Entering Time in Workday for
Mobile App (Nhéap Thoi gian trong
Workday danh cho Ung dung Di déng)

Nhap Thoi gian trong Workday voi Bang Hwéng gén str dung Ung dung Di déng
danh cho tat ca nhan vién khéng dwoc mien thueé (lwong theo gi®) va nhan vién la
sinh vién.

workday.

Hwéng dan nay trinh bay chi tiét mét s6 tiy chon co san dé nhap thoi gian trong
Workday bang cach str dung U'ng dung Di dong.

Tét c& nhan vién |am viéc theo gi® can phai nhap thdi gian cho tat ca sé gio da lam
viéc.

Entering Time in Wor:kday Using the Mpbile App (Nhép Thoi
gian trong Workday bang cach Str dung Unhg dung Di déng)

1. Khéi chay 'ng dung di ddng Workday danh cho thiét bi Di ddng trén thiét bj di dong
ctia ban.

2. Bat dau trén trang chii Ngay Lam viéc, xac dinh phan Let’s Get Started (Ching ta
Hay Bat dau). Chon View All >Time Tracking (Xem Tat ca >Theo dbi Thoi gian).

3. Chon Enter Time (Nhap Thoi gian) va diéu hwéng dén khoé,ng thoi gian thich hop
(vi du: tuan nay, tuan trwdc hoac chon tuan). Workday sé hién thi ché dé xem lich
trong khoang thoi gian da chon.

4. Chon mét ngay ma ban mudn nhap thoi gian. Chon + Add New (+ Thém Mdi).
5. X&c nhan rang Time Type (Loai Thoi gian) mac dinh 1a chinh xac.

LU'U Y: Dya trén vai tro clia ban va trdng dai hoc, ban co thé thay cac tuy chon khac
doi vai Loai Thoi gian.

e Regular Time (Thoi gian Thuong 18): Pwoc st dung cho hau hét cac nhan vién.

e Time Off Hours (S6 gio' Nghi): Thoi gian nghi nhw phép nam, nghi 6m, nghi
viéc riéng, v.v. dwvoc gwi va phé duyét thdng qua (rng dung Vang mat va sé tv
dong chuyén sang bang cham cong cua ban.

e Overtime Hours (S Gio’ Lam Thém): Nhap tat ca sé gid lam viéc dwdi dang
Thoi gian Thwdng 16. Ngay Lam viéc tinh bat ky s6 gi®» lam thém nao dwa trén
cac yéu cau clia FLSA va chinh sach cla trwéng dai hoc cla ban. (Vi du: tai
CNM, sb ngay nghi duwoc coi la thei gian lam viéc cho muc dich tinh toan lam
thém gio.)

LUU Y: Dya ;rén vai tro cla ban,vé trwdng dai hoc, ban sé thay hodc la tuy chqn nhap
gi¢ hoac la bam gio vao vara. Tat ca nhan vién la sinh vién ndp thoi gian sé thay tuy
chon bam gi® vao/ra.

6. Nhap th&i gian lam viéc cua ban.
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e Hours (S Gio): Nhap tbng sbé gi® da lam viéc.

e In/Out (Thoi gian Vao/Ra): Nhap thei gian ban bt dau 1am viéc. Chon
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de dién vao trreong nay. Hay nhé quay lai bng dung dé nhap thoi
gian ban ngirng lam viéc. Workday chi tinh s0 gi& da lam viéc sau khi ca
hai trwdng nay dwoc dién.
e Out Reason (Ly do Nghi Lam): Chon ly do ngtrng céng viéc.

7. Néu ban da dwoc hwéng dan nhap ndi dung nhan xét cung véi thdi gian cda
minh, thi hay nhap nhan xét dé vao truong Comment (Nhén xét).

8. Khi ban da sén sang gtri thoi gian cua minh, thi hay chon OK. (Ngwoi dung
Android sé can chon mii tén & goc trén cung bén phai). Workday sé€ dwa ban tr&
lai trang Enter Time (Nh&p Thoi gian) dé nhap thém thoi gian.

9. Chon Submit Submit (Gwi).

10.Chon Submit (Gri) lai. (Ngwdi dung Android sé& chon This Week (Tuan Nay) roi
Submit (Gwi).)

LUU Y: Thoi gian cla ban khéng dwoc glri dé phé duyét cho dén khi ban chon Submit
(Guri) trén trang Review (DPanh gia).

College Specific Considerations (xem xét Cu thé cia Ting Truong Pai hoc)

CCC sé chi co s&n Regular Hours (Sé gior Thuong 16) trén bang cham
CCC | cong. Sb gidr dwoe ghi hon 40 giey trong mot tuan sé tw ddng chuyén thanh
Comp Time (Thoi gian Nghi bu).

¢ Shift hours (Sé Gio lam Ca) dwgc nhép cho sb gi& da lam viéc theo
chinh sach gi® lam ca ciia CNM.Sé gi® nay dwoc trd véi mire phi bao
hiém $0,42/gio.

e Substitution Hours (Sé Gi¢’ Thay thé) trong phan Time Tracking (Theo
ddi Thoi gian) chi danh cho Instructional Support Employees (nhan vién
Hb tro’ Giang day). S6 gi®» lam viéc |a sb gi® thay thé dwoc nhap vao

CNM bang chdm céng va dwoc tra theo chinh sach ctia CBA.

e Winter Work (Céng Viéc Mua Béng) dwoc stiv dung dé theo déi sb gior
lam viéc cia nhirng nhan vién khong dugc mién thué trong ky nghi déng.
Sé gio' nay sé dwoc thém vao s6 dw Winter Hours (Gio Mua Bong) va sé
c6 san dé st dung trong cac ky lwong tiép theo. Ban c6 thé yéu cau
ching duoc st dung trong Absence app (Ung dung Vang mét) cho dén
hét ngay 30 thang 6.

NNMC sé chi c6 Regular Hours (Sé gio’ Thuong 18) sén cé trén bang cham

NNMC | c6ng. Nhap Regular Hours (Sé gior Thuong 18) trén 40 gior trong mét tuan

sé dwoc ty dong tinh theo ty I& lam thém gid.

CHESS Training Team (Péi Huan luyén CHESS) Trang 2



Entering Time in Workday for Mobile App Ngay 10 thang 5 nam 2023
(Nhép Thoi gian trong Workday danh cho Ung dung Di ddng)

e Nhan vién SFCC lam viéc theo ca (vi du: Security (Ban An ninh)), sé c6
san Swing Shift (Ca Quay vong = Ca 2) va Graveyard Shift (Ca Dém
(Ca 3)).

e Néu nhan vién lam viéc hon 40 gi®» trong mét tuan va dwoc tra tién lam
thém gio, thi s gid d6 phai dwo'c nhap 1a Regular Hours (Sé gior Thuong
1) va sb gidr d6 sé dwoc chuyén dbi thanh ty 1& lam thém gid ctia FLSA.

SFCC | ¢ N&u nhan vién lam viéc hon 40 gi¢ trong mét tudn va muén nhan thoi

gian nghi bu thay cho lwong lam thém gi®, thi tat ca sé gi® phai dwoc
nhap la Regular In/Out (Compensation Time) (Thoi gian Vao/Ra
Thuong 1é (Gior Tinh Lurong)) va sb gid lam thém sé dwoc chuyén thanh
Comp Time Hours (Sé gio Nghi bu).
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