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When in doubté ask!  

 

Anyone in the HR office can help you with your OneSource issues. Give us a call or 

email us if you have any questions or run into any issues. 

 

Mildred Anderson 

mildred.anderson@uga.edu 

706-542-8299 

 

Carrie Chitwood  

cachitwo@uga.edu 

706-542-8279 

 

Tia Burkhalter 

tia.burkhalter@uga.edu 

706-542-5554 

 

Maddie Morgan 

madison.morgan@uga.edu 

 

OneSource troubleshooting 

If you run into any issues with OneSource not opening properly, try clearing your 

cache and cookies. Clearing the cache and cookies works a good deal of the time.  

If that doesnôt work, call someone in Housing HR to see if it is a system wide issue.  
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Starting Off: Quick Tips 

 

Before you start approving time cards, you need a few things: 

Ý A computer (it is much harder to approve a large number of time cards on a 

smart phone) 

Ý A list of all of your staff 

Ý On-call schedule (if applicable) 

Ý Uninterrupted time 

 

Uninterrupted time is hardest to get, but it is probably the most important. You re-

ally need to carve out at least an hour of time each week to work through your staff 

membersô time cards. Make an appointment with yourself and keep it.  If at all pos-

sible, tell your staff what you are doing and ask them to not interrupt you unless it 

is urgent. Minimizing distractions minimizes errors. Minimizing errors minimizes 

the chances of your staff getting paid the wrong amount. 

 

Time cards and absence requests must be approved by 9:30 a.m. on the 

Monday morning time cards are due. The payroll calendar is included at the 

end of this packet. After the deadline, time cards automatically lock. No more edits 

can be made until after payroll processes the time cards. This is a hard and fast 

deadline. 

Because of that, we recommend that you do NOT wait until Monday morning to 

check your time cards. You should ideally do it at least once a week, maybe twice. 

Do not wait until the last minute.  

Housing HR staff will start reviewing time cards Friday afternoon before payroll is 

due, so we highly recommend that you have time cards reviewed up to that point by 

then. 
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Accessing Time Cards 

 

1. Log into OneSource and switch over to Manager Self Service. 

 

 

 

 

 

 

 

 

 

 

2. Click on the Team Time tile. 

 

 

 

 

 

 

 

 

 

3. Click on the blue Filter button. 
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Accessing Time Cards, cont. 

 

3. Type in the Last Name of the first staff member you want to check. Hit ñDoneò at 

the top right. 

 

 

 

 

 

 

 

 

 

 

 

4. Click on your staff memberôs name. Take note of whether or not there is a  sym-

bol like the one below in the Exceptions column. If there is, that means something 

is wrong with the time card. Not all errors trigger an exception warning. Just be-

cause there is no exception symbol does not mean that the time card is correct. It 

still needs to be thoroughly checked.  

 

5. You will now be looking at your employeeôs time sheet. The time sheets automat-

ically open to the current pay period. Click on the arrows (highlighted below) be-

side the date at the top to go to past or future pay periods. 
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Checking, Correcting, and Approving Time Cards 

 

When you open up a time card, you need to look at the times that are entered line 

by line. Donôt just glance at it and then approve it. Look at each and every in and 

out punch to make sure they are correct.  

Lunch Deductionsðthe majority of fulltime staff are set up to so that their lunch 

hour automatically is deducted. When a staff member hits 5 hours of time on 

the clock, that hour comes out. It does not matter if they only work 5 hours all day 

or if they clock in and out during the day. If the total for the day equals 5 hours, 

lunch comes out. If the staff member did not take a lunch break (for example, if 

they leave for an appointment at noon and return at 2 p.m.), you need to add back 

the lunch hour so that they do not lose two hours.  

¶ To do this, add a line to the time card (the plus sign to the right of the that day). 

In the drop down box for the Time Reporting Code, choose ñ00REGðRegularò. 

Type in 1 in the quantity (if they took a half hour lunch, you would add back 

0.5). It should look like this: 

 

 

 

¶ Add a comment explaining that the employee worked through lunch. To add a 

comment, you click on the little speech bubble to the far left of that day.  

 

 

 

¶ That brings up a text box where you can type in your comment. You can use this 

for other things too (details regarding on-call, etc.), but please do not put any-

thing confidential or sensitive in the comments. 
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Checking, Correcting, and Approving Time Cards, Cont. 

