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Introduction to VCU RealTime

What is RealTime?

VCU RealTime is the university’s time recording and leave processing
system. It replaces paper forms and eliminates redundant keying of
information into prior systems that did not link together.

The RealTime system helps to ensure accuracy and compliance with the
Fair Labor Standards Act (FLSA). As the name indicates, the system
tracks employees’ time worked as it happens, not after the fact, and is
thus more accurate. The following is a list of some of the advantages of
using an electronic timekeeping system like RealTime:

It's paperless.

It ensures we are in compliance with FSLA.

Users can view real-time hours and time history.

Reports can be easily created.

It stores work history so you can access it later.

Managers can more easily monitor attendance, overtime, and
leave usage. The responsibilities are not new, but RealTime
makes it easier.

Who uses RealTime?

e Non-exempt employees use the system to record hours worked,
either by clocking in and out or using the “Manage Time Sheet”
option.

e Leave-eligible employees (exempt and non-exempt) use
RealTime to request leave.

e Timekeepers and managers have specific monitoring, review, and
approval responsibilities that are outlined and delineated below.

Roles and Responsibilities

Manager and timekeeper roles and responsibilities for reviewing and
approving employees’ recorded work hours and leave requests remain
largely the same with the VCU RealTime system as they were with the
paper timekeeping system:

Managers monitor, review, correct and approve
hours worked, overtime and leave requests.

Managers are ultimately responsible for monitoring and approving their
employees’ work hours and leave requests. VCU RealTime also allows
managers to correct timekeeping errors when employees are unable to
do so and to approve a timekeeping error (i.e. a missed punch that an
employee has corrected).

Timekeepers review employees’ recorded time
worked, and leave requested/taken, to ensure it is
compliant with policy.

Timekeepers review work hours for hourly and non-exempt employees to
be sure they are equal to the expected work hours for the period. If a non-
exempt employee is eligible for overtime leave accrual, the timekeeper
will update their hours worked over 40 to the correct code; if a non-
exempt full-time employee works less than the expected hours, he/she
should have leave entered for the missing hours.

There may be instances in which a timekeeper will perform timekeeping
actions that are typically manager responsibilities. While this user manual
identifies most of the system functions as manager responsibilities,
timekeepers must learn and understand the same processes so they can
perform them on the rare occasions that it is necessary.

****Eailure to approve entries by manager before payroll deadlines may
result in incorrect pay for non-exempt employees. ****

****Eailure to use the system correctly can result in disciplinary action or
department fines, depending on the type of noncompliance. ****

Remember the supervisor’'s “DYNAMIC DUO”: Missed punches and
leave. Get in the habit of checking for both every single day.



Key Terms

RealTime employee number — An employee’s unique identifier in
RealTime, found by replacing the V in the VID with a 9 (e.g. an employee
whose VID is V00123456 would have the RealTime number 900123456).

Clock in — a clock in initiates the system to record an employee’s hours
worked. Clock in is used at the start of a work day or shift and after
returning from a meal break and is similar to the “time in” term used on
the paper timesheet.

Clock out — A clock out ends the system tracking of an employee’s
hours worked. It is only used at the end of the work day or shift and is
similar to the “time out” term used on the paper timesheet.

Break — Time not worked for lunch or meal. Meal breaks are unpaid and
non-exempt employees should clock out for the meal break using the
“Break” button and not the “clock out” button. This is not the discretionary
“15-minute” break that some departments may permit.

Missed Punch — Employee failed to either clock in for work, clock out
after work, clock out for a meal break or clock in upon returning from a
meal break.

Segment — A period of time worked or leave recorded in RealTime. For
example, most full-time employees will have two segments each day, one
before the meal break and one after. Segments can be edited, added or
split. Segments cannot be deleted.

Time Sheet — Record of time worked and approved leave. Non-exempt
employees who do not clock in and out use the “Manage Time Sheet”
function to record their hours worked in RealTime.

For more terms used in VCU RealTime, see the Glossary at the end of
this manual.

Accessing VCU RealTime

Faculty and staff access VCU RealTime to record time and request leave
by going to www.go.vcu.edu/realtime and clicking on the Employee link.
(Certain departments may use physical clocks. Instructions for using
physical time clocks are available from Human Resources.)

To access VCU RealTime as a timekeeper or manager, visit
www.go.vcu.edu/realtime. Click on the Manager or Timekeeper link.
Your elD and elD password will be required to log in. Please note that, for
security reasons, the system will log you out after 15 minutes of inactivity.



http://www.go.vcu.edu/realtime
http://www.go.vcu.edu/realtime

Dashboard

The Pending Time
Off Requests

PENDING TIME OFF

RealTime provides several tools to allow managers to view and approve

information as soon as they log in through dashboard widgets.

Types of Widgets

The Required
Approvals widget
displays time that has
not yet been approved
across the current
open week period. A
manager can approve
by clicking the check
mark, or “Jump to
group hours.”

