Time Reporting

Administrative Staff
Time sure flies…
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We hope you will find the technology for entering time to be a resourceful way to report your leaves as well as keeping a history of your data.  
ENTERING, SAVING, AND APPROVING  YOUR TIME
The system expectations are that you are working a 7.75 hour work day, Monday through Friday.  Exceptions to this are to be reported using the on-line system.
You can enter Planned Leave time a few days before it begins.  However, if unexpected circumstances intercede and the leave indicated does not occur, please be sure to change the entry as soon as possible.
For Unexpected Leave usage, please enter the event upon your return.
Please note that making sure the system entry accurately reflects your work/leave situation is your legal responsibility.

Any time that you have entered and saved can be reviewed, and potentially approved, by your Administrative Supervisor after passing through system processes.  Details regarding timelines will be explained further in this document.
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Logging On
Follow these steps to log on to the system:

1.)
From the MATC home page, click “Inside MATC (Staff)
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2.)
Fill in your Novell Network User ID and Password. This is the same User ID and Password you use when first logging into an MATC computer. (Upper or Lower Case)

Click Sign In
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3.) 

Click Compensation Launch Pad
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Click the down arrow next to Go To, and select Timesheet.  Click GO
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DATE   field:
Select the date you wish to begin reporting time within the current pay period. Any day of the week can be used as a start date for reporting time.  YOU MUST click on  REFRESH  after modifying the Date.

The dates displayed in the Dark Blue Bar area are the dates for which you can enter your time

Optional:
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Previous Week and Next Week:

Click the Previous Week or the Next Week buttons if you wish to change the Week Beginning date by one-week increments.  Be sure to click Submit before navigating to another week so that it is Saved.
Time Entry fields:

Once you have selected the correct beginning week, you’ll proceed by filling in the fields shown below.  The chart below serves as a quick view of what you will be reporting.
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Time Reporting Code (TRC) field:
Click the drop-down arrow to view a list of TRC codes.  Use the scroll bar to view all of the codes.  Click on the correct code. A detailed list of the codes and some guidelines are on the next few pages.
After selecting the correct Time Reporting Code (TRC), key in the correct hours per day which correspond to that code.  
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TRC Codes and time entry

*  FMLA CODES:  These codes are ONLY for use under the FMLA (Family Medical Leave Act):
FMLA Floating Holiday

FMLA Personal Leave

FMLA Leave without pay

FMLA Sick Leave 

FMLA Vacation

FMLA must be approved by the Human Resources Administrator prior to use by sending in a request and receiving an approved response.  For additional information on the Family Medical Leave Act and its usage, please contact Human Resources.  The type of leave selected will still be charged when reporting time under FMLA.

FLEX TIME:  During a specified summer period, flex time is permitted within a workweek.  When adding work hours to your regular day as a flex benefit, indicate the additional hours worked and choose

FLEX TIME - IN.

When shortening a work day during the same week (or not working a day) due to flex time, indicate on that date the number of hours by which you reduced your work day and select 

FLEX TIME - OUT.

EXAMPLE:
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DISABILITY OR WORKERS COMPENSATION:
If you are out on an approved leave of this type, you do not need to enter any time on the system.  In communicating with the Insurance Carrier, the Payroll Office will process time if appropriate during your absence. 
ADDING COMMENTS  TO YOUR REPORTED TIME:

When reporting time under certain types of codes, it is required that you enter a comment. 

After you push SUBMIT to finalize your entry, an area will be displayed to which you can enter a comment regarding your time.

Comments are required on all FMLA leaves, Personal Leave, and Bereavement Leave.  The comments field should contain brief but accurate information verifying the usage as qualifying.  
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Click in the balloon icon to add a comment to any line.   The system applies the comment per day. 
COMMENT EXAMPLE
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TIMELINE:

You should enter your absences and/or flex time on a weekly basis.  By making a weekly habit of going into the system, you will strengthen your knowledge of the system, as well as ensure your events are recorded accurately.

Entries for the work dates within the 1st – 15th of the month must be on-line no later than the end of the month.  However, in order to maintain structure within the process of updating Leave Balances, you must have your entries from the 16th -31st of the month on-line no later than the 3rd of the following month.  By having your entries on the system by that date, you are ensuring that your leave balances for that month will be updated properly.

