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When Iin dasbtlt

Anyone i n the HR office can help you wit
emai | us I f you have any questions or r u

Mi |l dred Ander son
mi |l dred. anderson@uga. edu
70-64-8299

Carrie Chitwood
cachitwo@uga. edu
70648279

Tia Burkhalter
tia.burkhalter @uga. edu
706 4-8355 4

Maddi e Morga

madi son. morgan@uga. edu

>

OneSource troubl eshooting
Il f you run into any issues with OneSour c:
cache and cookies. Clearing the cache an

|l f thadt worln call someone in Housing HR
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Starting Off Quick Tips
Before you start approving time cards, Yy
y A computer (it is much harder to approv
smart phone)
vy A Ilist of alll of your staff
vy Oncall schedule (i f applicable)
y Uni nterrupted ti me
Uninterrupted time is hardest to get, bu-
ally need to carve out at | east an hour
me mb étrisme car ds. Make an appointment with
sible, tell your staff what you are doi n
I s urgent . Mi nimizing distractions minim
the chances of your staff getting paid t|
Time cards and absence requests must be |
Monday morning time Thar pgsayard ldea.l endar
end of this packet. After the deadline,
can be made wuntil after payroll processe.
deadl i ne.
Because of that, we NOGTwammeodtt haMopwpdayd:
check your time cards. You should ideall"
Do not wait wuntil the | ast minute.
Housing HR staff will start reviewing ti
due, so we highly recommend that you hav

t hen.



Access

i ng Ti me

Car ds

1. Log into OneSource and switch over

are Horizon () Service - Overpaym.. & DocuSign Login-E.. @ UGAJobs HR

~ Manager Self Service

Employee Self Service

3 Distributiq ations
7| Benefits

4 Manager Self Service

Time Approver

eview Transactions Company Directory
A
2 . Click on the Team Time tile
4
Team Time
24 Exceptions
System Manager Reporting
3. Click on the blue Filter button
< Timesheet R Report/Approve Fluid Timesheet

Report/Approve Fluid Timesheet Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

Time Summary Get Employees

@ Payable Time

| Filters the contents based on the MS5 parameters specified

t

0]



Accessing Time Cards, cont

3. Type in the Last Name of the fiDamdt st
the top right.
)| cancel| Filters [Done |5
E

o Time Reporter Group Q L
1€
tA:
Ad Employee ID Q
- Empl Record Q .

Last Name  Smith Q

First Name Q

Job Code Q

Department Q
4. Click on y®&umagneaf fTakhkemmenr e of whet he
bol | i ke the one below in the Exceptions
i's wrong withNotthealtli nmeer rcoarrsd .t ri gger an ex
cause there iIis no eoamepnhi omMasymbelt dme sc
stil | needs to be thoroughly checked.
<]
Name/Title Exceptions Hours to be Approved

0 Service / Maint Worker @ 14.22
Housing-Facilities-Build Srves 1

5. You wi now be |& otkiinmeg sahte eyto.u rT heemptlion

ically open to the current pay period. Click on the arrows (highlighted below) be -
side the date at the top to go to past o

| 17 October - 30 October 2021 »
BiWeekly Period- PS Delivered



Checking, Correcting, and Approv

When you open up a time card, you heeée t
by |.i nBlkfonjust gl ance at it and then appro
out punch to make sure they are correct.
Lunch Dedwdthieomaj ority of fulltime staff
hour automatically is deduXxtlreadur sNhefn tai me
t he c,| otchkat hour comes out. |t does not n
or if they c¢clock in and out during the d
|l unch comes out. | f the staff member di d
they | eave for an appointment at noon an:
the |l unch hour so that they do not | ose
9 To do this, add a |ine to the time card
I n the drop down box for t heORH®Reeg WBRlegpror
Type in 1 in the quantity (i f they took
0.5). |t should | ook I ike this:

00REG - Regular v 1.00 ‘ =

Add a comment exp
comment, you clic

That brings up a text box where you can
for other things taeamal(deteaicl.g ,r doguar il rec
thing confidential or sensitive in the

Comments related to Time entered for 11/06/2021

Comment once entered cannot be altered or removed.

Employee worked through lunch|

Add Comment | Clear

M N



Checking, Correcting, and Approvir

Al so lex&keptirolnnso of the most common exce
of order punches. Exceptions are noted |
red circle or triangl e.

The exampl e brelsoswe ds hooowns panne @&p lt o ymwee car d.
case, an out punch of 4:30: 00PM needs to
t hisuba@butt on at the top right of the page

Someti mes when someone forgets to clock

the next day. | f that happens, put the p
pl oyee to pay attention to what the cl oc!
clock indowheancttuhadyy vy cl ocking out (or vic
| mmedi ate clock out. The extra punches c.
order from then on.
1 8 — 7:28:18AM 4:3317PM v
Oct Reported 9.08 /Scheduled 8.00 @ :
19 Tuesday

Reported 0.00 /Scheduled 8.00 © 7a0zeAM v
Oct porte fachedule

5 A
20 Wednesday

© 7:34:46AM v
At Renortad 0 00 /Scheduled 8 00

There are other exceptions that do not n.
on call, the extra hourfbothbeyghwbddYcoew cceapnt
approve those times without worry.