The Approaching
Overtime widget is
similar to the
Approaching
Overtime report.
Employees within a
certain threshold of
hitting overtime will be
displayed, along with
how many minutes

REQUIRED APPROVALS

TestOneEmployee  Manager Approva
TestOneEmployee  Manager Approva

Test Two Employee  Manager Approva

APPROACHING OVERTIME
(CLOCKEDIN)

Test One Employes Already 20 minutes into overtime 1

Jump to Approaching Overtime

they have worked over 40 hours.

widget displays REQUESTS
employees who
have upcoming time-
off requests still e ——
. Test One 11/17/2015 On-Call Pay $2.00- 12:00 AM to
requiring approval Employes 12:00 AM
from the manager' Test One 11/18/2015 On-Call Pay $2.00- 12:00 AM to
Employes 12:00 AM
The manager can Test One 11/26/2015  Annual Leave - 09:00 AM to 01:00
approve or deny Employee PM
i i Test Tw 11/11/2015 Annual Leave - 08:00 AM to 04:00
requests within the e frnealieave e

widget by simply

clicking the x or the
check mark, or click
“Jump to Request Manager” to go directly to the Request Manager.

The Missed Punches widget displays missed punches that have been
entered by employees but not yet approved by the manager.

MISSED PUNCHES

Test One Employes Missed Out 11/1309:45A-11:30A

Note: The dashboard is
configured to display 100
employees by default. If you
have access to a large
number of employees, you
may want to increase this
number. Click on your name
in the upper right corner of
the screen, and go to My
Options. Edit the number in
the Dashboard processing
limit and click Save.

WCU Realtime Training Manager

Serial Number M-700AM380 -

4/27/2016 11:33:31 AM

My Options t
Log out



Individual Hours

Managers use Individual Hours to add, edit, and split employees’ hours,
as needed.

{Q}  HOurs

Individual Hours  Group Hours  Period Reports

EMPLOYEE TOOLS

Adding Hours

It may be necessary to add a time segment when an employee fails to
record hours for the entire day or fails to submit a leave request and
payroll is closing.

1. Go to Hours > Individual Hours.

2. Click on an employee to view hours, or search for an employee by
name or employee number (replace the V in the VID with a 9).

3. Click the Add Segment button.

INDIVIDUAL HOURS

Sartby: 1D Emgioryes Filter
Tost Employsn x m
Showing 27 recatdh of 22 -
4 TESTEMPLOYEER |5t One Employee
Izmcmu Tost One Emplov  y5182015 o NS D Open Wesths p Update

99000002 Test [wuLmnIu\‘l
FHHO00003 iea:rn«eemnlul;

F99000004 Test Four mp‘w\._[

Resobre period

B areroes B
FHI000005 Test Five Empioy.

990000046 Test Six Employes.

999000007 Test Sevon Emolc A ¥ ¥ o ched & .T:;";. Time in Tiome Out Mours  Shift™
$99000008. Test Flght Emplon | @ ¥ HO2HI01I0700AM | << Timeshest > Lo 100
999000009 Test Ning Emptor B @ 10720130243 P oz om
999000010 Test Ten Employe] CHE r e

99000011 Test Eleven Empi) C L o1 o
999000012 Test Tuveive Emps | * @ @ oss  ass
99000013 Test Thirteen Em R 000 amo

LY
%
<
[
3
"

$99000014 Test Fourteen Err *

4. Enter the date and time of the segment

e The dates shown will default to today’s date for both time in and
time out, and the default time in and time out are 9 a.m. and 5
p.m.

e Change time and/or date.

Add Segment

Segment Length: 8.00

[ individual is clocked in

|| Time sheetentry Timein  11/13/2015 09:00 AM E

Timeout  11/13/2015 05:00 PM E

Breaktype | << NON

| Missed in punch
E >> )

|| Missed out punch

Job Code [961 1-1T Analyst

"
44 - INCIement Weather Leave Accrue
Cost Code

97 - Holiday - University Closed
Rate

Mote 92 - Predisciplinary Leav

9611 - 1T Analyst

9904 - Police Officer

9909 - Police Off Duty Cvertime

If the employee has more than one job, select the appropriate Job Code
using the drop-down menu.

5. Enter a comment in the Note field.
6. Click Save when finished.

7. Once a record has been edited, a Y will appear in the Edited column.
Click on the Y to view a note identifying the change made and the
Employee Number of the individual who made the adjustment.



Editing Hours

4. Make the desired changes, which could include:
It may be necessary to change times, dates, and job codes if an

employee failed to do so or made an error e Editing date in, date out, time in or time out

e Selecting correct job code to record leave
1. Go to Hours > Individual Hours

m 5. Enter a reason for the edit in the Note field if desired.
Test One Employee Exception Filter Job Code Filter 6 CI|Ck SaVe When f|n|5hed
s Bl + [ Bl (e J 7. Once a record has been edited, a Y will appear in the Edited column.
Click on the Y to view a note identifying the change made and the

Employee Number of the individual who made the adjustment.

®oreak [ showabsences  Regular  OT1  OT2
4000 280 000

<t retosory: sy e Zeroing out a segment
A U ¥ notes Edited @ LBE’:;'; Time In Time out Hours  shiftTotal WeekTotal  JobCode

@2 e g = v 11/6/201507:00AM  1U5/20150500PM 1000 1000 ) To zero out a Segment segme nt Length' 0.00
L] B | B ¥ 11/10/201507:.00AM  11/10/201505:00PM 1000 1000 Delete that was entered |n error, "
[ ] | ¥ 11/11/201507:00AM  11/11/201505:00PM | 1000  10.00 Splitsegment by length Change the Tlme In and
° = = . . S [ —— = Split segment by percentage

r == = = . . -
@ m ml | L o ——— P —— g Togge sk Time out to the same Timein  1/28/2016 12:00 AM @
. B T e time (prior to the time the . @
ime out .

