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Create Base Schedules (Timekeeper)

Changes to an employee’s normal work schedule should be approved prior to the change
occurring. Unanticipated changes should be approved as soon as possible.

1. From the Employee Self Service home page, select the drop-down at the top of the screen,
and choose Time Administration.
a. Follow these instructions to add the Time Administration page/tile to your homepage.

v Employee Self Service

Employee Time Personal Details Employee Self Service Performance
My Homepage If;i\,
Workforce Administrator _.
Time Administration

Print SF-50 Benefits Library

2. Select the Time Administration tile.

v Time Administration

Time Administration

Q@

a. It might take a moment for the Time Administration page to load.
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3. Select the Assign Employee Schedule tab.

< My Homepage

Time Administration

@ Report Employee Time

: Assign Employee Schedule o
R

-|l|, Time Administration Analytics v

@ Time Administration Queries v

javascript:submitActio

Report Time
Timesheet Summary

Employee Selection

Change View

TERIA_GROUPBOX')

New Window =

"View By | Calendar Perio s ¥ Show Schedule Information
Date D&/ Wy Previous Period Next Perlod
Employees For , Time Needing Approval From 08/19/2018 - 09/01/2018
Time Summary Demographics | [FTH
m Last Name First Name Employee D Job Title H‘jl“';;r‘e‘,’“gs Rep:orl‘flg sche,f;fr‘f Exception D‘?’;;::;“:n

Andrade Zander 0000 Preservation Specialist 0.0 0 800
Agqua Julie 00000044 Realty Services Officer 0.0 00 B0
HAyala Brielle 00000056 Building Manager 0.0 0.0 80.0
Barrera Lexi 00000732 Site Acquisition and Relocatio 0.0 0.0 80.0
Barry Wendy 00000831 Contract Specialist o0 0.0 0.0
Barton Maia 0.0 00 E0.0
Bautista Femanda 0.0 0.0 B80.0

4. Enter Search Criteria, and select the Search button.
a. Ifyou do not enter search criteria and simply click Search, all employees will appear in

the Search Results section.

< My Homepage

Time Administration

@ Report Employee Time

Assign Employee Schedule
-IIL Time Administration Analytics v

Time Administration Queries v

Request Base Schedule for EE

Enter any information you have and click

Find an Existing Value

Search Criteria

Empl ID

Empl Record| = v

begins with
Name| begins with
Last Name| begins with
Business Unit| begins with
Department| begins with
Organizational Relationship| = v

Case Sensitive

Search Clear Basic Search

Search. Leave fields blank for a list of all values.

<

<
S

-

y

@
12 Save Search Criteria
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5. Select the employee for whom you want to create a base schedule.

< My Homepage Time Administration

Organizational Relationship | = v 4
@ Report Employee Time T —
Assign Employee Schedule e

Search Clear | Basic Search |2 Save Search Criteria

.Il!, Time Administration Analytics v Search Results

View All First ‘4 1210r21 W Last
Time Administration Queries v EmplID Empl Record Name Last Name Business Unit Department Organizational Relationship
] 00000114 0 Kade Cortez CORTEZ GSA01 QMCE Emp