 

Also look for exceptions. Two of the most common exceptions are missed or out 

of order punches.  Exceptions are noted by an exclamation mark in the middle of a 

red circle or triangle.  

The example below shows a missed out punch on an employeeôs time card. In this 

case, an out punch of 4:30:00PM needs to be added.  Type in the out punch and hit 

the ñsubmitò button at the top right of the page. 

Sometimes when someone forgets to clock out, it gets their punches out of order 

the next day. If that happens, put the punches in the right order. Also, tell the em-

ployee to pay attention to what the clock prompts them to do. If it prompts them to 

clock in when theyôre actually clocking out (or vice versa), have them clock in and 

immediate clock out. The extra punches can be deleted, but the time card will be in 

order from then on. 

There are other exceptions that do not need to be fixed. For instance, if someone is 

on call, the extra hours they work will show up as a ñlong shift exceptionò. You can 

approve those times without worry.   

However, if there is a long shift exception because someone forgets to clock out 

until the next day, do not approve those times. Add the correct time punch. This 

usually happens with student staff, but it occasionally happens with fulltime staff. 

 

The bottom line isé do NOT approve any line of time that has the excep-

tion symbol by it unless you are 100% sure that time is correct. These 

symbol are not your friends. 
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Checking, Correcting, and Approving Time Cards, Cont. 

 

Once every single line has been checked for accuracy, you can approve the time 

card. At the top left of the time card, check the box by ñSelect Allò and then 

ñApproveò.  

 

You can approve individual days by clicking on the check box to the left of the time 

stamps on that day and then hitting ñApproveò at the top of the page. 

When you hit ñApproveò, a prompt will come up asking if youôre sure you want to 

approve. Hit ñYesò. The status of the time card will change from ñneeds approvalò 

to ñapproved.ò 
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Adding Holiday Pay for Student Staff 

 

When a student staff member works on a holiday (designated UGA holidays, fall 

break, spring break, Thanksgiving break, and winter break), they get paid the holi-

day rate.  

Supervisors are responsible for adding the holiday rate to their student 

staff membersô time card! Failure to do so will result in an underpayment. 

 

To add holiday pay, open the student staff memberôs time card. Go to the holiday 

day that they worked. Press the + sign to the far right of that day to create a new 

line.  

In that new line, you will enter the exact same number of hours that is listed under 

reported time. In the example below, the student worked 3 hours.  

 

 

 

 

 

Therefore, on the new line, you add 3 in the quantity column.  

You then choose ñ18SHOðHousing Holiday $2.50ò as the Time Reporting Code 

(see below). You then submit and approve as usual. 
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Approving Leave Time 

 

1. On the main Manager Self Service page, click on the Team Time tile. 

 

 

 

 

 

 

 

 

 

2. Click on ñApprove Absence Requestsò on the left hand side towards the bottom. 

 

 

 

3. You can see waiting absence requests here. After you verify that the em-

ployee has requested the correct amount of time off and has requested 

it for the correct day, select the check box by the employeeôs name to approve or 

deny it.  

 

 

4. The approval options available are ñapproveò, ñdenyò, or ñpushbackò. If you deny 

it, it cancels the request. If you push it back to the employee, they can edit it to 

make corrections.  The system will not let them submit a new request, so make sure 

they know to edit it, not create a new one. 
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Requesting Leave on an Employeeôs Behalf 

 

Best practice is to always have the employee submit their own leave requests. Occa-

sionally, you might need to put leave in for them, but only do so as a last resort. If 

so, follow the steps below: 

 

1. On the main Manager Self Service page, click on the Team Time tile. 

 

 

 

 

 

 

 

2. Click on ñRequest Absenceò in the left hand column. 

 

 

3. Click on ñFind Team Member,ò enter the personôs last name, and hit search. 

Then click the arrow to the right of their name: 

 

 

 

 

4. From this page, you can enter the leave request the same way you would enter 

your own leave request. It should then flow over to ñApprove Absence Requestsò 

tile so that you can approve the absence. 

 

If you ever run into issues adding, editing, or canceling leave, call Housing HR. We 

will do our best to assist you. Please noteðdo not approve comp time leave 

requests. Employees should request vacation time, not comp time. I ex-

plain why on the next page. 
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Leave Types 

 

There are several different types of leave that an employee can request in 

OneSource, in addition to standard sick leave and vacation leave. The below list 

gives you a quick rundown of the other common leave types we use in Housing. 