[ ] O 11/13/201509:45AM << Clocked In>> 2.55 255 em ployee Worked) and l'llrzg"l[zulﬁ 12 DD AM

verify that the Segment Length is 0.00.

2. Click on an employee to view hours, or search for an employee by Note: ONLY PAYROLL CAN DELETE A SEGMENT.

name or employee number (replace the V in the VID with a 9). Cost Codes for Grant-funded Positions:
3. Right-click the segment that you wish to edit and select Edit.

For wage employees, timekeepers can adjust the labor distribution by

Edit Segment : reedback updating the cost code from the default code to the index code of the
Segment Length: 3.00 grant-
7] Individual is clocked in 1. Goto Hours > Individual Hours
Time shestentey imein | /26/2015 Jon AN @ 2. Click on an employee to view hours, or :leittsegmentbylength
B issed i punch Timeout | 1/26/2016 nowm [ search for an employee by name or employee e
] issed out punch Breaktype | << NONE >> . number (replace the V in the VID with a 9). Add break
jobCode 96U -IT Anahyst 3. Right-click on the segment and choose Edit e
Costcode . (to update the full segment) or Split segment
e by length (to split segment into multiple cost
Note codes).




4. Under Cost Code select the desired index code for the grant. (Note: Rev|eW|ng & Approv|ng Missed Punches
To narrow the search start typing the index code number.)

The “missed punch” system is designed to catch errors if an employee
forgets to clock in or out. If an employee forgets to clock out at the end of
Segment Length: 4.75 a shift and then tries to clock in the next day, the system will recognize
that a punch is missing and prompt for a correction.

Edit Segment ? Feedback

[ individual is clocked in

[F] Time sheet entry Timein bfZSIZUl? @ 12:15PM @

e rmeout 35017 [ osoorm [ Managers must approve all instances in which an employee missed and
[F] Missed n punch Breaketype | << MONE >> - corrected a “clock in” or “clock out” either at the beginning or end of the
[F] Missed out punch JopCede 90803301~ 1 Senior A, day, or over a meal break. Employees cannot correct more than one
C°5t°°de missed punch in a row. Multiple consecutive missed punches must be
Rate (B0 corrected by the manager.
Mote

Missed punches that are not corrected can result in overtime or possibly

Extra Cancel Save errors that impact several segments. It is critical that missed punches be

corrected in a timely manner. So remember the supervisor’s...
“DYNAMIC DUO”: Missed punches and leave. Get in the habit of
checking for both every single day.

5. Click Save when finished.

If the cost code is not updated in RealTime before payroll closes the
timekeeper will need to complete the changes in Banner using Labor 1. Go to Hours > Individual Hours. Missed punches appear in color.

Redistribution (PHAREDS). Click on the row with the missed punch to select it. A check will appear in
the first column.

Hours

Test One Employee | Exception Filter Job Code Filter Downlo:

11/9/2015 m 117142015 Manual ) Update

@unapproved @ Break [ showabsences Regular OT1  OT2  leave To
4000 217 000 000 4z

Showing8recordsaf 8 Selected 1 records

Break

A ¥ ¥  rotes Edited & Longth  Timeln Time Out Hours  Shift Total WeekTotal  JobCode
® ¥ 11/9/201507:00 AM 11/9/201505:00 PM 1000 1000 9611-IT Analyst
[ ] Y 11/10/201507.00AM  11/10/20150500PM 1000 1000 9611- T Analyst
[ ] ¥ 11/11/2015 M 11/11/20150500PM 1000 = 10.00 9611- T Analyst
[ ] r 5.0 T Analyst
[ ] v L 11/12/201512:30PM | 11/12/201505:00PM | 450 | 950 9611- T Analyst
[ ] B 11/13/201508:00AM  11/13/201508:45AM 075 075 9611- T Analyst
% @ 11/13/20150945AM  11/13/20151130AM 175 175 2611 - T Analyst
([ ] 11/13/201512:30PM <« Clockedin>> 017 017 4217 9611 - T Analyst



2. Click Manage Exceptions. Click the buttons in the Approve column to
approve missed punches and add Manager approval for the shift. Click

Apply.
Test One Employee Exception Filt

11792015 to 111412015 Manual . Update

Manage Exceptions

Resolve period

Unapprove Approve B Break [ shav

Missed Punches (o] [ ]

Showing 8 records of 8 Selected 1 records

Employee 0

J ‘ \M/ \E/ Motes Edited & Hour:

Manager o]
00 PM 10.00

300 PM 10.00

[
O [ ] O O ¥
[ ]

L4511 EU L0 U AT AR 1151002010500 PM 10.00

e Missed punches that have been fixed by the employee, but not yet
approved by the manager appear in a different color, listed as
“unapproved” in the color key above the timesheet.

. Manage Exceptions ., Resolve period .

B unapproved W Conflice @ Break

e Once approved, the shift will no longer be in the “unapproved”
color.

If it is necessary to make an edit to the time the employee entered, right-
click the segment, and choose Edit from the menu. The Edit Segment
window will appear.

Edit Segment ? Feedback

Segment Length: 3.08

Timein 12/7/2015 08:45 AM @
Timeout 12/7/2015 11:50 AM @

Breaktype Meal

[ Individual is clocked in

#| Missed in punch

) Missed out punch
JobCode 9611 - IT Analyst

Cost Code
Rate | (0.00

Mote

Extra Cancel Save

NOTE: Employees who record their time worked using the “Manage Time
Sheet” option will not have missed punches.