Howeverlf, there is a |l ong shift exception
until theonextt &Gawpyrove those time3hisadd
usually happens with student staff, but |
The bott émhol N©O& mpprove any |l ine of ti me
tion symbol by it unless you are 100% sul
symbol are not your friends.

@ A



Checking, Correcting, and Approvir

Once every single Iine has been checked -
card. At the top left offiSehecdamndiétlicand, |
MApprm.ve

@ Select All ‘ Approve ‘
Day Summary In Lunch In Out
1 7 Sunday
, ©
Oct Reported 0.00 /Scheduled OFF
' 18 Monday
Oct Reported 3.23 /Scheduled 4.00
1 9 Tuesday
- ®© 7:59:39AM 12:16:44PM
Oct Reported 4.28 /Scheduled 4.00
You can approve individual days by <c¢click

stamps on that dAyp pamatetthteen thopg tofngt he pe

8 Monday
® 1:47:09PM 5:01:02PM
et Reported 3.23 /Scheduled 4.00
When vy @¢Aup phricdiav epr ompt  wi | | coime spraskoungw

approviieossHheg st atus of the tifmeedar dpwr bV
t Gappr ocoved.



Adding Holiday Pay for Studen

When a student staff member works on a hi
break, spring break, Thanksgiving break,
day rate.

Supervisors are responsible for adding t|
staff mebSmbmescaFdi |l ure to do so wil/ res:t

To add holiday pay, opedn ttihme scdardde.ntGao ttaac
day that they worked. Press the + sign t .

|l i ne.
I n that new | itnlee egxwactwiddmenniember of hoc
reporteldn ttihme.exampl e bel ow, the student

Monday

Reported 3.00 /Scheduled 4.00 ©
Therefore, on the new |Iine, you add 3 in
You thenmnml88HOdesesi ng HdI :m@@ayhe Ti me Report
(see below). You then submit and approve
Time Reporting Code Quantity Comments

185HO - Housing Holiday $2.50 v] 3.00 o




Approving Leave Ti me

1.0n the main Manager Self Service page,

4

Team Time

24 Exceptions

System Manager Reporting

i

2. Cl lApkpraonwve Abseonocne tRweequleesftts hand si de t

] Approve Absence Requests

3. You can see waitiAgtebsgonueveeqhiegst a
pl oyee has requested the correct amount
It for the eseteetttdaycheck bmnxamey ttohe pe
deny it

Approval Options

4. The approval ofppp oo efidw dpiulsahbladef kayroeu d e
it, it cancels the request. | f ediutt push
make corrections. The system will not |
they know to edit it, not create a new o0



Requesting Leave o®m Beh&impl oy e

Best practice iIs to always have the empl
sionally, you might need to put | eave 1in
so, follow the steps bel ow:

1.0n the main Manager Self Service page,

24 Exceptions

System Manager Reporting

2

2 . CliRelguerst OAmséeéemeel eft hand col umn.

Il) Request Absence

3. CI| iFd kndonmeamoaevetmdre rt, lise |paesrts onname, and h
Then click the arrow to the right of the]

4 . From this page, you can enter the | ea
your own | eave request . MApprewneu”hAdsedrea R
tile so that you can approve the absence
|l f you ever run into issues adding, edit]
will do our bPkbétaseddhmbrcstt amppmurove comp t
requests. Employees should request vacat|

pl ain why on the next page.

Mp



Leave Types

di fferent
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rundown
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There are several
OneSour ce, I n addi
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Cal | Housing HR to
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Leave BuwudHwewt 4 eave FI|l ows

1 Not connected to ompti me
any other | eave cate-

9 Adds to t he
gory

tion bucket

| O N
Bereavement -
Sick: Vacat §dadmkien fr ormkdtulceat i‘on uppor:t
Lieu of sick time byFtkedonnected to
9 Takes from t he any other | eave ¢
vacation ti me gory
bucket i1instead of

the sick ti me
bucket

MT



OnCal | Pay

The -caan | policy is attached to the end of
| ow.

OnCal | Pay for Carrying the Duty Phone
An hourly employee gets 20.5 hours of | e.
phone. Supervisors wusually add this ti me

duty pthoolnieda-gabh pay is different. That I
of this section.

