OneUSG Connect Job Aid

Submitting First January 2018 Biweekly (Due 12/6/17 by 9AM)
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Step Command

Action

1. Lloginto:

OneUSG Connect

2. Select:

From Employee Self Service, select the Time and Absence tile

Personal Details

Degrees & Certificates

«

¥ Employee Self Service

Last Pay Date 05/26/2017

Paycheck Modeler

N

Time and Absence Monthly Schedule

© :

Direct Deposit Taxes

Compensation History

i$4

3. Select:

Weekly Timesheet

Company Directory

=
0T

< Employee Self Service

Forms Help

P
ML
=

Weekly Timesheet

@ Exceptions

(I:"’.' Payable Time Summary

Payable Time Detail

:3!1 Time and Labor Launch Pad

4, Validate:

One the Timesheet page, confirm that the View By option is set to Calendar Period:

Actions

Select Anatrith

*View By | Calendar Period T

*Date 1217/2017

*
E'J ¥ Total Reported
Hours
Reported Hours
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https://hcm-sso.onehcm.usg.edu/

5. Validate: Confirm date displayed is 12/17/2017. If not, click the Choose a Date (calendar) icon and select

the date. Click the Refresh icon displayed to the right of the date field to update the page
information.

Actions =
Select Another Timesheet

=View By | Calendar Period v
Date 2172017 5% ) win e
alendar
December v | (2017 r
Reported time on or after 11/19/2017 is for a S M T WTF §
The Payable Time page will populate after p P 0
F Sunday 12/17/2017 to Saturday 13
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Submit
1! Current Date '}
Reported Time Status Summary Lea E
6. Select: Absence requests must be submitted for the mandatory leave days of 12/18/2017-12/22/2017.
To submit your request on the Timesheet, click the Absence tab displayed in the Absence Events

section.

Reported Time Status Summary Absence Exceptions Payable Time

Absence Events (7
Absence Take [F=k

*5tart Date End Date Abszence Name Reason

Add Absence Event

7. Select: Click the Add Absence Event button displayed on the Absence Take tab.
Eeported Time Status Summary Absence Exceptions Bayable Time

Absence Events (7
Absence Take [Z=Tk

*5tart Date End Date Abszence Name Reason

Add Absence Event
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8. Complete: Update the default Start Date to 12/18/2017 and End Date values as 12/22/2017.
Click the Drop Down icon associated with the Absence Name field and select Vacation.
Absence Events (7
Absence Take | [=k
*Start Date End Date Abzence Mame
2182017 |5 [12/22/2017  |[5) W Vacation v
Note: If you have available Comptime, you still need to submit this absence request as
Vacation. Due to the cascade rules, the system will first take any remaining Comptime balance
that you have and then take from available Vacation balance.
9. Select Click Details and verify that your start and end dates reflect 12/18/2017-12/22/2017.

Click Calculate Duration

Click OK
Absence Events (7

Absence Take [F=7H
* Start Date End Date Abzence Name Duration Erjyn;L Details
2/18/2017 |[5) [12/22/2017 |[5) | Vacation A Hours
Absence Detail (¢
Start Date |12/12/2017 E{J
End Date |12/2202017 |[3]
Original Start Date |12/18/2017 |[5
Filter by Type | All
*Absence Name | Vacation
Partial Days | Mong
Duration Hours
Calculate Duration
Comments
Reporter Comments:
(0], Cancel
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10. Verifyand  The Holiday time for 12/25/2017-12/29/2017 should already be reflected on your timesheet.
Select Verify that your total hours are correct and click the Submit button.

From Sunday 12/17/2017 to Saturday 12/30/2017 (¢

Time Reporting Code

[=]
[=]

[+ [+

Submit

Reported Time Status Summary Leave [ Compensatory Time

Absence Events (7
Absence Take | |[[F=°H

*Start Date End Date Absence Mame Duration
12118/2017 |5 [12/22/2017 |[§ [Vacation v
11. Select: A message indicates the submittal process was successfully completed. Click the OK button.
12. Select: Remember to sign out of the application by clicking the Action List icon on the NavBar.
My Preferences
Sign Out
13. Select: Click the Sign Out option in the listing.

My Preferences

Sign Out
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