Approving Leave Requests for Faculty and Staff

In VCU RealTime, managers can perform three functions when they
receive an email or a RealTime system request to use leave from faculty
and staff. They can:

1. Approve or deny the leave request.

2. Modify a leave request that has not yet been approved.
However, if the supervisor has not yet approved the leave
request, the employee can cancel it and submit a new one.

3. Change an approved leave request.

Leave requests for faculty and staff must be approved in a timely manner.
Once a leave request is approved, the employee’s timesheet will be
updated the following day. Failure to approve requests may result in the
employee’s pay being incorrect.



1. Go to Tools > Request Manager.

@. HOURS EMPLOYEE TOOLS

Employee Status  Request Manager Other Tools .

2. Leave request are displayed in a calendar. Click List to switch to list
view.

Status
Reguests per calendar day 10 Apply
<< < January 2016
Sun Mon Tue Wed
27 4 28 + 29 + 30 +
Pending (1) l IP&nding(?j l IP&nding('le ‘ [Pending(ﬁh

Check only the Include pending check box under Status to view only
leave requests that have not yet been approved.

Calendar IH.

Status

[#| Include pending
[ Include approved 016 ﬂ Cpen Weeks . Update

) Include denied

T “‘ Erpandall Colapseal

3. This screen shows all leave requests for all employees. View the list of
requests in a different order by choosing from the Group by menu.

Calendar n

Status

None
1D Number

Request Date
First/Last Name

Last/First Name

Group by

11/8/20 016 Nl Open Weeks Upd;

Date Hired Expand all Collapse all
Date Submitted -
Manager
Page1 , =
Page 1of3

Showing 1-100 records of 211 Selected 0 records
1D Mame Date Submitted Motice Days Request Date

Select the request you wish to approve by clicking on the row. Click
Manage then Approve Request Level 1 or Deny. The employee will be
sent a standard message stating that the request was approved or
denied.

+ Add

Showing 10 reco

Caollapse all

Manage Expand all
Fl

Add

[»] Detail Motice Days Request Date
View in calendar

- 11/16/2C
Delete

000002 3 11/14/2015
Approve Request Level 1

- 11/17/2C Deny

999000001 12 11/17/2015

+ 11/18/2015 (1of 1requests)
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Viewing Leave Balances

1. Go to Employee > Employee Profiles.

2. Click on an employee, or search for an employee by name or
employee number (replace the V in the VID with a 9).

3. Goto Leave > Accrual Banks.

urs Payrall Access Excepti
P P P
Request Templates
olate) ( Requests

Accrual Banks

4. Leave types are displayed in alphabetical order. Click the pencil in the
Ledger column to view the balance for each leave type. The balance
displayed in the upper right corner and in the Accrued column reflects
the current leave balance in Banner.

® View enti Accrued 427.2100

View selected period Used 0.0000
Expired 0.0000
Remaining 427.2100

1172019 to | 41122019 Year To Date . Downloas
Startdate Stopdate Period
Accrued 4272100
Edit Delete DatePosted DateBxpired Accrued  Expired Used  Excess  Adjustment Used 0.0000
03/27/2019 427.2100 00000 00000 0.0000 X ExpirEd 0.0000
Remaining 427.2100

Modifying Leave Requests Prior to Approval

To make a change to the request before approving, choose Detail from
the Manage menu. On the Employee Request Detail window, click Edit
to go to the Employee Request.

Edit Employee Request g

Templates Employee Test Two Employee

Date requested | 1111372014 .
Starttime | 07:00 AM E

Hours | 8:00

No records found

Leavecode 8 - Personal-Family Leav

Description

Make any appropriate changes and click Ok, which will return you to the
Employee Request Detail window. Click Save.

Employee Request Detail

Information

Employes Test Two Employee Days 1/1
Hire date Date reguested 11/13/2015 (07:00 AM 8.00)
Date submitted 11/13/2015
Entered by Test Two Employee Hours 8.00

Edit

Leave code 8- Personal-Family Leav

Accrual Bank Mo Accrual Bank

+ Approvals

+ Notes

+ Options

Approving multiple days: It is possible to approve multiple days of
leave for a single employee at one time. On the Request Manager
screen, select the first row you wish to approve, then hold down the shift
key while selecting the last row you wish to approve. Select Approve
Request Level 1 from the Manage menu.

Manage Expandall Collapse all

Showing 5 recordsof 5 Selected 5 records

D Name Date Submitted  NoticeDays ~ RequestDate  Time Hours Levell  Level2 Level3 JobCode

- 11/30/2015 (1of Lrequests)

999000001 TestOneEmployee  11/13/2015 17 11/30/2015  09:00AM-05:00PM 800  Pending 5- Annual Leave
- 12/01/2015 (1of1requests)

999000001  TestOneEmployee  11/13/2015 18 12/01/2015  09:00AM-03:00PM 800  Pending 5- Annual Leave
- 12/02/2015 (lof1requests)

999000001  TestOneEmployee  11/13/2015 19 12/02/2015  09:00AM-03:00PM 800  Pending 5- Annual Leave
- 12/03/2015 (1of 1requests)

999000001 Test One Employee 11/13/2015 20 12/03/2015 0%:00 AM - 05:00 PM 8.00 Pending 5- annual Leave

- 12/04/2015 (tof 1requests)

5 of 3 requests require Request Level 1 approval. Do you want to approve these 5
requests?

