WORKFORCE MANAGEMENT (WFM)
NEW TIMESHEET HELP GUIDE FOR EMPLOYEES

W Service. Funcrionalicy. Walue.

This help guide outlines the before & after views of the WFM Timesheets for employees. Please note that these
are from our demo database and your profile and field labels may be different.

START/END TIMESHEET STYLE — OLD TIMESHEET VIEW
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@) Our classic timesheet is being retired. Be sure to try out the new timesheet experience before the toggle button is removed during our next release cycle: June 14th to July 29th

Extra Pay Timesheet Calc. Detail Summary By Day
Date Cost Center 1 Time Off In Date From To Rew Total Calc. Total Schedule Exceptions
€1  sunzs © «x uTRT3 ~ B « R Sun25 0.00 N/A
Day Total: 0.00 0.00
€1 wmonzs 0 x MTATs . [B - B Mon 26 ~ e 9028 e s11p 215 825 9AM - 5PM
Day Total: 815 825
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DIFFERENCE IN OLD TIMESHEET VIEW VS. NEW TIMESHEET VIEW

1) The “Timesheet” tab is now labeled as the “Time Entry” tab and is now the 1st tab on your screen and
the “Extra Pay” tab is now the 2" tab on your screen as seen below.

Extra Pay Timesheet Calc. Detail Summary By Day

Time Entry Extra Pay Calc Detail Summary By Day

2) The columns have moved. We can enable your system so you can reorganize those columns. Please
create a case with WFM Support to do so.

Cost Center 1 i Raw Total Calc. Total Schedule Exceptions
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W |eo902am| | eos11pm|| 815 | 825 | MONJui2s ~ || v [ mmrs -]
+ 815hrs  8.25hrs [

3) The Timesheet Totals are now on the top of the window instead of below the data.
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Day Total 8.00 2.00

[ R Q x MTRT: « B vacation [ Fidd 2.00 2.00 9AM - 5PM
Day Total 8.00 8.00

1  satm Q x MTRT: « [ v B Sat3l ~ 0.00 N/A
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= [ etk A9 3
LA HRO -

€ Timesheet Edit @ m SUBMIT APPROVE

@ CarlTest & 4 July25,2021-July 31,2021 » Open w’ New Look

Time Entry Extra Pay Calc Detail Summary By Day
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BULK HOURS TIMESHEET STYLE — OLD TIMESHEET VIEW
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© Ourclassic timesheet is being retired. Be sure to try out the new timesheet experience before the toggle button is removed during our next release cycle: June 14th to July 29th.

Extra Pay Timesheet Calc. Detail Summary By Day

Sunday, July 25, 2021 - Saturday, July 31, 2021

Cost Center 1 Cost Center 3 Time Off 2" ;"5"" 1:‘ ;v:: 121;“ :: ;" Raw Total
X Mt~ B ~ B vacation ~ [ £.00 8.00
X Mt~ B ~ B ~ B £.00 £.00 £.00 .00 32.00
RawTowal | 0.00 8.00 8.00 8.00 8.00 800 0.00 40.00
Notes ﬂ E-I- ﬂ ﬂ ﬂ ﬂ ﬂ
|
BULK HOURS TIMESHEET STYLE — NEW TIMESHEET VIEW
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Time Entry Extra Pay Calc Detail Summary By Day
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‘ Vacation - MT - | ‘ - | ‘ | 8.00 ‘ ‘ | ‘ 8.00 il
‘ - | | MT - | ‘ - . | | | 8.00 ‘ | . ‘ 8.00 800 ‘ | 8.00 . ‘ 32.00 m
| | [w -] " | | | | | o
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DIFFERENCE IN OLD TIMESHEET VIEW VS. NEW TIMESHEET VIEW

1) The “Timesheet” tab is now labeled as the “Time Entry” tab and is now the 1st tab on your screen and
the “Extra Pay” tab is now the 2" tab on your screen as seen below.

Extra Pay Timesheet Calc. Detail Summary By Day

Time Entry Extra Pay Calc Detail Summary By Day
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2) The columns have moved. We can enable your system so you can reorganize those columns. Please
create a case with WFM Support to do so.

Cost Center 1 Cost Center 3

Cost Center 3 SUN Jul 25 MON Jul 26 TUE Jul 27 WED Jul 28 THU Jul 29 FRI Jul 30 SAT Jul 31 -

3) The Timesheet Totals are now on the top of the window in addition to below the data.

Extra Pay Timesheet Calc. Detail Summary By Day
Sunday, July 25, 2021 - Saturday, July 31,2021
Cost Center 1 Cost Center3 Time Off ;:" ;‘:" ::’ ‘::d g" ; :‘
X vt~ R ~ R Vacation ~ [y 8.00 8.00
X vt~ B ~ B v« B 8.00 8.00 .00 8.00 3200
Raw Total I 0.00 8.00 8.00 £.00 8.00 8.00 [ 40.00
Hoes ] i8] [ i8] i [ i8]

|

TimeEntry  ExtraPay  CalcDetall  Summary By Day

40.00n  40.00 v

ION Jul 26 TUE Jul 27 'WED Jul 28 U Jul 29 FRI Jul 30 SAT Jul 31 Raw Total -

Cost Center 3

Time Off Cost Center 1 L
[= = = [=1 =1 [ =
Vacaton v M7 - - 00 .00
- MT - - 8.00 8.00 a.00 8.00 3z2.00
- MT - - i f
000 8.00 800 8.00 800 800 100 40,00
4) The Notes are now above the data instead of below the data.
Extra Pay Timesheet Calc. Detail Summary By Day
Sunday, July 25, 2021 - Saturday, July 31, 2021
Cost Center 1 Cost Center3 Time Off ;:" ;‘:" ::’ ‘::d g" ; :‘
X Mt~ R ~ B Veeation ~ [ 8.00 8.00
X Mt~ B ~ B « B 8.00 8.00 .00 £.00 32,00
Raw Total I 0.00 b e 8.00 0.00 40.00
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0.00 8.00 8.00 8.00 8.00 8.00 0.00 40.00
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