00000040 0 Kadence Sanchez SANCHEZ  GSAO1 9PMF Emp

00000093 0 Kadyn Alvarez ~ ALVAREZ GSAD1 9PR Emp

00000822 0 Kaitlin Boone BOONE GSA01 CSDEB Emp

00000783 0 Kallie Mejia MEJIA GSA01 2PCB Emp

00000052 0 Kalvin Jones JONES GSA01 WPXSA Emp

00000803 0 Kameron Lang LANG GSAO1 QT3GA Emp

00000117 0 Karla Doyle DOYLE GSA01 S5P1QCA Emp

00000100 0 Kayley Graves GRAVES GSA01 QT3CGBA Emp

00000737 0 Keely Moore MOORE GSA01 5P25853 Emp

00000830 0 Kenneth Nguyen NGUYEN GSA01 4PQT Emp

00000761 0 Kiara Donaldson DONALDSON GSAO01 QMDZ2FOH Emp

00000745 0 Kiley Ortiz ORTIZ GSA01 3QSBAB Emp

00000002 0 Kimora Mccarty MCCARTY  GSAO1 TQSBM Emp

00000030 0 King Love LOVE GSA01 8PRB Emp

00000021 0 Kira Payne PAYNE GSAD1 M1VICA  Emp

00000069 0 Kobe Pitts FITTS GSA01 8PSMMS  Emp

00000777 0 Korbin Mckinney MCKINNEY GSAO01 4Q1A Emp

00000807 0 Krish Irwin IRWIN GSA01 QT2A1GC  Emp

00000765 0 Kyan Frank FRANK GSAD1 5P2TV Emp

00001 0 Kylie Dominguez DOMINGUEZ GSAO01 6P1SEWA Emp s Db

6. Select the calendar icon in the Effective Date of Schedule field.

< My Homepage Time Administration " o

New Window | Per]
@ Report Employee Time

Request Base Schedule for Employee

71] Asslgn Employee Schedul Kylie Dominguez Employee ID: 00000031
Employment Record 0
o ] y Achions =
-lll‘ Time Administration Analytics v
Your Schedule Actions
o . : Request a New Schedule by entering a Schedule EfT ¢ date and clicking on the link that will appear. -0R -
@ Time Administration Queries hi Select a Schedule from the below Requested” or "Current” lists and take action to View the schedule or Delete the request
Effective Date of Schedule Schedule Group Schedule ID
i
D
m Your Current Schedules
This your current Schedule. You can select It to lead to the "Schedule Actlons® grid to View the Schedule
Selsct Effactive Date Assignment Method Schadule Group Schedule ID Description
03182018 Predefined Schedule GSA_SCHED GSAFBS STD 8X5 GSAPES Std Bxb

View history of Schedule Assignments, including default changes
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7. Choose a date from the calendar. As a reminder, only Time Administrators can create a

base schedule with a date in the past.
a. When you enter the Effective Date, the system automatically changes the date to a Pay

Period start date.
8. Select the Request Base Schedule link that appears.

< My Homepage Time Administration

@ Report Employee Time

Request Base Schedule for Employee

Assign Employee Schedule Kylie Dominguez Employea ID 00000031
Employment Record 0

. - . . Actions =
-ll‘l, Time Administration Analytics v
Your Schedule Actions
0 . - q 5 Request a New Schedule by entering a Schedule Effective date and clicking on the link that will appear. - OR -
Time Administration Queries A Select a Schedule from the below Requested” or "Current” lists and take action to View the schedule or Delete the request.
Effective Date of
Schedule Request Base Schedule Schedule Group Schedule ID

09/02/2018 [ Request Base Schedulﬁ
m Your Current Schedules Request New Schedule

This your current Schedule. You can select it to load to the "Schedule Actions" grid to View the Schedule.

Select Effective Date Assignment Method Schedule Group Schedule ID Description
03/18/2018 Predefined Schedule GSA_SCHED GSAPBS STD 8X5 GSAPBS Std 8x5

View history of Schedule Assignments, including default changes

9. The Schedule Definition page will appear. Select the Work Schedule magnifying glass icon
in the Schedule Details section.

r — L1
Definition X
Definition || Schedule Days -
Kylie Dominguez Empl ID 00000031
Job Title Building Manager Empl Record 0
Schedule Details Find | View All First ‘4" 10f1 ‘b Last
Schedule Start Date 09/02/2018
*Description K Dominguez Personal Schedule Short Description
*Work Schedule STND 3’7 9
OK Cancel F Apply % Refrest
Definition | Schedule Days =
] »
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11. A pop-up window will open with a list of possible work schedules. Select the appropriate
Work Schedule. Check out this document to find out more about HR Links Work
Schedules and which one is right for your employee.

Look Up Work Schedule x

SetID GSASH

Waork Schedule| begins with |
Description| begins with

| LookUp || Clear || Cancel |BasicLookup

Search Results

View 100 First ‘4 1.ofa b Last
Work Schedule Description

AWSC GSA AWS Converted
COMP Compressed Schedule
INTER Intermittent

LWOP Leave without pay
MAXIF MaxiFle= (80)

PT Part-Time

STHD Standard & Sched
VARD Variable Day (40)
VARVWE Variable Weel (80)

12. Once you choose the appropriate work schedule, select Schedule Days (via the Schedule
Days tab or Schedule Days hyperlink).