*J
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Editing Approved Leave Requests

It may be necessary to edit a leave request for an employee who
requested the wrong type of leave, or keyed in the wrong hours, or
requested leave that they ended up not taking. Once the manager has
approved the leave request, ONLY the manager or timekeeper can make
changes. Note that if an employee enters a leave request that conflicts
with an existing request the system will not allow the conflicting request to
be submitted. The system will display an error that says, “This requests
conflicts with an existing request.” In this case, the manager must make
changes to reflect the correct leave or earn code(s).

1. Go to Hours > Individual Hours

2. Click on an employee to view hours, or search for an employee by
name or employee number (replace the V in the VID with a 9).

3. Right-click on the approved leave segment you wish to edit, and
choose Edit. The Edit Segment dialogue box will open.

4. Edit the details of the leave request. Click Save.

Edit Segment ? Feedback

Segment Length: 8.00

[7] individual is clocked in

[ Time sheet entry Time in Il,I’ZS,I’ZDlﬁ 09:00 AM @
Timeout 1/28/2016 05:00 PM @

Break type << NONE ==

[ Missed in punch

[F] Missed out punch
JobCode 5 - Annual Leave

Cost Code
Rate (.00

Mote

Extra Cance Save

5. Once a record has been edited, a Y will appear in the Edited column.
Click the Y to view details of the change made.

Zeroing out a leave request

To zero out a leave request that an employee no longer needs, change
the Time in and Time out to the same time (prior to the time the
employee worked) and verify that the Segment Length is 0.00.

Segment Length: 0.00

Timein 1/28/2016 12:DDAM @
Timeout 1/28/2016 12:DDAM @

Splitting Segments

Hours worked by non-exempt employees must be approved by the
manager. Managers should not approve hours until all necessary edits
have been made. Communication between managers and timekeepers
is important, to be sure that timekeepers have completed any editing
before the hours are approved. If a segment is edited after it is
approved, the revised segment must be approved again.

A record may be split into different segments if necessary.

e Add a meal break if an employee failed to clock out for lunch and
clock in.

e Change a job code: When a non-exempt employee works over 40
hours in a week, the timekeeper may split a segment to change
the job code from regular earnings (REG) to overtime leave
accrued.
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To add a meal break:

1. Go to Hours > Individual Hours

{Q} HOURS  EMPLOYEE  TOOLS

Individual Hours  Group Hours  Period Reports

2. Click on an employee to view hours, or search for an employee by
name or employee number (replace the V in the VID with a 9).

3. Right-click on the segment and choose Add break.

Edit )
Split segment by length

Split segment by percentage

Add break
Toggle break

3

4. Enter the Break length and Save.

Add Break ? Feedback

Timein 2/3/2016 08:00 AM
Time out 2/3/2016 05:00 PM

Date = 2/3/2016

Time  12:30 PM @

Breaklength 60

Break type m .

Mote
Track information goes with @ First Segment

) Second Segment

Cancel Save

To change a job code:
1. Go to Hours > Individual Hours

@ HOURS EMPLOYEE TOOLS

Individual Hours  Group Hours  Period Reports

2. Click on an employee to view hours, or search for an employee by
name or employee number (replace the V in the VID with a 9).

3. Right-click on the segment and choose Split segment by length.

Edit )
Split segment by length

Split segment by percentage

Add break
Toggle break

3

4. Click the Split button. The segment will be split into two equal
segments.

Split Segment

Split Delete Length Tim

N 09:00
Oul
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5. Leave <<NONE>> as the Break type, enter the length of the first shift,
then change the Job Codes as appropriate. In the example below, the
employee worked a 5.5 hour segment, and went into overtime after 2.5

hours. The length of the first shift is 2.5 hours, and the Job Code on the DS
second (2 hour) segment is changed to 22 — Overtime Leave Accrued. 8 Unapproved @ Conflict @ Break
split Delete  Length Time Break /ing 5reco
« — | 0130 PM Type | bcode 911-MhAnabst | mae 000 A ¥ ¥ ¥ Notes Edited L'i:’;"h Time In Time Out Hour:
out 04:00 PM Length N/A Cost Code . << NONE ; Note ®
— ————— vl 4
n 0400PM ] e Job Code | 22 - Overtime | eave Ax | pate 000
N — : ————— ® 7| 11/13/201512:58 PM  11/13/201504:30PM  3.53
out 06:00 PM Length N/A Cost Code << NONE > Al Note
& v
6. Click Save. [ << Missed >>
@ Y 11/20/2015 04:00 PM 11/20/2015 05:00 PM 1.00

7. Once a record has been split, a Y will appear in the Edited column.
Click the Y to view details of the change made.

. Click Apply Changes to approve the checked segments.
Approving Hours Worked PP g PP g

Hours worked by non-exempt employees must be approved by the Approving Hours Using Group Hours
manager. These hours may be approved in Individual Hours or in

(to quickly assign approval to multiple shifts or multiple shifts for multiple
Group Hours.

employees)
Approving Hours in Individual Hours 1. Go to Hours > Group Hours.
(to approve hours for one employee at a time) 2. Enter the desired range in the Start and End date fields, or select a

date range from the drop-down list. Click Update.
1. Go to Hours > Individual Hours ) . .
3. Review the hours and verify that they are correct. If corrections are

1@ HOURS  EMPLOYEE  TOOLS required, double-click on the segment to open Edit Segment and make
the necessary corrections, or notify the timekeeper to correct the hours
before proceeding with approval.

