdit =« Approve (= Print

Date PayCode In In Rnd Out Out Rnd Reg OT HOLW
Sun 11/03/2019 OIWORK HOURS] 06:59AM 7-00AM * 05:11PM 5:15PM * 10.25 0.00 0.00
Mon 11/04/2019 OIWORK HOURS] 06:58AM 7-00AM * 04:07PM 4:15PM " 9.25 0.00 0.00
Tue 11/05/2019 OIWORK HOURSI 06:57AM T-00AM " 03:34PM 3:30PM * 8.50 0.00 0.00

_______________________________________________________________________________________________________________________________|
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3. Inrow 1, select Date and Time for missed Meal Start.

4. Inrow 2, select Date and Time for missed Meal End.

5. Click OK.
Insert/Repost Punches ”® Insert/Repost Punches b 4
— Select DatefTime Information — Select Date/Time Information
Date Time Date Time
1 [Sun11/03/2019 V] 3t | L [Sunll/03/2010 ~|[ 11:30aM
2. [Sun 11/03/2019 v| 2. [Sun 11/03/2019 ~| [ 1Z:00PM]|
3. [Sun 11/03/2019 V] 3. [Sun 11/035/2019 v
4 [Sun 11/03/2019 v 4. [Sun 11/03/2019 v
5. [Sun 11/03/2019 v 5. [Sun 11/03/2019 v
6 [Sun 11/03/2019 v 6. [Sun 11/03/2019 v
7. [Sun 1170372019 v| 7. [Sun11/03/2019 v|
8. [Sun11/03/2019 v 8. [Sun11/03/2019 v|
— Notes: — Notes:
To INSERT ane ar more punches, please fill in the To INSERT one or more punches, please fill in the
information above. Otherwise, please hit [OK] to information above. Otherwise, please hit [OK] to
REPQST a Pay Period. REPOST & Pay Period.
HOK | @ Cancel @ Cancel
6. Click OK.
Message from webpage >

Time Management System has determined that 2 record(s)
will be reposted to your timesheet data file. This process
cannot be undone,

Continue to Repost the Punches?

Time sheet modification/correction (e.g. missed meal in/out punch) is processed.

Timesheet Detail
M Save kAdd 3 Delete @ Cancel ¥ Columns | ' MuliAdd J° Insert/Repost [ MultiEdit  «" Approve (=) Print
Date PayCode In In Rnd Out Out Rnd Reg oT HOLW
Sun 11/03/2019 OIWORK HOURS] 06:59AM 7-00AM * 11:30AM 11:30AM * 450 0.00 .00
Sun 11/03/2019 OIWORK HOURS] 12:00PM 12:00PM * 05:11PM 5:15PM * 5.25 0.00 0.00
Mon 11/04/2019 OIWORK HOURS] 06:58AM 7-00AM * 04:07PM 4:15PM * 9.25 0.00 0.00
Tue 11/05/2019 OIWORK HOURS] 06:57AM 7-00AM * 03:34PM 3:30PM * 850 0.00 000

|
Last Updated: 11/12/19 Page 7 of 11



North Central Health Care

UltiPro Job Aid — Timesheet Management
|

Adding Time or Other Entries

1. While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

Test, Kyle chandler 2% View Profile  [%] View Schedule
Location : Wausau Job: CNA  Pay Policy: DEFAULT PAY POLICY  Shift Nurnber: DEFAULT SHIFT ~ Pay Category: FullTime  Holiday Rule: 8 HOUR HOLIDAY
o
. Status: OPEN Q
Timesheet for November 03, 2019 to November 16, 2019 Attestation: Not Yet Submitted
Summary

Timesheet Detail

HSave d=Add ¥ Delete @ Cancel ¥ Columns " MultiAdd | Insert/Repost [ MultiEdit " Approve (2 Print
Date PayCode In In Rnd Out Out Rnd Reg or HOLW
b Mon 11/04/2019 OIWORK HOURS| 06:58AM 7-00AM * 04:07PM 4:15PM * 925 0.00 .00

2. Click the next empty date field.

3. Select Date from list.

Timesheet Detail

M Save
H Save skAdd ¥ Delete @ Cancel ¥ Colum Sun 11/03/2010 L‘iulll Edit =« Approve (= Print
Date PayCode oo dilla Ll Out Out Rnd or HOLW
Tue 11/05/2019 i
Mon 11/04/2019 DIWORK HOUR e p e 04:07PM 4:15PM E 925 0.00 0.00
Thu 11/07/2019
b7 Fri 11/08/2019
Sat 11/08/2019

Sun 11/10/2019
Mon 11/11/2019
Tue 11/12/2019
Wed 11/13/2019
Thu 11/14/2019
Fri 11/15/2019

Sat 11/16/2015

Sun 11/17/2015

A rinbic o Do

4. Click PayCode field and select a PayCode from list.

e If aWork Hours PayCode is selected, In and Out punch times must be entered.