Definition

[ pefinition | schedute Day@jl

Kylie Dominguez Empl ID 00000031

Job Title Building Manager Empl Record 0

Schedule Details Find | View All First ‘4 10f1 ‘' Last
Schedule Start Date 09/02/2018
*Description K Dominguez Personal Schedule ] Short Description |

*Work Schedule STND | @

| ok || cancel || Apply | [ Refrest

Deﬂm‘ﬂon' Schedule Days | v

4 4
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13. A window will appear, where you can adjust the schedule by indicating the scheduled
working hours for each day, which days are “Off Days,” the time reporting code (ex: 001 -
Regular Time), the additional time reporting code (ex: 092 - Telework-Long-Term) and the
labor and task code, if applicable.

a. Not all organizations need to include labor and task codes. However, if you are a part
of Public Building Services (PBS), you are required to include labor and task codes on
your timesheet.

Example of a Compressed Schedule (5/4/9)

Shift Details

Select Day of Period

(01) Week 1 -
(02) Week 1 -
(03) Week 1 -
(04) Week 1 -
(05) Week 1 -
(06) Week 1 -
(07) Week 1 -
(08) Week 2 -
(09) Week 2 -
(10) Week 2 -
(11) Week 2 -
(12) Week 2 -
(13) Week 2 -

(14) Week 2 -

Off
Day
Sunday i
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday i
Sunday i
Monday
Tuesday
Wednesday
Thursday
Friday i
Saturday v

Sched
H

0.00
2.00
5.00
9.00
9.00
9.00
0.00
0.00
9.00
9.00
5.00
9.00
0.00

0.00

fin Time Reporting Code

001-Reqular Time

001-Regular Time
001-Regular Time

001-Regular Time

001-Regular Time

001-Regular Time

001-Regular Time
001-Regular Time

001-Regular Time

Personalize | Find \ E

Additional TRC  Labor Code
092 (&} (&}
092 a, Q,
Q a
082 QaQ Q,
0g92 (e} Q,
Q a
092 Q Q
Q a
0g92 (e} (e}

First ‘&' 1-14 of
Task Code
Q
Q
Q
Q
Q
Q
Q
Q
Q

Example of a Leave Without Pay (LWOP) Schedule

Shift Details

Select

Day of Period
(01) Week 1 -
(02) Week 1 -
(03) Week 1 -
(04) Week 1 -
(05) Week 1 -
(06) Week 1 -
(07) Week 1 -
(08) Week 2
(09) Week 2

(10) Week 2

(11) Week 2 -

(12) Week 2
(13) Week 2

(14) Week 2

Off
Day

Sunday i
Monday

Tuesday

‘Wednezday

Thursday

Friday

Saturday v
- Sunday rd
- Monday

- Tuesday

Wednesday

- Thursday

- Friday

- Saturday i

Working with Shift Details

Sched
Hrs

0.00

0.00

0.00

Time Reporting Code

001-Regular Time

001-Regular Time
001-Regular Time

001-Regular Time

001-Regular Time

0.00

0.00

0.00
0.00

[o.00

001-Regular Time

001-Regular Time
001-Regular Time

001-Regular Time

001-Regular Time

0.00

Personalize | Find (]

Additional TRC  Labor Code

v Q
v Q
v Q
v Q
v Q
Z Q
r Q
v Q
v Q
v Q
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Example of a Part-Time Schedule with Labor and Task Codes