Individual Hours  Group Hours Period Reports

2. Click on an employee to view hours, or search for an employee by

i ; 4. To indicate Management approval for a particular employee, click the
name or employee number (replace the V in the VID with a 9).

check box below the M column. To select and approve multiple segments

3. Check the boxes under the M column to indicate manager approval. or employees, select the first row, then hold down shift key while
Two new boxes will appear: Apply Changes and Discard Changes. selecting the last row, then click Manage Exceptions and choose
Manager.

Note: Shifts that have not been approved may not be exported to
Banner. All shifts should be approved prior to the day the Payroll office
exports time into the Banner system. For dates, refer to the Payroll
processing schedule on the Human Resources website: www.hr.vcu.edu
Failure to approve shifts may result in loss of employee pay.



http://www.hr.vcu.edu/
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For employees who clock in and out, the RealTime system is recording
the employee’s exact time in and time out. Those hours will be displayed
rounded to the nearest quarter hour.

RealTime is designed to round employee clock-in and clock-out actions to
the nearest 15 minutes, just as employees have been instructed to do on
paper timesheets.

o Non-exempt employees are paid for hours worked, and it is important
to realize that the minutes worked could be rounded up to result in
overtime or could be rounded down resulting in the need for a leave
request.

e Hourly employees are paid for hours worked. Hourly employees are
restricted to an average of 29 hours per week such that overtime is
not normally an issue. In those cases where an hourly employee may
be scheduled to work 40 hours in a particular week, it is important to
realize that the minutes worked could be rounded up to result in
overtime.

Examples of rounding:

e You are scheduled to work 8:00 a.m. to 5:00 p.m. with a one-hour
lunch break. You clock in at 7:55 a.m. (five minutes early) and clock
out at 5:02 p.m. (two minutes late) with exactly one hour break at
lunch. The system is going to record 8.00 hours:

0 7:55 a.m. rounded to 8:00 a.m.
0 5:02 p.m. rounded to 5:00 p.m.

e You are scheduled to work 8:00 a.m. to 5:00 p.m. with a one hour
lunch break. You clock in at 7:52 a.m. (eight minutes early). At the
end of the day, you clock out at 4:55 p.m. (five minutes early) with
exactly one hour break at lunch. The system is going to record 8.25
hours:

0 7:52 a.m. rounded to 7:45 a.m.
0 4:55 p.m. rounded to 5:00 p.m.

In the interest of accuracy, rounding works a little differently around meal
breaks. When an employee chooses “Break,” the exact time will be
recorded; when she clocks in at the end of her lunch break, the total
length of the lunch break is rounded to the nearest 15-minute increment,
starting from the “Break” time.

e You are scheduled to work 8:00 a.m. to 5:00 p.m. with a one-hour
lunch break. You clock in at 7:55 a.m. (five minutes early). For
break, you clock out at 12:02 p.m. and clock back in at 12:59
p.m. (three minutes short of the 60-minute break). At the end of
the day, you clock out at 5:02 p.m. (two minutes late). The
system is going to record 8.00 hours:

0 7:55 a.m. rounded to 8:00 a.m.

0 12:02 p.m. (Break)

0 12:59 p.m. (Clock in to return from break.) Total break time
is actually 57 minutes, and the system rounds up to one hour,
which is the nearest quarter-hour increment. The clock-in
time is displayed as 1:02 p.m.

0 5:02 p.m. rounded to 5:00 p.m.

e You are scheduled to work 8:00 a.m. to 5:00 p.m. with a one-hour
lunch break. You clock in at 7:55 a.m. (five minutes early). For
break, you clock out at 12:02 p.m. and clock back in at 12:53
p.m. (nine minutes short of the 60-minute break). At the end of
the day, you clock out at 5:02 p.m. (two minutes late). The
system is going to record 8.25 hours:

0 7:55 a.m. rounded to 8:00 a.m.

0 12:02 p.m. (Break)

0 12:53 p.m. (Clock in to return from break.) Total break time
is actually 51 minutes, and the system rounds down to 45
minutes, which is the nearest quarter-hour increment.

0 5:02 p.m. rounded to 5:00 p.m.

NOTE: Employees who use “Manage Time Sheet” to enter their time in
VCU RealTime have been instructed to round their time: for instance, an
employee who arrives at work at 8:05 a.m. will enter their begin time as 8
a.m. If instead the employee chooses to enter exact times, the total time
worked in a day will be rounded to the nearest 15 minutes.

All non-exempt employees are encouraged to observe their clocking in
and out times carefully to avoid working less than a full shift or working
any unapproved overtime. Remember that any additional time worked
must be pre-approved and failure to arrive and depart timely could result
in formal disciplinary action if overtime is accrued without approval.
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Other Information for Managers and Timekeepers

Hours will be preloaded for approved university-wide closings and delays.
For partial-day closings, you may need to edit begin or end times for
employees whose work hours vary from the approved closing. (Note: You
will not have to make any adjustments for exempt or hourly employees.)

Example: Office opening is delayed until 10:00 a.m. The times of
8:00 a.m. to 10:00 a.m. will be loaded. Timekeepers will need to
edit begin time if the employee’s normal start time differs from
8:00 a.m. If the employee’s normal start time is 7:30 a.m., you
must edit start time to 7:30 a.m. If normal time is 8:30 a.m., then
edit start time to 8:30 a.m. This ensures that the employee will
receive a 40-hour week.

