ME MORANDUM
Kathy Gallagher, Director

40 Douglas Drive, Martinez, CA 94553 - (925) 608-5000 - Fax (925) 313-9748 - www.chsd.org

To: All Staff, Code 2A Date:  June 29, 2021
From: Debora Boutté, Personnel Services Officer

Subject:  Updated: Work from Home Tracking Procedures for Ecotime & Clouds

This supersedes the June 24, 2021 “Work from Home Tracking Procedures for Ecotime &
Clouds” memo.

Over the past year, EHSD staff has been tracking attendance manually for the purpose of
maintaining data related to employees working remotely due to the Pandemic. Now that we are
moving forward with employees returning to work in the office, we will be electronically tracking
work-from-home hours for those who have formal authorized work from home agreements. The
electronic tracking of these hours will be done in Ecotime/Clouds as employees update their own
daily/weekly payroll hours. This method provides a more efficient and simplified way to track
remote work hours and will not impact daily total hours worked in Ecotime/Clouds.

Effective July 1, 2021, employees who are working remotely under a signed legacy
Telecommute Agreement (DM 23-904) or are working remotely under an authorized
temporary remote work agreement/arrangement shall track hours spent working remotely
using Ecotime or Clouds.

If applicable as stated above, please follow the instructions by clicking on the links below to
complete your timesheet using the new Work-From-Home pay code.

Ecotime Procedures for EHSD Employees

Clouds Procedures for CSB Employees

If you have any questions regarding the use of the Work-From-Home pay code, please contact
your assigned Payroll Clerk listed on the Intranet under Personnel.



Ecotime Procedures for EHSD Employees

Timesheet Instructions

VW ecotirill troT=

E}' HBS Timezhest = Balances  TimeOiff Request  Change Pas

] 06/01/2021 - 06/15/2021 51 W -

1. Login to Ecotime
2. Click on “Employee Tasks” in the Main Menu.
a. Click on “Timesheet” in the sub-menu.
b. Locate and select the appropriate time period. Click the “go” button.
3. An example of a timesheet populated with a regular schedule (5/40) is shown below.

| E—

Pay Code Tue | Wed | Thu Fri
GL Type Message| ogi01 | o2 | 0603 | o6ios
<Select Pay Code=
Regular v [ soo0]|[ soo||[ soo||[ &oo]f| E:Ql_lla_;t e Leave Hours Tak
miniztrative Leave Hours Taken
Select GL T
e yee= ~ Personal Holiday Taken
[ <Select Pay Code= W | | | | | | | | | [ Sick Leave Taken - Family
Ethr - e
<Select Pay Code= e | | | | | | | | [ Vacation Hours in lieu of Sick Leave
COrwertime Comp Hours Taken
Select GL T w
e s State Comp Doctor Appointments
«Select Pay Code= w | | | | | | | | l Fle:a_c Work Used
<Select GL Type > v Tﬂrﬂg‘fu ;EHYWIS
Totals: [ so0]|[ soo||[ sool|[ soo|| Paid Time Off Taken
Sick Leave Taken - Cat {Payroll OHLY)
Press the button to the Sick Leave Taken - Bereavement
AWOL - Without Leave

AWOP - With Leave
. . . DSV Mot Available
4. In the next available row, click in the “Select Pay Code” Furlough Without Pay

: : Mon Productive Hours Reported
field. A drop down menu will appear as shown on the right. |88 W00 FEE RS SEFemEr
Select “Work-From-Home”. SB95-B Advised to Self Quarantine

“ 5 SB85-C C19 Vaccine Appointment
5. In the “Work-From-Home” row, enter the hours you worked |sggs p 19 vaccine Symptoms

from home. Adjust the hours in the “Regular” row to SB35-E COVID Symploms
SB95-F COVID 19 Family Care
accurately account for hours worked. SRO5. SrhonlChild Cars Oufhraak
| vvork From Home



Pay Code Tue | Wed | Thu Fri
Me
GL Type #380% | peint | osio2 | osm3 | o604
| [ Regular ~| | |[ =oo0||[ soo|]| soo|l|ll =00
I|¢Se|edGLType:—- | | | | | I
| [Work From Home ~] | || ] ]| ] |
||~:Se|ecTGLType:- v|| | | | |

a. Example: Full day vs.forking f.rom hor;le (Regl.llar 5/46 schedule)
i. In the example below, the employee worked from home 8 hours each on

6/1, 6/2, and 6/3.
ii. The employee enters 8 hours each in the “Work-From-Home” row on 6/1,
6/2, and 6/3.
iii. In the “Regular” row, the employee deletes the 8 hours each on 6/1, 6/2,
6/3.
Fay Code Tue | Wed | Thu Fri
Me
6L Type $330%| o6/1 | 06/02 | 06/03 | 06/04
[Regular vI| Il el
| =Select GL Type = W | I I I I
[Work From Home v] | || a_nn||| a.nu||| 5.00|| I|[
| =Select GL Type = bl I I I I

iv. The total hours for 6/1, 6/2, and 6/3 should remain 8 hours.

