Tutorial EASE - Create Time Entry

Purpose

Use this procedure to create a Time entry using the EASE My Timesheet tile.
Prerequisites
. Know your days and hours of working time.

Menu Path

Enter the following URL address in the web browser of your computer, laptop or mobile device:

. https://ease.arkansas.gov/
Tips and Tricks

. Not completing your current pay period Timesheet will result in non-payment.

. Do not enter a Cost Center or Wage Type in your Timesheet unless instructed to do so.

. During the time evaluation process, time entries are rounded according to the 7/8ths rule.
o Minutes prior to the 7/8ths mark are rounded down. (Example: 8:07 AM = 0800)
o Minutes after to the 7/8ths mark are rounded up. (Example: 8:08 AM = 0815)
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1. Start the task from the EASE home page.
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Home

-
e Il i Hiips/caseqarkansasgovisap/t O = © | o Home
File Edit View Favorites Tools Help

—ANETYSE| Q, &% KENNETHL HEROMAN v/

Employee Self Services

My Timesheet My Leave Requests My Paystubs My Benefits

People Profile Quota Overview
Manage Working Time Manage Leave Requests View Paystubs

Display Benefit Plans Addresses & Emergency. ‘iew Leave Balances

2 as fat 0|3

Pending Plans
e

W2 Enrollment Online W2 Update User
Eleet for Online W2 ‘iew/Print Online W2 Information

Update Email & Phone

Change Password Leaming

i

2. Click My Timesheet.
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My Timesheet
7 @ SE| Q,  #% KENNETHL HEROMAN v
« My Timesheet
5
{ Jul 2016 )
3 SUN Ila\ TUE v Fl SAT SUN MO UE WED ™Y R SAT
4 —3H— 12 13 14 15 16 17 18 19 20 21 22 23
6 4
Jul 10 - Jul 16 No Records Jul 17 - Jui 23 No Records
No Assignments 1 time assignment
Target: 192:00 hours Target: 144:00 hours
Time Assignment Start Time End Time Duration Status
Jul 18 (00:00 hours / 24:00 hours)
Attendance Hours Worked 07:30:00 12:00:00 04:30 Sent for approval
Jul 19 (00:00 hours / 24:00 hours)
Attendance Hours Worked 07:30:00 12:00:00 04:30 Sent for approval
Jul 20 (00:00 hours / 24:00 hours)
Attendance Hours Worked 07:30:00 12:00:00 04:30 Sent for approval
.
B Action Required [J CumentDay [l Selected Day Selected Non-Working Day
m 8

. Click on day(s).

Click on day(s).

Click on day(s).

Click on day(s).

Click on day(s).

© N o a A W

. Click the Create button.
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My Timesheet
LN EFYSE| Q, &% KkENNETHL HEROMAN v
« Create Time Entry
( Jul 2016 ) A

SUN MON TUE WED ™ FRI SAT N MON

Time entry for Jul 15 and 4 more day(s)

9

Note

~ Time Assignment

0
o)

Receiver Order:

Receiver cost center:

0
-]

0
-

Wage Type

(m]]

Att /Absence type

WBS Element HL

Cancel Reset

9. Click the Time From field.
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My Timesheet
N EFYSE| Q, &% KENNETHL HEROMAN W
10 —%= S
( 6 4 y A

SUN moN TUE WeED THY 1] 41 MON TUE weD THU = SAT
10 18 19 20 21 22 23
0 42

Time entry for Jul 15 and 4 mg

~ Time Assignment

Receiver Order:

Receiver cost center:

Wage Type

(]
=

Aftt [Absence type

! W

Cancel Reset Favoites [

WBS Element.

10. Click the Scroll button to select Starting hour.

Q Example: Enter 08 if 8:00 AM
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My Timesheet

N EFYSE| Q&% KENNETHL HEROMAN Vv

«

¢ w58 ¥ A
suN voN TUE WED T 08 59 MON TuE VED THY F= AT
- EEEEEEEN SRR

09
Time entry for Jul 15 and 4 ma W
12 = l

ime

Note

w Time Assignment

Receiver Order:

Receiver cost center:

]
=]

Att /Absence type

WBS Element

11. Click the Scroll button to select Starting minutes.

Q Example: Enter 00 if 8:00 AM

12. Click the OK button.

o v

Cancel Reset Favorites L_-’

1"
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My Timesheet
L ETYSE] Q, &7 KENNETHL HEROMAN Vv
« Create Time Entry
{ Jul 2016 )~
SUN MON TUE WED ™ FRI SAT SUN MON TUE WED ™Y FRI SAT
Time entry for Jul 15 and 4 more day(s)
Time: | 08:00 | | |
Note
~ Time Assignment
Receiver Order: f
Receiver cost center: o
Wage Type !
Alt /Absence type )
v

Gy

WBS Element.

Cancel Reset

13. Click the Time To field.

13
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My Timesheet

L ETYSE] Q, &7 KENNETHL HEROMAN Vv
£ Create Tir

( Jul 20 10 40 ) A

sun MON TuE WED U R SAT 1 41 weD TH L AT
10
12 42

Time entry for Jul 15 and 4 more day(s) o

-
-

20 21 22 23

Time: | 08:00

Note.