Shift Details Personalize | Find [ 2] B Fist 4 1140114 2 Last
s 2 Off Sched < o
elect Day of Period Day Hrs Time Reporting Code Additional TRC Labor Code Task Code
= (01) Week 1 - Sunday ] 0.00 #
(02) Week 1 - Monday ‘ 8.00 | 001-Regular Time v| 092 Q@ |p7-07-001 Q@ [c025 Q N [+]
D (03) Week 1 - Tuesday o 8.00| | 001-Regular Time v | D92 Q@ |o7-07-001 Q [cozg Q #]
5= (04) Week 1 - Wednesday vl 0.00 [+
(05) Week 1 - Thursday 4] 0.00 iJ
(06) Week 1 - Friday £ 0.00 [+]
(07) Week 1 - Saturday (5] 0.00 [#]
00\ Aleclen Ol = o &l
b. Additional rows can be added for Labor/Task Codes by clicking the plus sign (+) on
the far right side of the row.
Definition
Schedule Details Find | View All First ‘&' 10of1 &' Las
Effective Date 09/02/2018
Description K Dominguez Personal Schedule Total Hours 20.00
Show Calendar
Shift Details Personalize | Find | 2| E First ‘4’ 116 0of 16 ‘»' Last
Select  Day of Period [?;; Scuer‘; Time Reporting Code Additional TRC  Labor Code Task Code
(01) Week 1 - Sunday 72 0.00 [+]
(02) Week 1 - Monday 4.00 | 001-Regular Time v Q01020803 Q, |GA520 a, ﬂ
(02) Week 1 - Monday 3 4.00| [ 001-Regular Time v Q01020804 Q [Pcooo Q [+ =]
(03) Week 1 - Tuesday 4 .00 | 001-Regular Time v Q_ 01020810 Q, PG0O00 Q E
(03) Week 1 - Tuesday T 4.00) | 001-Regular Time v Q01020824 @ P21 &, j
L
c¢. Toadd a Labor Code, select the magnifying glass to the right of the field.
Definition
Schedule Details Find | View All First ‘4 1of1 ‘&' Last
Effective Date 09/02/2018
Description K Dominguez Personal Schedule Total Hours 30.00
Show Calendar
Shift Details Personalize | Find | (2 | [ First ‘4’ 1-160of 16 ‘®’ Last
5 - Off Sched L s
elect Day of Period Day Hrs Time Reporting Code Additional TRC  Labor Code Task Code
(01) Week 1 - Sunday ] 0.00 [+] =
(02) Week 1 - Monday | 4.00) | 001-Regular Time v Q, (01020803 Q, |GA520 a, [+]
(02) Week 1 - Monday 4.00| [ 001-Regular Time v @ [p1020804 @ [pGooo q [FH[E
(03) Week 1 - Tuesday 4.00 -[J[)_1—RggularTime v Q_ 01020810 Q_ PGO00 Q. ﬂ
(03) Week 1 - Tuesday 4.00| [ 001-Regular Time v Q g q [FHE
(04) Week 1 - Wednesday 400/ [001-Reqular Time 2 o o +]
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d. The Look Up Labor Code screen will appear with a list of labor codes from which you
can choose. Contact your Labor Administrator if you do not see the labor code you

need listed.

Taskgroup
Labor Code| begins with »

GSAGMEA

Long Description| hegins with »
Description| begins with
Look Up Clear

Cancel Basic Lookup

Search Resulis
Only the first 300 results can be displayed.

View 100

Labor Code Long Description

06-01-001 Manage Federal Information Services to Citizens [06-01-001]
06-02-001 Manage Intergovernmental Communications [06-02-001]
0&-02-002 Manage FOIA Reguests [06-02-002]

07-01-001 Provide Leadership and Oversight [07-01-001]

07-01-002 T T e O PO e o e e 1o 01-002]
07-01-003 Manage Regional Operations, [07-01-003]

07-01-004 Manage Agency Cnmmuni{@s [07-01-004]

07-01-005 IMangge Conaressiopal Affal 7-01-005]

Look Up Labor Code

e. Once the Labor Code is selected, you can select a Task Code by completing the same

steps.
Definition
Schedule Details Find | View All First ‘&' 10of1 & Last
Effective Date 09/02/2018
Description K Dominguez Personal Schedule Total Hours 76.00
Show Calendar
Shift Details Personalize | Find | (2! | =2 First ‘4’ 1-160f 16 ‘&' Last
Select  Day of Period [‘;’;!fr Sched Time Reporting Code Additional TRC  Labor Code Task Code

