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Navigating My Timecard

In this document, you will learn how to navigate the My Timecard window.
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With uTIME, you can use the My Timecard window to review your time entry data, make edits, and address or view exceptions within
your timecard.

the gear icon.

primary window.

Accessing the My Timecard window

Log in using your UTORId and password.

Click Pop-out to promote the secondary window to a

My Timecard

A My Information

Access the uTIME log on page at http://uoft.me/myutime.

If the My Timecard window is in a secondary position, click

My Timecard

)

Preferences...

Pay Code

Hours Worked
Close

Daily Tokals

imili
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Current Pay Period [~]E | Refresh Hore My Calendar -
Pay Code Transfer Mon 2/17 Tue 2/18 Wed 2/19 Thu 2720 Fri 2/21 Sat 2/22 Sun 2/23 Total | %] L
Hours Worked 00 £:00 £:00 00 00 35:00 s M T ¥ T F f
Note Hours Worked QAE 500 500 gloala|s|e|7]|®
- - <Enter Pay ... 9 10 11 12 13 14 15
y You gan only ma,ke editsin the Schedule 9:00A... 004, ., 9:004... 9:00A... 9:00A... B 6 17 18 19 2 2 oz
My Tlmecard WIndOW When It Daily Tokals .00 g:00 8:00 00 .00 40:00 nEs ® 7oA
is a primary window.
p y Pay Code Transfer Mon 2,24 Tue 2/25 Wed 2,26 Thu 2/27 Fri2/28 sat 3/01 Sun 3,02 Total
If the My Timecard window is Hours Worked @00 00 &:00 @00 @00 4000 |
in the Related Items pane, <Erter Pay .. a
click the link in the Related . = "7 —
Items pane and the window al = (a =
will open in a new workspace. -
Location Job Account Pay Code Amount
QAS 1022005131 90401 {536 Reqular 7500
QAE (x)102/203/319/401/535 Regular S:00
| Totals Accruals |
Setting preferences
Access My Timecard.
Click the gear icon.
Eke
—
Select Preferences.
Pop-out
= Close
From the Time Period drop-down list, select a pay period. s oemtveet & D FOTEWorked™ 11
Time Enttiss &« Avalahle Salected®
Bnce
= Pay Code Bt
. . X A . 3> Dialy Totds
In the Time Entities section, use the single and double right- < Rk Tols
and left-facing arrows to move options between the Available ssow | |EORSNIEY
and Selected columns. oy~
. ) . Cokurnes Hovslsbie Selected”
n In the Time Columns section, use the single and double T
right- and left-facing arrows to move options between the 2 ounes
Available and Selected columns. :> ik
L
Click Save.
“Dvag to recrder
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Navigating the My Timecard window

B ﬁ D |§|
My Timecard \ iﬁi-ih—n
L2 Y v v 2
Current Pay Period E]I_E_:_l Refrash Mare -
Pay Code Transfer Mon 2,17 Tue 2/18 Wed 2,19 Thu 2/20 Fri 2/21 cat 2,22 Sun 2,23 Total 5/
Hours Worked :00 :00 :00 300 o0 < 35:00 ry
Hours Warked QAE 500 g ¢ 5:00
<Enter Pay ...
E——P Schedule 2004, .. 2004, .. 2004, .. :004... :004... g
Daily Totals 300 300 300 300 300 40:00
Pay Code Transfer Mon 2,24 Tue 2/25 Wed 2,26 Thu 2/27 Fri 2/28 Gat 3,01 SLW 3/02 Total
Hours Worked g:00 g:00 g:00 g:00 g:00 40:00 —
<Enter Pay ... a
A d
Al (=] A ==
Location Joh Account Pay Code Amount
0OAS 102/203/319/401 /536 Regular 75:00
o
OAE GA102/205/319)401 /535 Regular 5:00
| Totals Accruals

Top section of My Timecard: View basic time data such as
worked hours, shift totals, and scheduled hours.

E Time period drop-down list: Select from a preconfigured list
to view a specific time period.

Select Dates: Use if you want to select a specific date range
outside of the preconfigured options.

E Refresh: Click to return the timecard to its status after the last save.
Save: Click to save your changes.

Cancel: Click to revert back to the status of the timecard
before the changes were made.

More: You may be able to approve a timecard, remove
approval from a timecard, or add a row in the timecard.

Minimize/Maximize: Click to expand window or restore to its
original size.

n Gear: Set preferences, promote secondary window, or close
and return window to Related Items pane.

Totals: Sum of hours for each pay code line or the timecard
total.

Editable cells: Depending on your access, you may be able to
edit information in the timecard (example: enter daily durations
in the timecard).

Visual indicators: Alert you to items that need your
attention or provide information. For example, if you have an
unexcused absence in your timecard, hover over the
indicator icon in the cell to view the indicator details.

Bottom section of My Timecard: Includes daily timecard data
related to the day selected in the top section of the window.

Daily Totals: Sum of hours for each day.

E Schedule: Shows work schedule time details.
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