For non-exempt employees who are eligible to accrue leave when
working during an office closing, timekeepers must edit the loaded
segment to reflect leave accrued. Exempt employees who are eligible to
accrue leave when working during an office closing should submit a leave
request.

Non-exempt employees must be compensated for all hours worked more
than 40 in a workweek (at straight time or time and one-half, as
appropriate) or receive overtime leave accrual if a signed agreement is in
place.

Remember: any additional time the employee works must be pre-
approved, and failure to arrive and depart timely could result in formal
disciplinary action if overtime is accrued without approval. Contact
Employee Relations for assistance.

Holiday hours will be loaded into VCU RealTime. The following occurs if
an employee works during a holiday, depending upon employee type:

e Eligible exempt employees will submit a request for holiday leave
accrued that the manager will review and approve, if appropriate.
e Non-exempt staff will record their time worked as normal; the
timekeeper will change the loaded Holiday Leave segment to
Holiday Leave Accrued and reduce the Holiday Leave as
appropriate for leave-eligible employees.
Example: An employee works from 10 a.m. to 1 p.m. on a
holiday.

Enter a three-hour segment of Holiday Leave Accrued.
Reduce the Holiday Leave from eight hours to five.
Do not make any changes to the REG segment.

e Hourly employees will record their time worked as normal

NOTE: In certain rare cases, employees are given an amount of holiday
or other leave that is prorated based on their FTE. Please see the
timekeeping resources on the Human Resources website at
www.hr.vcu.edu for more information, or contact Human Resources if you
need help with these unusual situations.


http://www.hr.vcu.edu/
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Reports and Criteria

VCU RealTime makes available many reports for managers and
timekeepers.

Running a Report

To view a list of available period reports, go to Hours > Period Reports

@ HOURS

Individual Hours  Group Hours = Period Reports

EMPLOYEE TOOLs

To run a report, choose a category, and click on the name of the report in
the list in the center of the page.

Payroll > Complete Payroll Report gives a timesheet-like view of
selected employee(s) recorded hours and leave taken.

Payroll > Weekly Punch Report shows actual times as well as
rounded times for employees who clock in and out, which allows
managers to watch for abuse of rounding.

Payroll > Exception Report displays a list of exceptions such as
long shifts or missed punches. For instance, to view missed punches,
choose Settings and Filter to include only certain exceptions, then

click Filter and check Missed Punches.

Payroll > Approaching Overtime Report displays a list of
employees who are within 120 minutes of 40 hours for the week.

Miscellaneous > Punch Location Report shows the IP address of
the device used to perform clocking functions, which indicates
whether the clocking action took place on the VCU network.
Following are IP address types that are from the VCU network:
172.23.X.X 172.22.X.X 172.18.X.X

172.31.X.X 172.20.X.X 128.172.X.X

(NOTE: The system only started to capture these addresses starting
on June 3, 2016.)

Enter dates or choose a pre-set date range from the drop-down menu.
TimeClock Week is the oldest active week in VCU RealTime. Choose
“TimeClock Week to Date” to include all active time in the report.

10/25/2015 to  1212/2015 | Open Weeks| ‘| Update
Manual =
Sort by: 1D Open Weeks b Code Filter

TimeClock Week

N
4+ Add Segment TimeClock Week To Date
Today

Adjust the settings above and clic

Weactardaw

Click Download to see the output options.

Which Download option should you choose?

Download

HTML ...to view the report on your
computer.

PDF ... to print the report on paper.
Office OpenXML ...to open the report as
a spreadsheet in Excel.

Print

Create Saved Report

Other reporting tools not in the Period Reports menu:

Tools > Employee Status can be used to see information such as who
is currently clocked in, who is currently on break, and hours and long
shifts.

Tools > Other Tools > Incomplete Clock Operations Log shows when
an employee logs into RealTime, but fails to complete a clock operation.
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Employee Filter

Click the Employee Filter button. Use the checkboxes to select the
criteria to filter on, then enter values under Include or Exclude.

Employee Filter

Note: To create a filter by manager you will need to use Custom Fields.

Employee Filter

«# Employee Status

Employee ID Include
Job Code
Classification Page 1 .

« Department
Manager Department]

Hire Date << NONE>>

Showing 1-100 records

Q

Select All

of 230 Selected 1 r

1001 - PRESIDENTS OFFICE

Days Employed

1001 - PRESIDENT'S OFFICE

Custom Fields

Summary 1021 - ALUMMNI

1005 - PRESIDENT EMERITUS

48 of 1947 employees match

For example, to view only
the employees of one
particular department,
click the check box next
to Department, then
enter the department
name in the Search box,
and click the check box
next to the department.

In the lower left corner of the Employee

Employee ID

Job Code

Classification

« Department

Manager

Hire Date

Mave Emnlowvad

Preview Load
Deselect All
ecords
Include v
Page 1 .

Showing 1-100 records of 230
Department

<< NONE >>

Save as

e

Reset All

Q

Select All
Page 1of3

Selectec

1001 - PRESIDEMNTS OFFICE

Filter window, there is a running display of
the number of employees that will be

selected under the current criteria. Click the

refresh button to update this

number.

summary

10 of 2009 employees match

[¥] Employee Status

[[] Employee D
[ JobCode g e

[[] Classification Edit Delete
[[] Department
[[] Location

[[] Schedule Group
[[] Manager

[[] Hire Date

[] Days Employed

[¥] Custom Fields

Summary

No records founc

Click the check box for Custom Fields, then
click Add. In the Custom Field select
Manager ID from drop down menu, in the

» Value field enter the RealTime ID number

for the manager. Click Save.
Add Custom Field

Include E‘

CustomField Manager 1D

Condition  Contains E‘

Walue

900123456

To see the records that will be included in the report, click “Preview.” To
save the report to use again, click Save as and give the filter a name.