Pay Code Tue | Wed | Thu Fri
Me

6L Type S330° | o601 | o602 | 0603 | 06iD4
[Regular v | I 1l [|[ =00
[ =Select GL Type > w |
[ Work From Home v [ soo||| soo||[ soo]ff |
| =Select GL Type > w |
| =Select Pay Code> v | I I I |
[ =Select GL Type > w |
| =Select Pay Code> v | I Il Il |
| =Select GL Type > w |

Totals: || s.ou||| s_ou||| goo||[ =00
Press the button fo f




b. Example: Half day working from home (Regular 5/40 schedule)
i. In the example below, the employee worked from home: three hours on
6/1, four hours on 6/2, and two hours on 6/3.
ii. The employee enters three hours on 6/1, four hours on 6/2, and two hours
on 6/3 in the “Work-From-Home” row.

iii. In the “Regular” row, takes the difference from

Pay Cod _
ype
||Re-gular VIl || s_uu||| 4.uu||| g.00||| s.00
Ii Sogsl ol Iype & » i I I I I I
[ Work From Home v | |[s00]|[ 400||[ 200
|

| L=Select GL Type >

iv. The total hours for 6/1, 6/2, and 6/3 should remain 8 hours.

| Totals:

Pay Cod )
ype
| Regular v | | soo0||| 400/ eoo||| &o0o0f
[ <Select GL Type > v |
[ Werk From Home v | 300[[[ 400f|] zool|f |
| <Select GL Type = v |
[<Select Pay Code> v| | || |
[ <Select GL Type > v |
|~=cSeIect Pay Code= V| | | | | | | | |
| =Select GL Type = v |

|| a.uu||| a.uu||| a.uu||| s.nu||

Press the button fo

6. After reviewing your timesheet entries, click the “Save” button. Alternatively, if you are

ready to submit your timesheet, click the “Complete” button.

HEe0 006




Please note that if you do not adjust the hours in the “Regular” row,
you may receive warning codes G, H, or K as shown below. Make the appropriate adjustments
before submitting your timesheet. Your Payroll Clerk may contact you to confirm your hours if
the warning codes still appear on your timesheet.

Fay Code Tue | wed | Thu Fri
Me

GL Type #230% | oG/ | 0602 | 0603 | 0G4
[ Regular v | |GH [ soo||[ aoo||[ aoolf] |
| «Select GL Type = | GH GH GH
| Regular v | |H | I I [|| s.00]
| «Select GL Type » w | A
[ Reguiar | (NN | ||
[ =Select GL Type = w |
[ Work From Home v| |GH [ soo||| soo||[ zoo|f] |
| «Select GL Type » | GH GH GH
| =Select Pay Code= v | | | | | | | | |
[ =Select GL Type = w |
| «Select Pay Code= v | | | | | | | | |
| =Select GL Type > w |
| =Select Pay Code= v | | | | | | | | |
[ =Select GL Type > w |

Totals: | 16.00||| 1600||| 1800||| s.00|
Press the bution fo f

G-Hours/Day = 12 {Ca. Profile) (Warning)
H-HoursfWeek greater then 80 (Co. Profile) (Waming)




Clouds Procedures for CSB Employees

Please see below for a quick guide on how to utilize the Work From Home timesheet feature on

Clouds.

When entering the timesheet, the user should follow the instructions below:

1. Enter the worked hours normally, including Times In/Out and Org Numbers.

2. Select the Work-From-Home option under the “Absence/Overtime Type and Hours”
section and enter the number of hours worked from home (will not be counted in Total
Hours).

(&) + | Work From Home

-

| Workers Comp Pay @ 75%

{ FMLA

| SB95-A Subj to Quarantine Order
SB95-8 Advused to Self Quarantine

| $895-C €19 Vacdne Appointment

{ 58950 C19 Vacane Symptoms

| 5895-E Covid Symptons
SB95-F Covid 19 Family Care
SB895-G School-Child Care Outbreak
Work From Home

1]

-
|

If the user has worked only part of the day from home, only the hours worked

from home should be entered in this section.

If the user worked from home part of the day, and was off work for part of the

day, the user should also use the (+) plus sign to enter the appropriate accrual and

hours for the time off in this section, in addition to the hours worked from home.

If the user has worked only part of the day from home, only the hours worked

from home should be entered in this section.

If the user worked from home part of the day, and was off work for part of the

day, the user should also use the (+) plus sign to enter the appropriate accrual and

hours for the time off in this section, in addition to the hours worked from home.

Time Off / Overtime Properties - 06-30-2021

06-16-2021 ~ 06-30-2021

Status: New

Employment : On-Call Temporary

Position : Teacher

Waork / Week : 40:00 ( TC : Administration )

- x

Working Hours : 08:00-12:00 13:00-17:00 e Auto Fill Reload Stat.

Site Location ; zTest Center q
Work Time

T 0 Project | Project || Project | Project | Project | Project || projet Avsence/overtime Tota
e | IS I N N I N 2 I Type and ours tous
(16 | O |[os0 [®] 1200 [m)[ow00 [m][ 0s:00 [m] osi00 || [ os:00 [m|| | [ [a] | [ ] + | werkFromHome [+ [ osic0 [ osi00 |
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