To add t he 20c.adl Ihofuorrs aonf eonmpl oyee carryi
the time sheet and go to the day that t
Got to the far right of that day and hi

O Approval In Process ‘T‘
That adds another |ine to that day. You
20.5 i n the quant TOD@N@ON u@alodasnRitalyee | Teicne
porting Code. Hit submit on the ti me ca

00ONC - On Call Pay v 205

Hol i dayCaOnh Pay for Carrying the Duty Pho

I f an employee carries the duty phone on
holi day day added to the 20. 5. For examp|
the Thanksgiving Holiday, they would get
hours for Friday, -balingtowg23.h®ir total o

My



OnCal | Pay, Cont

Shi ft Guar antees

Facilities employees get a 4 hour shift
sponduttbey can only have 1 shift guarant
Examplaene gets a call early on Saturday
clean up a mess. She works from 1 a. m.
be added as &.a3 |h ouarys oafancen gets anot her
| ater and has to come back to campus. S

Jane ndoogeest another shift guarantedefemr 8t
hours since she received her first call
Saturday morning and has to come to cam
clocks out atwou:ld®t aamot deameshi ft guara
cause it had been 8 hours between her f

You add a shift guarant eecatlhle psaaymef owa yc ¢
phone. It wi || | ook I i1 ke this (but with
umn) .

‘ O00ONC - On Call Pay v 1290

Pl ease neve0Q@lseCatthe ma vt results i1 n iInc
payment .
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2023

Payr ol |

Cal

endar

2023 UGA Practitioner Payroll Processing Schedule
Bi-Weekly On Cycle Payroll Schedule

OnelsSG
Pay Period |Pay Period . |Mgr Absence/Time
Begin Date |End Date HR/Payroll Deadline Approval by 10am ** CI:::::‘I"I Pay Date | Pay Run ID
12/25/22 01/07/23 01/03/23 01/09/23 o1/10/23 | o1/13/23 3181
0i/08/23 01/21/23 01717723 01/23/23 0124423 | 01/27/23 3182
01/22/23 0z2/04/23 01/31/23 020623 02f07,/23 | 0z2/10/23 3281
02/05,/23 02/18/23 02/14/23 n2/20/23 02f21/23 | 0z/24/23 3282
02/19/23 03/04/23 02/28/23 03/06,23 03/07,/23 | 03/10/23 3381
03/05/23 03/18/23 03,/14/23 03/20/23 0321/23 | 03/2a/23 3382
03/19/23 04/01/23 03/28/23 04/03/23 o4fo4/23 | 04/07/23 3481
0d/02/23 0d4/15/23 04,1123 04717723 04f18/23 | 04/21/23 3482
D4/16/23 04,2923 04,/25/23 05/01/23 05/02,/23 05/05/23 3581
04,/30/23 05/13/23 05,/09/23 05/15/23 05/16/23 | 05/18/23 3582
05/14/23 05/27/23 05,2223 05/26/23 05/30/23 | 0s/02/23 3681
05/28/23 06/10/23 06,/06,/23 06/12/23 06/13/23 | 08/16/23 3682
06/11/23 06/24/23 06/20/23 06/26/23 06/27/23 | 08/30/23 3683
06/25/23 07/08/23 07/03/22 07/10/23 07/11/23 | 07/14/23 3781
07/08/23 07/22/23 07/18/23 07724523 a7f25/23 | 07/28/23 3782
07/23/23 08/05/23 08/01/23 08/07/23 os/o8/23 | os/11/23 3881
08/06/23 08/19/23 08/15,/23 0821723 082223 | 0&/25/23 3882
0&/20/23 09/02/23 08/28/23 090123 o9f05/23 | o9/o8/23 3981
09/03,/23 09/16/23 0912723 09/18/23 m9/19,/23 | 09/22/23 3982
08/17/23 09,/30/23 09/ 26,23 10/02/23 10/03/23 10/06/23 3081
10/01/23 10/14/23 10/10/23 10/16/23 10/17,/23 10/20/23 3082
10/15/23 10/28/23 1072423 10430423 10/31/23 11/03/23 InNel
10/29/23 11/11/23 11/07/23 11713723 11/14/23 11/17/23 INEZ
11/12/23 11/25/23 11/21/23 11727123 11/28/23 12/01/23 3DB1
11/26/23 12/09/23 12/05/23 12/11/23 12/12/23 12/15/23 3DE?
12/10/23 12/23/23 12/15/23 12/21/23 12/22/23 12/29/23 3DB3

HE/Payroll Deadline - All HR/Payroll information for employees should be entered into OneUSG Connect in order
to analyze reports prior to payroll processing.

* NOTE: 1) Units must submit STAFF hiring proposals via UGAlobs 10 business days prior to the HR/Payroll deadline.

2) Changes in funding must be fully approved one business day prior to the Mgr Absence/ MgrTime Approval
deadline for these to take place for the pay period.

** MOTE: 1) Biweekly leave accruals are added on this date and are available for use any date within this pay period.

Early deadline/pay date due to holiday
Biweekly leave accruals post by Spm, this accrual is for prior month