Save Employee Filter

Save New Employee Filter

Mame | My Employees|

Ll Default

Saved Templates

Delete  Default Name

HR&Payroll
HumanResources

Operations

Once it has been named and saved, a filter is available throughout
the system. For instance, if you edit and save criteria in Period

Reports, you can later load that same filter when viewing Request
Manager under the Tools menu or Group Hours under the Hours

menu.
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Options
Click Options to view the Period Report Options: Formatting Options,
Miscellaneous, and Print Options.

Formatting Options: Date, time, and name display formats may be
changed from their defaults here.

Miscellaneous: Choose one or more fields to sort by.

Print Options: Choose colors and formatting for the printed report.

?

Options

Expandall Collapse all
= Formatting Options

Timeformat  Hour:Minute (H:MM PP)
Date format  Month/Day/Year ’
Hour format | HH:MM

Decimal places 2

Mame format | Last, First (Smith, John)
|#| Mormalize employes names to same case

|# rormalize job code names to same case
* Some reports will display a short year or no year to conserve space

+ Miscellaneous

+ Print Options

Settings
The Settings menu will display a list of options specific to the report that
is currently selected. Some reports have more options than others.

Messaging

The messaging feature allows messages to be sent to employees which
are viewed during a clock operation.

To send an individual message:

1. Click the envelope icon in the upper right corner.

Company Week:
ealth University 1/17/2016

Fl

Matching 0 of 0 Employees Refresh Edit B

WVCU Realtime Training Manager

2. Click Select recipients. Use a filter or Select employees from list by
checking the box next to each employee you wish to send the message
to. When you are finished selecting employees, click Select recipients.

3. Enter the Message you wish to send in the box. Check the Message
starts and/or Message expires boxes if you want the message to display
only during a specified time period.

4. Click Send to send the message to the employee(s).

To Review Message Status:
1. Go to Employee > Messaging.

2. Place a check next to the employee and click History.

3. Alist of all individual messages sent to this employee will appear with
the status: Not Read or [date read].
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e Break —time not worked for lunch or meal. Meal breaks are unpaid,

and employees should clock out for the meal break using the “Break”
button and not the “clock out” button. This is not the discretionary “15-
minute” break that some departments may permit.

Clock in —a clock in initiates the system to record an employee’s
hours worked. Clock in is used at the start of a work day or shift and
after returning from a meal break and is similar to the “time in” term
used on the paper timesheet.

Clock out — a clock out ends the system tracking of an employee’s
hours worked. It is only used at the end of the work day or shift and is
similar to the “time out” term used on the paper timesheet.

Conflicting shift — a shift that overlaps with another. Most often,
conflicting shifts are the result of an employee working during a time
when leave was loaded for a holiday or office closing.

Designee — managers at the dean level or above have the option to
identify a permanent designee in RealTime who will complete all time
and leave approvals and other responsibilities (apart from approving
their own time and leave). In cases where a designee is identified,
BOTH parties are responsible for accurate and timely approval of
employee time and leave and the supervisor retains final responsibility.
Appointing a designee requires that the VCU RealTime Supervisor-
Designee Information and Request form be completed by the
supervisor, signed by the supervisor and designee, and approved by
Human Resources.

Exempt employee (FLSA-exempt employee) — an employee
who is exempt from regulation under the Fair Labor Standards Act
(FLSA). All faculty are FLSA exempt; other exempt employees must
meet standards for exemption from FLSA. Exempt employees use VCU
RealTime only to request and track leave.

Hourly employee — an employee whose wages are based on the
number of hours worked, not a total salary. Hourly employees include

student workers and work-study students. Hourly employees who work
more than 40 hours in a week must be paid overtime.

Job code —time is captured and tracked with job codes. Job codes
include a REG code for each non-exempt employee, and codes for
each of the leave and earn codes the individual employee is eligible to
use.

Missed punch — employee failed to either clock in for work, clock
out after work, clock out for a meal break or clock in upon returning
from a meal break.

Non-exempt employee (non-FLSA-exempt employee) — an
employee who does not meet the requirements for exemption from
regulation under the Fair Labor Standards Act (FLSA). Non-exempt
employees must be compensated at a rate of one and one-half times
for hours worked over 40 in a work week.

Proxy — a person identified within a department as a back-up for the
timekeeper who is trained and authorized to perform timekeeper
responsibilities when the appointed timekeeper is unable to do so.

RealTime employee number —an employee’s unigue identifier in
RealTime, found by replacing the V in the VID with a 9 (e.g. an
employee whose VID is V00123456 would have the RealTime number
900123456).

Segment — the length of time from a “clock in” action until a “clock out”
action. For example, most full-time employees will have two segments
each day, one before the meal break and one after. Segments can be
edited, added or split. Segments cannot be deleted.

Time Clock Week — the oldest active week in RealTime.

Time Sheet — Record of time worked and approved leave. Non-
exempt employees who do not clock in and out use the “Manage Time
Sheet” function to record their hours worked in RealTime.
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Notes
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