Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf)

Overview

Standard
Guidelines

28-Day (160 &
192 Hour
Employees)
Guidelines

Schedule Status
Information

A flexible work schedule is considered to be a variable work week and is used to make temporary
changes to a schedule. The Flexible Work Schedule screen is used to identify the hours the
employee plans on working each day for a specified period of time. This schedule is different from
the employee’s assigned base schedule. The employee’s manager must approve the flexible work

schedule.
NOTE: Changes made to an employee’s Flex Schedule will affect the employee’s timesheet and
leave accruals.

The following guidelines apply to Flexible Work Schedules.

= The Flex Schedule must equal the employees’ contracted hours. The People First System will
not allow the Flex Schedule to be saved unless the contracted hours are met.

= The Flex Schedule for a period can not be changed once the timesheet has been approved for
that period.
NOTE: This also includes partial approval of a FLSA period.

= A Flex Schedule can be projected into the future, as long as there is no approved time for any
of the projected periods.

= Only the employee’s manager or HR Personnel can make changes to an approved Flex
Schedule.

= Employees will need to re-enter/change their Flex Schedule if they experience a FTE or
Position change.

= The timesheet and leave accruals will automatically update according to the Flex Schedule
once approved.

NOTE: Requesting a flexible work schedule does not change the employee’s base work schedule

assignment for the position the employee holds. Long-term changes to a schedule will need to be

handled by the employee’s Human Resources Professional.

The following guidelines apply to 28 day (160 & 192 Hour employees) Flexible Work Schedules.
The Flex Schedule screen will correspond with the employee’s 28-day schedule by displaying
in 4 week increments.

= 28-day employees’ Flex Schedule end date must coincide with the last day of a FLSA period.

= 192-hour employees must have an approved flex schedule prior to saving time entered on the
Employee Time Entry screen.

= FLSA changes should be done at the beginning of each FLSA period.

Once a flexible work schedule has been entered in the system, a notification alert is sent to the
employee’s manager to request approval. The system will indicate a Schedule Status of
“Unapproved Flexible Schedule” for any schedule that has not been approved by the manager.
Once the manger has approved the schedule, the Schedule Status of “Approved Flexible
Schedule” will display.
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Error/Warning The following error/warning messages will display on the Flexible Work Schedule screen:
Messages

Message Text Cause
Flexible Schedule does not equal 40 This message will display if the employee enters either
hours per week. too little or too many hours. Hours entered for the

period must equal the employee’s contract hours (i.e.,
40 hours, 80 hours, 160 hours or 192 hours)

Time has been submitted and/or This message will display when the employee has
approved for this period. Flex Schedules | approved time for the period selected. A flex schedule
cannot be altered once time has been cannot be changed once time has been approved for
submitted and/or approved. any portion of that period.

“You already have an approved flex This message will display when the employee’s
schedule for this period, please contact | manager has already approved a schedule. The

your manager to change your schedule.” | employee cannot make changes to an approved flex

schedule.
Key Activities The following activities will be covered in this section of the Payroll Related Information User
Guide.
Key Activity

Accessing The Screen
Viewing A Flexible Work Schedule
Entering A Flexible Work Schedule
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Flexible Work
Schedule Screen

Key Fields

Flexible Work Schedule

This section contains
the employee’s
personal information.

,,,,,,,, e

Employee ID #:
Title: | 78003055 - ADMINISTRATIVE ASSISTANT Il - SES Agency: [FPC - Parole Commizsion

Flexible Work Schedule->Overview
Period Schedule Stat

(3) | D9I15/2008 - D9/21/2006

This section provides a list

() 097222006 - 197282008 of periods (pay or FLSA).

() | 09/29/2006 - 10/05/2006

EBEE)

Menu

19194

These buttons are used to scroll
through the Payroll Periods.

Flexible Work Schedule->Details

This section provides
the flex schedule
details associated with
the period selected.

Begin Week End Week
09152008 0972172008 8

Friday  Saturday Sunday Monday Tuesday Wednesday Thursday
OFF OFF 8 8 8 8

Comments

Edit Cancel

The following table provides details on the key fields found on the Flexible Work Schedule screen.

Key Field

Description

Period

This field identifies the employee’s pay/FLSA periods.
NOTE: These will display according to the employee’s current FLSA period.

