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Viewing the Manager TL Direct Reports Calendar

Step Action

1. The TL Direct Reports Calendar is available to all employees with a Time & Labor
Manager related role. It shows weekly calendar information for employees that report
directly to the manager, including reported time and schedule information.

It can be accessed from the home page using the TL Direct Reports Calendar link
within the TL Manager Review pagelet.

TL Manager Review

FaET TL Direct Reports Calendar
Display of direct repert weekly calendar including reperted time and schedule infermation.

It can also be accessed by manually navigating to the TL Direct Reports Calendar
page.

From Main Menu, Click on the Manager Self Service link.

Click on the Time Management link.

Click on the View Time link.

Click the TL Direct Reports Calendar link.

||  TL Direct Reports Calendar

5. Use the TL Direct Reports Calendar page to view detailed information regarding time
reporters' weekly time related data for a specific week. The page defaults to the current
week.

6. Use the View Criteria section to select the types of information you choose to view.

The page defaults to settings of view Reported Hours along with Display Options to
Show Schedule.

Use the Week of: field to enter or select different time periods to view, if desired.

8. The Weekly Time Calendar grid displays two rows for each employee for the week.

The first row contains Reported or Payable Hours while the second row displays the
employees currently assigned scheduled hours.

Weekly Time Calendar
Employee Job Title Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday

10/09/2016 1010/2016 101112016 101272016 10113/2016 10114/2016 10M5/2016
Fakename, Bob Appl Syst Analyst/Prog Senior 3750 - 07.50 07.50 07.50 07.50 07.50

35.00 - 08.75 08.75 08.75 08.75

9. The Reported or Payable hours on the first row are presented as a link that will
display the details making up the total hours for the day.
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10. Click on the quantity of hours for a given date.

07.50

Details of the hours making up that total are displayed;

Time Details For 10/14/2016

Fakename, Bob

Employee ID:
Job Title: Empl Record: 0
Reported Elapsed Time
Quantity Type Time Reporting Code
5.50 Hours Hours Worked
2.00 Hours Sick Time
Return to Calendar
11. Click the Return to Calendar link.
Return to Calendar
12. You have successfully viewed the daily time calendar for an employee.

End of Procedure.
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