~ Time Assignment

[=])

Receiver Order

0y

Receiver cost center.

Wage Type

[=])

Att /Absence type

n v

Cancel Reset Favortes [

WBS Element.

14. Click the Scroll button to select Ending hour.

ﬁ Example: Enter 12 if 12:00 PM
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My Timesheet

L ETYSE] Q, &7 KENNETHL HEROMAN Vv

£ Create Tir

( Jul 20 11 58 y A
SN MON TUE WED THU R SAT 12 59 WD THU R sAT
- EEEEENEEEN - SR

13
Time entry for Jul 15 and 4 more day(s) N

~ Time Assignment

Receiver Order

Receiver cost center.

Wage Type

[=])

Att /Absence type

n v

Cancel Reset Favortes [

WBS Element.

15. Click the Scroll button to select Ending minutes.

Q Example: Enter 00 if 12:00 PM

16. Click the OK button.
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17.

My Timesheet

L ETYSE] Q&% kENNETHL HEROMAN v

« Create Time Entry

{ Jul 2016

MON TUE ViEL

SUN MON TUE WED ™ FR SAT SUN

Time entry for Jul 15 and 4 more day(s)

Time: | 08:00 12:00

Note.

~ Time Assignment

[=])

Receiver Order

Receiver cost center.

0y

Wage Type

)~

Att /Absence type

(8]

WBS Element.

Gy

Cancel Reset

Click the Attendance type dropdown button.

Favorites

Ly

17
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Header Att./Absence type

Att/Absence type

(None)

Attendance Hours Worked
(ATTN)

Compensatory Time @ 1.0x
(CT10)

Compensatery Time @ 1.5x
(CT15)

Off-site Hours Worked
(OFST)

Training
(TRNG)

Cancel

18. Select the Attendance type from the list.

6 A list of Attendance types are displayed for selection.
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My Timesheet
L ETYSE] Q, &7 KENNETHL HEROMAN Vv

« Create Time Entry

{ Jul 2016 )~

SUN MON TUE WED ™ FR SUN MON L A

Time entry for Jul 15 and 4 more day(s)

Time: | 08:00 12:00

Note.

~ Time Assignment

[=])

Receiver Order

0y

Receiver cost center.

Wage Type

Att /Absence type Afttendance Hours Worked (ATTN)

[=])

0
4

WBS Element.

Submit Cancel Reset Favorites

19. Click the Submit button.
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Header Confirm Submission

Confirm Submission

Number of Entries: 5
Start Time: 03.00
End Time: 12:00

20. Click the OK button.
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21.
22,
23.

24,
25.
26.

My Timesheet

S M 7 SE|

£
23
(
2 SUN gy TuE v ™U
22 —W— 12 13 14
24 o
Jul 10 - Jul 16
Target: 192:00 hours
Time Assignment Start Time
Jul 11 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00
Jul 12 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00
Jul 13 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00
Jul 14 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00

Jul 15 (00:00 hours / 24:00 hours)

Attendance Hours Worked

Click on day(s).
Click on day(s).
Click on day(s).
Click on day(s).

Click on day(s).

Click the Create button.

08:00:00

My Timesheet

Jul 2016

No Records Jul 17 - Jul 23

1 time: assignment
Target: 144:00 hours

End Time

12:00:00

12:00:00

12:00:00

12:00:00

12:00:00

Duration

Q 3

20

21

~ KENNETH L. HEROMAN VvV

22 23

No Records

1 time assignment

Status

Sent for approval

Sent for approval

Sent for approval

Sent for approval

~

Sent for approval

26
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My Timesheet
N EFYSE| Q, &% KENNETHL HEROMAN v/

« Create Time Entry

{ Jul 2016 y A

SUN MON TUE WED ™ FRI SAT SUN MON L U A

Time entry for Jul 15 and 4 more day(s)

27

Note

~ Time Assignment

Receiver Order:

(]
=

Receiver cost center:

]
=

[m]
=)

Wage Type

Aftt [Absence type

Cy

WBS Element: ! v

Cancel Reset Favoites [

27. Click the Time From field.
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My Timesheet
N EFYSE| Q, &% KENNETHL HEROMAN W
£
{ 10 41 y A
SUN MON TuE wED ™ 1 42 MON e wen TH R SAT
- EEEEENEE R
12 43
28 Time entry for Jul 15 and 2 mg Tt
Time:
Note

~ Time Assignment

Receiver Order:

Receiver cost center:

Wage Type

(]
=

Aftt [Absence type

! W

Cancel Reset Favoites [

WBS Element.