Week Begin Date

The first day (Friday) of the pay week.

Week End Date | The last day (Thursday) of the pay week
Schedule Status | Indicates whether the flex schedule has been approved.
Begin Week Indicates the first day of the work week in which the flexible schedule will start.
End Week Indicates the last day of the period in which the flexible schedule will end.
Days Of The Indicates the days of the week and the associated work hours. The employee
Week also has the ability to indicate the following options instead of actual hours:
= Off
= Day
= Evening
= Night
= Rotational
NOTE: Hours should be entered in quarter hour increments (i.e. 7.00, 7.25,
750, 7.75, 8.00).
Comments This field would be used to record information regarding why the flex schedule

was being requested.
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Finding A Payroll  The People First System automatically displays the current payroll period upon entering the

Period Flexible Work Schedule screen. If another payroll period is needed, use one of the following
buttons located below the Payroll Period box to move through the listing of payroll periods.
Button Function
: Displays the first page of listings, which are the oldest three (3) payroll

=] First Page periods.
= ; Displays the previous three (3) payroll period listings

Previous Page
=] Displays the next three (3) payroll period listings.

Next Page

Last Page Displays the last page of payroll period listings.

Accessing the Follow the steps below to access the Flexible Schedule screen.
Screen

Step Action
1 Click on the My Direct Reports link from the Quick Links list on the People First Home
Page. The Management Menu screen will be displayed.

| (T2 Werogement Acons Persanlno Time an Pyl Tramn  tfing 0o Appieatons et & nsurare OgMoragerment |

J E-Newslefter J Training Videoz J HR Policy J Log Off

Welcome .

Today is Wednesday, September 13, 2006

Your Current Position is SENIOR NETWORK SYSTEMS ANALYST - SES
Your Email Address is.

Quick Links = My Alerts | Activities =
“e”lr‘: "‘Yé”‘;fﬁ:ﬂﬁﬂ" Click the My Direct Reports quick link to access

;

e T the Management section of the system. o
Aftendance & Leave

Training Hanagement Chack All Check Displayed Alertz |Refresh List | Remave Alert

Job Requiztions

Job Application
Health & nsurancs
Perzonne! File

Org Management

NOTE: For information on logging in to the People First system, refer to the Navigating
the People First Web Site User Guide located at:
http://dms.myflorida.com/human_resource_support/people first/for_hr_professionals/trai
ning_documents.
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Step Action
2 Click the radio button (circle) to the left of the employee’s information on the
Management menu to select the employee.

- | EMewsetter | TrainingVidsos | HRPolicy | Logoff
Management =i search
Select a record or change your search criteria. * My Role View |GO| Search by Employee |50 Search by Position |50
Approvals First: Title:
Employee Time Entry Approval |+ Go My Direct Reports | G0 Last Pos ID:
User ID or Emp ID:
Administration g Tem? [
Maintain Projs/Acts/SubActs w | |Go|
Personal Information Maintenance Results
CEOVeteran-iap = EmpID |Emp Name Emp Type PosID |Pos Title Org. Org.
CLEM
Work Information Maintenance O Student/Gradte As=nt| 78020404 | OPS SENIOR CLERK 7803000000 ADMI
Action History v o Career Service 78003075 | PAROLE EXANMNER 7803000000 ELDEI::
Time and Payroll =
p— e—— = Q| Career Service 78003077 | PAROLE EXAMMER 7803000000 ADI!‘I
mployee Time Entry a
A CLEM
Positions Ol . . 78020401|0PS PAROLE EXAMINER 7803000000
ADMI
P —a— Click on the radio button o
Performance Management E‘* to select an employee OIRAME|STAT ST TSRO o
e Annrninnl 4 ™yl loo21 78000043 |STAFF ASSISTANT 7802000000 CI:EM

NOTE: If there is no Employee Name or Employee ID, then it is an unfilled position.
The manager will need to check with his/her HR Office to determine the status of this
position.

3 Select Flexible Work Schedule option from the Time and Payroll drop down menu by

clicking the =1 button.

J E-Newsletter j Training Videt

.

