nF Arkansas Department of

Finance & Adminishation https://lease.arkansas.gov/
EPSE Alternate Work Schedule (EASE)

Purpose: Use this job aid to indicate time worked for an alternate work schedule in EASE using the My
Timesheet application.

As an example, this job aid will demonstrate the required timesheet creation for the “OP09” work schedule:

e Week 1: Mon — Thurs: 7:30 — 5:00 with ¥2 hour lunch = 9 hours per day = 36 hours
e Week 1: Fri: 8:00 — 4:30 with %2 hour lunch = 8 hours

NOTE: For proper payment, the working Friday must have 4 hours before noon and 4 hours after noon.

o Total working hours for week 1 = 44 hours
e Week 2: Mon — Thurs: 7:30 — 5:00 with ¥2 hour lunch = 9 hours per day = 36 hours
e Week 2: Fri; (off) = 0 hours

o Total working hours for week 2 = 36 hours
e Total working hours for Bi-weekly pay period = 80 hours

NOTE: Time entry made on an incorrect Friday will result in incorrect pay.

An AASIS ID and password are required to proceed.

My Banafits.
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1. Click the My Timesheet tile.

Q, | 25 KENNETH L HEROMAN v/

LA EFYSE!
- My Timesheet
{ Jul 2016 >
MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
18 19 20 21 22 23 24 29 30

2. Using the EASE Time Entry Quick Reference Job Aid as reference, complete the following
fields:
a. Date — Using the calendar displayed, locate and click on the day(s) for identical time
entry. Example: Week 1: M,T,W,Th & Week 2: M,T,W,Th.

3. Click Create.
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@ Him Q, &% KENNETHL HEROMAN
- Create Time Entry
{ Jul 2016 ) A~

Time entry for Jul 25 and 7 more day(s)

Note

~  Time Assignment

Receiver Order. )l

Receiver cost center: ]

Wage Type:! !
Att/Absence type:

WBS Element !

Prev. day indicator Il

Cancel Reset Favorites B

4. Complete the following fields:

a. Time From — Scroll to the hours and minutes of your work start time. Example: M-Th
(7:30) for both weeks. Click OK.

b. Time To — Scroll to the hours and minutes of your work end time. Example: M-Th (12:00)
for both weeks. Click OK.

c. Att./Absence Type — Click the drop down to select the appropriate Attendance type.
5. Click Submit.

6. Click OK.

Confirm Submission

Number of Entries: &
Start Time: 07:30
End Time: 12:00
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Time entry for Jul 25 and 7 more day(s)

Note:

~  Time Assignment

Receiver Order: ol
Receiver cost center: o
Wage Type: ol
Alt/Absence type: 7 C
WBS Element &l
Prev. day indicator. @ ¥

Cancel Reset Favorites B

7. Repeat the steps above to create the next set of time pairs. Complete the following fields:
a. Time From — Scroll to the hours and minutes of your work start time. Example: M-Th
(12:30) for both weeks. Click OK.
b. Time To — Scroll to the hours and minutes of your work end time. Example: M-Th (17:00)
for both weeks. Click OK.

c. Att./Absence Type — Click the drop down to select the appropriate Attendance type.
8. Click Submit.

9. Click OK. Confirm Submission
Number of Entries: 8
Start Time: 12:30
End Time: 17:00
9 OK Cancel
& IE-.EH Q,  aF wenn i N W
- My Timishiel
{ Jul 2016 ]

7 18 19 20 EE@ 25 26 27 2B 29 30
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10. Complete the following fields:
a. Date — Using the bi-weekly calendar displayed, locate and click on the day(s) for identical
time entry. Example: Week 1: Fri

11. Click Create.

nF Arkansas Department of

& = i = = Q, &% KENNETHL HEROMAN
- Create Time Entry
( Jul 2016 ) ~

suN MON TUE WED THU FR sAT SUN MON TuE WED THU FRI sAT

17 18 19 20 IIIH 23 24 25 26 27 28 29 30

Time entry for Jul 22

120 3 EREI K2 125

Note:

~ Time Assignment

Receiver Order !

Receiver cost center: o

Wage Type:

Alt/Absence type:

WBS Element

Prev. day indicator ! v

Cancel Reset Favorites B

12. Complete the following fields:
a. Time From — Scroll to the hours and minutes of your work start time. Example: Friday
(8:00) in week 1. Click OK.
b. Time To — Scroll to the hours and minutes of your work end time. Example: Friday
(12:00) in week 1. Click OK.
c. Att./Absence Type — Click the drop down to select the appropriate Attendance type.
13. Click Submit.
14. Click OK. Confirm Submission

Number of Entries: 1
Start Time: 08:00
End Time: 12:00

Cancel
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Time entry for Jul 22

15a Time: | 12:30 mis-sd D

Note:

~  Time Assignment

Receiver Order: ol
Receiver cost center: !
Wage Type: ol
Att/Absence type: 15C
WBS Element ol
Prev. day indicator: ol v

Cancel Reset Favorites B

15. Repeat the steps above to create the next set of time pairs. Complete the following fields:
a. Time From — Scroll to the hours and minutes of your work start time. Example: Friday
(12:30) in week 1. Click OK.
b. Time To — Scroll to the hours and minutes of your work end time. Example: Friday
(16:30) in week 1. Click OK.
c. Att./Absence Type — Click the drop down to select the appropriate Attendance type.
16. Click Submit.
17. Click OK. Confirm Submission

Number of Entries: 1
NOTE: In this example, Week 2: Fri is an off day, start Time: 12:30

therefore, no further steps are required. End Time: 1630

Your calendar will appear as if an action is required
for both Fridays. 17 oK Cancel

FRI FRI

22 29

— — - jI—
@ 2 Q, &% «ENNETHL HEROMAN v
18 My Timesheet

18. Click Back to exit the My Timesheet application.
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