Call Housing HR to ask before an employee uses any leave types not on this list. 

¶ Bereavement: can be taken if the employee loses a loved one. We do not regu-

late how close the relationship has to be for the employee to use bereavement 

leave. Bereavement leave is deducted from the employeeôs sick leave bucket, 

so it is not additional leave.  

¶ SickðVacation in Lieu of: This leave type can be used when an employee 

would generally request sick leave but would rather use their annual leave in-

stead of sick leave. It will pull from the vacation leave balance. 

¶ Comptime: do not use this leave type.  Comptime leave should never be 

requested. Instead, the employee should request vacation leave. Vacation 

leave pulls from comptime first and then from vacation. If the employee re-

quests more comptime that they have available, it will result in non-payment 

for the additional hours. If they request vacation time, they will get paid for 

the comptime they are due, as well as vacation for any additional hours that 

exceeds their comptime accrual. 

¶ Education support: this leave can be used for  activities that are directly relat-

ed to student achievement and academic support (examples: parent/teacher 

conferences, award and recognition ceremonies, participating in their childôs 

fiend trips, etc.). Every employee gets 8 hours per calendar year to use. This 

leave cannot be used for an employee or their spouse. 

¶ Jury: this leave can be used if an employee is called to report to jury duty or 

witness duty. The employee should present official orders from the appropri-

ate court to their supervisor. If their court duty is finished before the end of 

their shift, they are expected to return to work for the rest of their shift.   
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Leave BucketsðHow Leave Flows 

 

 

Sick Vacation 

Comptime 

¶ Adds to the vaca-

tion bucket 

Bereavement 

¶ Takes from the 

sick time bucket 

Education Support 

¶ Not connected to 

any other leave cate-

gory 

Jury 

¶ Not connected to 

any other leave cate-

gory 

Sick: Vacation in 

Lieu of 

¶ Takes from the 

vacation time 

bucket instead of 

the sick time 

bucket  
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On-Call Pay 

 

The on-call policy is attached to the end of this guide, but a quick summary is be-

low. 

On-Call Pay for Carrying the Duty Phone 

An hourly employee gets 20.5 hours of leave time per week that they carry the duty 

phone. Supervisors usually add this time on the day that the employee picks up the 

duty phone. Holiday on-call pay is different. That is explained at the end 

of this section. 

To add the 20.5 hours of on-call for an employee carrying the phone, you open 

the time sheet and go to the day that the employee started to carry the phone. 

Got to the far right of that day and hit the + sign (highlighted below). 

 

 

 

 

That adds another line to that day. You then go to the drop down menu, type in 

20.5 in the quantity column and select ñ00ONCðOn Call Payò as the Time Re-

porting Code. Hit submit on the time card. It should look like this: 

 

 

 

 

Holiday On-Call Pay for Carrying the Duty Phone 

If an employee carries the duty phone on Holidays, they get an extra 1.5 hours per 

holiday day added to the 20.5. For example, if an employee carries the phone over 

the Thanksgiving Holiday, they would get an extra 1.5 hours for Thursday and 1.5 

hours for Friday, bringing their total on-call to 23.5. 
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On-Call Pay, Cont. 

 

Shift Guarantees : 

Facilities employees get a 4 hour shift guarantee for each phone call that they re-

spond to, but they can only have 1 shift guarantee for every 8 hours they work.  

ExampleðJane gets a call early on Saturday morning and has to come in to 

clean up a mess. She works from 1 a.m. to 1:30 a.m. Her shift guarantee would 

be added as 3.5 hours of on-call pay. Jane gets another call at a couple of hours 

later and has to come back to campus. She clocks in from 3 a.m. to 3:15 a.m. 

Jane does not get another shift guarantee for this call because it hasnôt been 8 

hours since she received her first call at 1 a.m. Jane receives her 3rd call later 

Saturday morning and has to come to campus. She clocks in from 9 a.m. and 

clocks out at 9:10 a.m. Jane would get another shift guarantee of 3.8 hours be-

cause it had been 8 hours between her first call and her 9 a.m. call. 

 

You add a shift guarantee the same way you add the on-call pay for carrying the 

phone. It will look like this (but with the correct amount in the quantity col-

umn). 

 

 

 

 

 

 

Please never use the ñ00CIPðCall-in Payò. It results in incorrect 

payment.  
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2023 Payroll Calendar 
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