FEmpioyee Time Entry

Base Work Schedule Assignment

i Leave and OT Request on Behalf * My Role View |Go Search by Employee | G0 Se:
Pay Info First: Title

One-Time Regular Payroll Pay

One-Time Pay Deductions My Direct Reports

Recurring Pay Additives & Miltary Pay

Recurring Pay Deductions

[e]1=]

Flexible Work Schedule

Leave Balance Adjustments

Search

Go Last: Pos
User ID or Emp ID: Torm? [

o
-

-| Select Flexible Work Schedule option from

OT Election o || | the Time and Payroll drop down menu.

24 Hour Annual Leave Payout

FMLAFS ‘aE':tr':sq”ﬁt (@) Career Service 78003075 | PAROLE EXAMINER
ntal Pay @) Career Service 78002077 |PAROLE EXAMINER

Awrard Payments (] Temp 78020401 |OPS PAROLE EXAMINER

Leawve Balance Qwerview

Gross Pay History (Pre-Tax) o Career Service TE003043 | STAFF ASSISTANT

Stop/Cancel Payment

Employee Time Entry b (@] Career Service 78000043 |STAFF ASSISTANT

4 Click the Go button. The Flexible Work Schedule screen will be displayed.

Management =1  search
Select a record or change your search criteria. = My Role View Go Search by Employee Go
Approvals First:
Employee Time Entry Approval Go My Direct Reports | G0 Last:
u IDorE [0}
Administration SIS Term? [
Maintain Proje/Actz/SubActs w | |Go
Personal Information Maintenance Mot
EEO-Veteran-AAP e Emp 1D Emp Name Emp Type Pos ID Pos Title
N T e T TR ® Student/Gradte Assnt| 78020404 | OPS SENIOR
Action History b @] 78003075 |PAROLE EXA
Ti d P I 1
me and Payr Click the Go button to access the  |,,;5u07+ lparoLe exe
Employes Time Entry v GD<_Q_ i
" Employee Time Entry screen.
Positions O 72020401 |0PS PAROLE
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Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Viewing Flex Follow the steps below to view the flex schedule for a specific pay period.
Schedules . . . .
. NOTE: Refer to the Accessing the Screen procedures on the previous pages for information on
how to navigate to this screen.

Action

Click on the Radio button for the period desired in the Overview box. The flex schedule
for that period will be displayed in the Details box. The Pay Periods are listed in
descending order, which means the current pay period is listed at the top.

Flexible Work Schedule-=0Overview

Schedule Siatus |

Step
1

Porind

é 09/15/2006 - 09212006 | Unapproved Flexible Schedule
O |0ar2212006 - 0912672006 Click on the radio bu.tton to t.he
left of the payroll period desired.

() |09/29/2006 - 10/05/2006
=l=[=]=] 19194

Wenu

Flexible Work Schedule->Details

Begin Week EndWeek Friday Saturday Sunday Monday Tuesday Wednesday Thursday

09/15/2006 092142006 2 OFF OFF 10 10 6 &
Comments
Edit Cancel

NOTES:

= The current pay period is automatically selected upon entering this screen
from the Time & Payroll menu.
The Schedule Status field will indicate whether the flex schedule has been

approved.
2 Determine if another pay period needs to be viewed.

If... Then...
Yes Repeat Step 1.
No Proceed to Step 3.

Continued on next page
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Step Action
3 Click on the Menu button located in the Overview section to return to the Time and
Payroll menu

Flexible Work Schedule->0verview

Period Schedule Status
{2} 092212006 - 09/28/2006 | Unapproved Flexible Schedule

{:) OSv292006 - 10/05/2006
{:) 1000652006 - 104122006
BHBEEE Click on the Menu button located

in the Overview section to return
to the Time and Payroll menu.

Entering AFlex  Follow the steps below to enter a flex schedule for a specific pay period.

Schedules . , . ,
NOTE: Refer to the Accessing the Screen procedures on the previous pages for information on
how to navigate to this screen.

Step Action

1 Click on the Radio button for the period desired in the Overview box. The flex schedule
for that period will be displayed in the Details box. The Pay Periods are listed in
descending order, which means the current pay period is listed at the top.

Flexible Work Schedule->0verview

Dering Sohedule Status

09152006 - 09212006 | Unapproved Flexible Schedule |
Click on the radio button to the

092272006 - D928/2008 X X
© left of the payroll period desired.