(01) Week 1 - Sunday v 0.00 [+] =
| (02) Week 1 - Monday = 4.00 ;'00_1—Eeg_ul_ar_'l'|mg_ ' Q, 01020803 Q, [GAS520 a, i]

(02) Week 1 - Monday = .00 [ 001-Regular Time v @, [01020804 Q_ [PGo0o q HHE
T (03) Week 1 - Tuesday = 4.0 [ 001-Regular Time v @, [o1020810 a_ [PGo0o q [

(03) Week 1 - Tuesday 4.00 [ 001-Regular Time v] Q_ prozoss2 Q @j =
| J -W v 400 [001-Regular Time v Q Q [+]
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Example of adding 2nd Shift Night Differential

Definition
Effective Date 09/02/2018
Description K Dominguez Personal Schedule Total Hours 112.00
Show Calendar
Shift Details Personalize | Find | i | E First '&' 1-190719 ‘%' Last
Select  Day of Period [?;; S¢M24 Time Reporting Code Additional TRC  Labor Code Task Code

(] (01) Week 1 - Sunday 77 0.00 [#]
= (02) Week 1 - Monday O £.00| [ 001-Regular Time: v q | la a &

(02) Week 1 - Monday = .00/ [020-2nd Shit Night Dif v | Q | L a [ [=]
0 (03) Week 1 - Tuesday 5] .00/ 001-Regular Time. v] Q | & o H

(03) Week 1 - Tuesday = 500 [020-2nd Shift Night Diff v | | a | ia Q EFHE
o (04) Week 1 - Wednesday O .00/ [ 001-Regular Time v Q| la aQ [+

{04) Week 1 - Wednesday =] & 00/ [ 020-2nd Shift Night Diff v Q I a [H[E=
0 (05) Week 1 - Thursday = 8.00/[001-Requiar ime v | | Q| a aQ [+

(05) Week 1 - Thursday o 8.00 [020-2nd Shift Night DIt v | Q | (¢} a |[HE
o (08) Week 1 - Friday = Time ] Q | e aq [H

(05) Week 1 - Friday O vi Q a & ([Hl=]
| (07) Week 1 - Saturday ) 0.00 % ﬂ

15. Once you have made the appropriate changes to the schedule, select Apply and then OK at
the bottom of the screen.

(| (07) Week 1 - Saturday | w#] 0.00
] (08) Week 2 - Sunday [l 0.00
(] (09) Week 2 - Monday ()] &.00 [
] (10) Week 2 - Tuesday ] &.00 [
(| (11) Week 2 - Wednesday ] 8.00 [
(| (12) Week 2 - Thursday I &.00 [
Ol (13) Week 2 - Friday Ol 8.00 [
] (14) Week 2 - Saturday [ 0.00

Working with Shift Details

¥ Select Al Deselect All E% Co

i ] Instructions

QK Cancel ﬁppll{

Tetnimon | Sschedule Days U
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16. The requested schedule will be listed under Your Requested (Unapproved) Schedules
section.

<{ My Homepage Time Adm

tratio

() Report Employee Time
Request Base Schedule for Employee

Assign Employee Schedule Kylie Dominguez Employee ID 00000031
Employment Record 0

- X Actions~
ail, Time Administration Analytics ~

Your Schedule Actions

Request a New Schedule by entering a Sc!

; R edule Effective date and clicking on the link that will appear. - OR -
Time Administration Queries = Select a Schedule from the below Requested” or "Current” lists and take action to View the schedule or Delete the request
Effective Date of Schedule Schedule Group Schedule ID
)

Your Requested (Unapproved) Schedules

These are your pending Requested Schedules. You can select one to load it to the "Schedule Actions” grid to View or Delete the Requested
Schedule.

Select Effective Date Schedule Group Schedule 1D Description
m 09/02/2018 [k G3A 0000003100000 K Dominguez Personal Schedule

Your Current Schedules

This your current Schedule. You can select it to load to the "Schedule Actions” grid to View the Schedule.

Select Effective Date Assignment Method Schedule Group Schedule 1D Description
03/18/2018 Predefined Schedule GSA_SCHED GSAPBS STD 8X5 GSAPBS Std 8x5

View history of Schedule Assignments, including default changes
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