28. Click the Scroll button to select Starting hour.

Q Example: Enter 12 if 12:30 PM
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Tutorial EASE - Create Time Entry

My Timesheet
N EFYSE| Q&% KENNETHL HEROMAN Vv
« -
{ 1" 30 ) A

12 K} MON TUE WED THU FR SAT

SUN MON TUE WED ™
10 18 19 20 21 22 23
13 32

Time entry for Jul 15 and 4 ma

30 = l

ime

Note

w Time Assignment

Receiver Order:

Receiver cost center:

Att /Absence type

]
=]

WBS Element

o v

Cancel Reset Favorites L_-’

29. Click the Scroll button to select Starting minutes.

Q Example: Enter 30 if 12:30 PM

30. Click the OK button.
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My Timesheet
L ETYSE] Q, &7 KENNETHL HEROMAN Vv
« Create Time Entry

¢

SUN MON TUE WED ™ R
" -n“-“

Time entry for Jul 15 and 4 more day(s)

Jul 2016

-
-

17 18

19

)~

21 22 23

Time

1234

Note.

~ Time Assignment

Receiver Order
Receiver cost center
Wage Type

Att /Absence type

WBS Element.

[=])

0y

[=])

Gy

3

Cancel Favortes [

31. Click the Time To field.
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My Timesheet

L ETYSE] Q, &7 KENNETHL HEROMAN Vv
£ Create Tir
( Jul 20 1“4 ) A

SN MON TUE WED THU R SAT 15 42 WD THU R sAT

10 16 20 21 22 23

16 43
Time entry for Jul 15 and 4 more day(s) o d

Time: | 12:30

Note.

~ Time Assignment

[=])

Receiver Order

Receiver cost center.

0y

Wage Type

Att /Absence type

[=])

WBS Element.

n v

Cancel Reset Favortes [

32. Click the Scroll button to select Ending hour.

ﬁ Example: Enter 16 if 4:30 PM
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My Timesheet

L ETYSE] Q, &7 KENNETHL HEROMAN Vv
£ Create Tir ~

( Jul 20 15 30 y A

sun MON TuE WED U R SAT 16 kil weD TH L AT
10
17 32

Time entry for Jul 15 and 4 more day(s)

-
-

20 21 22 23

~ Time Assignment

Receiver Order

Receiver cost center.

Wage Type

Att /Absence type

[=])

WBS Element.

n v

Cancel Reset Favortes [

33. Click the Scroll button to select Ending minutes.

Q Example: Enter 30 if 4:30 PM

34. Click the OK button.
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My Timesheet

L ETYSE] Q&% kENNETHL HEROMAN v

« Create Time Entry

{ Jul 2016

MON TUE ViEL

SUN MON TUE WED ™ FR SAT SUN

Time entry for Jul 15 and 4 more day(s)

Time: | 12:30 16:30]

Note.

~ Time Assignment

[=])

Receiver Order

Receiver cost center.

0y

Wage Type

Att /Absence type

(8]

)~

WBS Element.

Gy

Cancel Reset

35. Click the Attendance type dropdown button.

Favorites

Ly

35
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Header Att./Absence type

Att/Absence type

(None)

Attendance Hours Worked
(ATTN)

Compensatory Time @ 1.0x
(CT10)

Compensatery Time @ 1.5x
(CT15)

Off-site Hours Worked
(OFST)

Training
(TRNG)

Cancel

36. Select the Attendance type from the list.

6 A list of Attendance types are displayed for selection.
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My Timesheet

L ETYSE] Q, &7 KENNETHL HEROMAN Vv

« Create Time Entry

{ Jul 2016 )~

SUN MON TUE WED ™ FR SUN MON L A

Time entry for Jul 15 and 4 more day(s)

Time: | 12:30 16:30

Note.

~ Time Assignment

[=])

Receiver Order

Receiver cost center.

0y

Wage Type

Att /Absence type Afttendance Hours Worked (ATTN)

[=])

WBS Element Wy Ld

Reset Favorites

37. Click the Submit button.
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Header Confirm Submission

Confirm Submission

Number of Entries: 5
Start Time: 1230
End Time: 16:30

38. Click the OK button.
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My Timesheet

N EFYSE| Q, &% KENNETHL HEROMAN W

39 - & My Timesheet

Jul 2016 >

SUN MON TUE WED ™HU FR SAT SUN MON TUE WED THY SAT
10 11 12 13 14 15 16 17 18 19 20 21 22 23
A
Attendance Hours Worked 08:00:00 12:00:00 04:00 Sent for approval
Attendance Hours Worked 12:30:00 16:30:00 04:00 Sent for approval
Jul 13 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00 12:00:00 04:00 Sent for approval
Attendance Hours Worked 12:30:00 16:30:00 04:00 Sent for approval
Jul 14 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00 12:00:00 04:00 Sent for approval
Attendance Hours Worked 12:30:00 16:30:00 04:00 Sent for approval
Jul 15 (00:00 hours / 24:00 hours)
Attendance Hours Worked 08:00:00 12:00:00 04:00 Sent for approval
Attendance Hours Worked 12:30:00 16:30:00 04:00 Sent for approval
Jul 18 (00:00 hours / 24:00 hours)
Attendance Hours Worked 07:30:00 12:00:00 04:30 Sent for approval gl

Create

39. Click the Back button.
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You have successfully created a Timesheet using EASE.
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Log out of EASE.
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