() |08/28/2006 - 10/05/2006
El=[=]=] 19194

Wenu

Flexible Work Schedule->Details
Begin Week EndWeek Friday Saturday Sunday Monday Tuesday Wednesday Thursday

091552008 092142008 2 OFF OFF 10 10 6 6
Comments
Edit Cancel

NOTES:

= The current pay period is automatically selected upon entering this screen
from the Time & Payroll menu.

= The Schedule Status field will indicate whether the flex schedule has been
approved.
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Step Action
2 Click on the Edit button in the Details box. The flex schedule fields will open to allow for
editing.
Flexible Work Schedule->0Overview
Period Schedule Status
{E) 09/15/2006 - 09212006 | Unapproved Flexible Schedule
() |08/22/2005 - 09/28/2006
() | 0912972006 - 10/05/2006
HEEE 19794
Menu
Flexible Work Schedule->Details
Begin Week End\eek Friday Saturday Sunday Monday Tuesday Vednesday Thursday
09/15/2006 09/21/2006 8 OFF OFF 10 10 6 6
Comments
: Click on the edit button to open
gamce: the fields for editing.
3 Select the date the flexible schedule should end from the End Week drop down menu,
by clicking the =1 button.
Flexible Work Schedule->0Overview
Flexible Work Schedule->Details
Begin Week End Week Friday Saturday Sunday Monday Tuesday Wednesday Thursday
09/15/2006 09/21/2006 Qs v a OFF v a OFF v a 10 vy 10 vy [ L [ v N
Comments
save|[cancell | Select the flexible work schedule end date
from the End Week drop down menu.
4 Select the appropriate hours for each day of the week from the drop down menus, by
clicking the =1 button.
Flexible Work Schedule->0Overview
Flexible Work Schedule->Details
Begin Week End Week Friday Saturda Sunday Monda Tuesd Wednesday Thursd,
09/15/2006 09/21/2008 K] OFF OFF 10 0 10 @4 [ @ [ @
Comments 4 4 /
Satle) [Esnce Select the appropriate hours from the
day of the week drop down menus.
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Payroll Related Information — Flex Schedule (Manager Version) I

Entering A Flexible Work Schedule (On The Employee’s Behalf), continued

Step Action
5 Type any relevant information regarding the flexible work schedule in the Comments
field.
Flexible Work Schedule->0Overview
Flexible Work Schedule->Details
Begin Week End Week Friday Saturday Sunday Monday Tuesday Wednesday Thursday
09/15/2006 09/21/2006 x| 8 A OFF % |a OFF % |a 10 N 10 N [ N [
Comments < Enter any relevant information in the
Save|[Cancel Comments field.
6 Click on the Save button. The flexible work schedule will be saved and a status of
“Unapproved Flexible Schedule will display in the Schedule Status field.
Flexible Work Schedule->0Overview
Flexible Work Schedule->Details
Begin Week End Week Friday Saturday Sunday Monday Tuesday Wednesday Thursday
09/15/2006 09/21/2006 ||~ ||8 vla OFF v a OFF v a 10 vy 10 vy [ ~|N [ ~|N
— Click on the Save button to
D"' save the schedule.
7 Click on the Menu button to return to the Time & Payroll menu.

Flexible Work Schedule->Overview

Period Schedule Status

@ 091 5/2006 - 0921/2006  Unapproved Flexible Schedule
(:) 092272006 - 09W28/2006  Unapproved Flexible Schedule
{:} 0925/2006 - 10/05/2006

=EI=]=]=]

19/94

Click on the Menu button to return
to the Time & Payroll menu.
Flexible Work Schedule->Details

Begin Week

End Week Friday Saturday Sunday Monday Tuesday Wednesday Thursday
09/15/2006 09/21/2006 & OFF QOFF 10 10 6 5
Comments
Edit Cancel

LAST UPDATED ON 10/5/2006

Page 9 of 9 I




	Entering A Flexible Work Schedule (On The Employee’s Behalf)
	Overview
	Standard Guidelines
	28-Day (160 & 192 Hour Employees) Guidelines
	Schedule Status Information
	Error/Warning Messages
	Key Activities
	Flexible Work Schedule Screen
	Key Fields
	Finding A Payroll Period
	Accessing the Screen
	Viewing Flex Schedules
	Entering A Flex Schedules