Timesheet Detail

HSave dkAdd ¥ Delete & Cancel ¥ Columns o MultiAdd 4 Insert/Repost

Date PayCode In In Rnd

Mon 11/04/2019 06:58AM 7-00AM
O[WORK HOURS
FOTDAY

3[SICK LEAVE]
10[BEREAVEMENT]
11[CALL TIME]

12[JURY DUTY]

13[ON CALL PAY]
14[PLT]

20[TRAINING]

S1ING CALL NO SHOW]
32[FMLA]

b Tue 11/05/2019
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Timesheet Detail

HSave <=Add ¥ Delete @ Cancel ¥ Columns o MultiAdd |- Insert/Repost [ MultiEdit « Approve (= Print

Date PayCode In In Rnd Out Out Rnd
Mon 11/04/2019 DIWORK HOURSI 06:58AM 7-00AM * 04:07PM 4:15PM *
2 Tue 11/05/2019 O[WORK HOURS| 657

e Ifanon-working PayCode (e.g. Jury Duty, Sick Leave, Bereavement, and PLT) is selected,
the total number of hours (e.g. 8) must be entered in the REG column.

Timesheet Detail

HSave <-Add 3 Delete 3 Cancel ¥ Columns 4 MultiAdd 4 Insert/Repost [ MultiEdit « Approve (=) Print

Date PayCode In In Rnd Out Out Rnd Reg or HOLW
Sun 11/03/2019 O[WORK HOURS] 06:50AM 7:00AM * 05:00PM 5:15PM * 10.25 0.00 0.00
Mon 11/04/2019 OIWORK HOURS] 06:58AM 7-00AM * 04:07PM 4:15PM * 9.25 0.00 0.00
(2 Tue 11/05/2019 12[JURY DUTY] 8.00

5. As appropriate, select Reason Code:
e Tab to Reason column.
o From Reason drop-down list, select Reason Code.

6. Click Save. Timesheet modification/correction is processed.

Approve an Individual Timesheet

Approve timesheet on an Individual OR on a By Page basis. The following are steps are how to
approve an individual timesheet.

1. While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

2. After completing modifications/corrections and confirming totals on an employee’s timesheet, click
Approve.

Timesheet Detail
[ Save d=Add 3 Delete (Cancel ¥ Columns . MultiAdd 4 Insert/Repost [ MultiEdit] « Approve |i= Print
Date PayCode In In Rnd Out Out Rnd Reg oT HOLW
Sun 11/03/2019 OIWORK HOURS] 06:59AM 7:00AM * 05:09PM 5:15PM * 10.25 0.00 0.00
Mon 11/04/2019 OIWORK HOURS] 06:58AM T-00AM * 04:07PM 4:15PM * 9.25 0.00 0.00
Tue 11/05/2019 12[JURY DUTY] 8.00 0.00 0.00
Wed 11/06/2019 14[PLT] 8.00 0.00 0.00
Thu 11/07/2019 14[PLT] 8.00 0.00 0.00
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Tip: To simplify the Timesheet Detail view, click Columns button to select and hide unwanted
timesheet columns. Follow the same process to unhide timesheet columns.

Approve Timesheets by Page

Approve timesheet on an Individual OR on a By Page basis. The following are steps are how to
approve timesheets by page.

1. While viewing Time Management > Attendance > Summary tab, review totals for displayed list of
manager/designee’s direct reports.

2. Click Approve this Page.
3. Repeat review and approval steps for each additional page of employee timesheets.

Tip: Apply various Filter options to filter employee timesheets page by Supervisor, Group, etc.

MEMNU

o “eniral Heal “are
- Time Management North Central Health Car

PlieclslsEylesl Scheduler | Employees | Reporis | Preferences | EWS Setup | Users Setup | Tools | Company Setup | Ry

Cwerview Timesheets Accruals In Qut Board

Summary
Pay Cycle: Date Selection: From: To:
Bi Weekly ~|  Current Pay Feriod ] 11/0372019 1182019 ) 5ot wpdated: Tuesday, 11/05/201

Filtered by initiated date range is between 11/03/2019 and 11182019 [Clear Filters]

Group [ Filter By: All ﬂ Employee Saarch ﬂ Cancel Filter

Supervisor [ Filter By:

Status Filter: All v Active Only
Unopened Timesheets: L]
Opened Timesheets: 748 Save Approve this Page
s NAME Missed Punch SchHr Reg.Hr
000eoe01-TC2ZLD Test, Kyle Chandler o 0.00 8.25
000820002-TC2LD Test, Erin Degenerzs a 0.00 0.00

_______________________________________________________________________________________________________________________________|
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Log Out of UltiPro

1. Click Logout.
- x |
Search... D~ vz 8 @ North Central Health Care

Todd Shnowske ¥ | ToDo | Shareldeas | Help | Logout Your session has ended. You may now close this window.

| E—

2. Click X in upper right corner of window to close web browser.

Get Help
¢ View Help Documentation
» Available from Help link when signed into UltiPro
e View Quick Tours and Tips
» Available in Quick Tours and Tips links section of application tab set when signed into UltiPro
e Send e-mail to NCHC - Human Resources
» HResources@norcen.org

e Speak with Human Resources Staff
» 715-848-4419 or ext. 4419

_______________________________________________________________________________________________________________________________|
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