Once you have saved the time by pushing   


, there will be several summaries you can review:
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. 
BALANCES SHOWN  (OTHER THAN COMP TIME):
All balances other than Comp Time are updated in this view once you push SUBMIT.

You should not make any entries which exceed a zero balance.

The system will update the balances shown even though the time has not yet been approved.

The leave balances will officially be updated after approval and payroll processes are complete. 

COMP TIME:

The Comp time balance displayed is updated after the time has been processed by the system.  Once it’s been processed, the updated balance will show on work weeks after the occurrence.  For example, if you have comp time usage on Monday, 11/5/07, the system will process the time later on Monday.  On Tuesday, you will see an updated balance if you look at the following week, that of 11/12/07.

COMPLETING YOUR TIME ENTRY
Once you push SUBMIT, the time is saved.  

Several times a day the system will process submitted time.  After processing, your manager will be able to approve the time if there are no errors.

REVIEW YOUR PAY ADVICE:
In the “GO TO” area under the Calendar display, you may also navigate to your pay stub information.
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Upon pushing SEARCH:

A history of your direct deposits will then appear.  Click on the first one to view your most recent direct deposit.  Note that you will be able to see this information 2 to 3 days prior to the direct deposit date.
You may choose to print them by clicking on 
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Leaves that you have reported will create a line on your pay advice information in the ‘Hours and Earnings’ area once they have been processed.  The display rounds the figure two decimal places.  No earnings are associated with the line item; it is just a function during the cycle of processing Leave Balances. This has no affect on your pay.  The hours do not accumulate in the YTD Hours column, as pay information is based on calendar year-to-date, while your leave balances are fiscal year-to-date.

LOGGING OFF / TROUBLESHOOTING
LOGGING OFF
Remember, you are logged into the Launch Pad through the Portal, called INSIDE MATC.
After you complete entering and/or reviewing your time, you should select SIGN OUT   [image: image18.png]2 4
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at the top right of the page, and then ‘X’   [image: image19.png]=lolx|
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    out of the screen that follows.

You should not be logged into the time entry system for more than twenty minutes.  For security purposes, it is suggested that you sign out of your session as soon as you are complete.

If you choose to go back into the time entry system after closing out, and you still have an active INSIDE MATC session, you will need to re-log into INSIDEMATC.

By selecting SIGN OUT, as shown below, you can log back in, and then go into Compensation Launch Pad to access your time once again.
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If you choose to go back into the time entry system and have no open session for Inside MATC, the path is:  https://mportal1.swcportal.org/psp/pamatc/?cmd=login&errorCode=105&languageCd=ENG
TROUBLE SHOOTING
Allow yourself time to get used to this system.  Navigate through the options as you have time; with repeated usage your comfort with the system will increase.  If you are unsure of where you’ve navigated to, simply start over following the instructions.

1.    Accessibility:

A.  If you receive an error while trying to navigate, begin the log in process again from the MATC home page, http://matcmadison.edu
B.  If you have further trouble logging in, try rebooting your work station

C.  If, after trying A&B you still have trouble logging in, call the Help Desk staff at 246-6666.

2.   Data Entry:

A.  If you come to a situation in which you have an error pertaining to your time entry, modify your entry based on the error message you receive.
B.  If you still experience trouble, try deleting the row(s) and start again.  Begin by entering the Week Beginning date and clicking on ‘Refresh Date’. 
C. If you still incur data entry errors, call 258-2342 or email akrumenauer@matcmadison.e

Select a Time Reporting Code (TRC) and key in the corresponding hours





Upon pushing SUBMIT, you will receive confirmation that it is successful.  Click on OK.








Next you will see Totals displayed, and an area for COMMENTS appears.











If upon review of the totals you recognize need to change the data, you may modify the data and again push SUBMIT.














Click if you need more than three rows of  data.





- Click on View Pay Advice - Push ‘GO’
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The total result of all entries to Flex Time In and Flex Time Out during a work week must be zero.








*





You may choose to click here to see instructions, but please note: 


You must report leave time in ½ or full day increments:  7.75 OR 3.875


“Time Prepopulation method” is not applicable.

















Click if you wish to delete the entire line of information.





Only one Code per Line.
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