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Facilities Mlanagement
!lllll! U %%K Occupational Programs

= s Occupational Training




Computer Mouse

The computer’s mouse controls the mouse pointer on the screen. Roll the mouse left, and the pointer moves left; roll
it in circles, and the pointer does the same on the screen.

Click: A click is one press and release of the mouse button (the button on the left of the mouse). This action makes a
clicking sound, which is where this maneuver gets its name.

Double-click: This one works just like the single click, although you click twice in the same spot — usually, rather

rapidly. This is most commonly done in Windows to open something, such as an icon. Both clicks must be on (or near)
the same spot for the double-click to work.
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Number Keys

Alphabetical, numeric, and punctuation keys are used in the same fashion as a
typewriter keyboard to enter their respective symbol onto the computer screen.

Enter «—->,

O Shin

=




Enter UVA Computing ID and Password

For additional

NetBadge help, please
Your first authentication step when logging in to UVA systems contact

— Option 1:
Log in with your Digital Certificate. FM computer
A digital ID card that resides on your computer. Get one now! (NOT available to applicants for admission & SCPS students)
Help Desk

Option 2: at (434) 982-

Log in with your UVA computing ID and password. 5579

Applicant for admission or SCPS student? Use this option.

UVA computing ID

| W—— Hours

Password 7:003 m'SZOOpm
| ¢ Monday-Friday




Press Enter




ick Call Me

Device: 05 XxXx-Xxx-0302)

Send Me a Push

* ..
What is this? C3 Call Me

Add a new device

My Settings & Devices
Need help?

Enter a Passcode

[ ] Remember me for 7 days




Complete authentication on cell phone

[ ]

L miLte gy speaker
Remind Me

- ¥

Decline add call video Speakerbox

Emergency




Return to Computer
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The Workday Home Screen
\Q(ill be displayed




How to Enter Time
One Day at a time




Click Time

i1 Home Q searcn ﬁ : @

We[comE,_

Inbox aes Applications
8 items 10 items
v in) S

T -
Benefits Personal l m e
Information

Goto Inbox

*

Time Absence Favorites




Click T

Is Week”

Enter Time

My Time Off

This Week (0 Hours)

Time Off Balance
Last Week (0 Hours)

Select Week



Click on “blank space”
under the correct day of the week

Enter My Time

Today @ > Nov12- 18,2018

Mon 11/12 Tue 11/ Wed 11/14
Hours: 0 Hi Hours: 0

Time Period Lockout
10/29/2018-11/11/2018

7 AM
8 AM
9 AM

10 AM

Regular  Overtime  Comp/Comp Special (Accrued)

0 0 0

Thu 11/15 Fri 11/16 Sat 1117

Hours: 0 Hours: 0 Hours: 0
Pay date

10/29/2018-11/11/2018

Holiday Misc. Time Off Total Shift

0 0 0 0 0
View Week v
Sun 11/18
Hours: 0
-~
v
~



Click Regular Time (In/Out)

Enter Time
11/12/2018

Time Type * | |

X Regular Time (in/out)

Out Reason Out

Hours * 0

Details

Comment

Cancel




Press the Tab Key on your keyboard

Or use the mouse to click in the “In” field -
the blank space beside the word “In” é\}’




Using the number keys on the keyboard m
Enter the time you arrived at work - the time you came “In”

Enter Time

11/12/2018 You don’t need to
use colons

You should use
“a” for AM times &
“p” for PM times

12:00PM = 12p

12:30PM - 1230p




Press the Tab Key on your keyboard

Or use the mouse to click in the “Out” field -
the blank space beside the word “Out” [




Using the number keys on the keyboard
Enter the time you left work to go to lunch -
the time you went “Out”

Enter Time You don’t need to

11/12/2018

use colons

You should use
“a” for AM times &
“p” for PM times

12:00PM = 12p

12:30PM = 1230p




Press the Tab Key on your keyboard

s=Bickipata

Ebyr g

L
_*

Caps Lock




Click OK

Enter Time
11/12/2018

Time Type * | |

X Regular Time (in/out)

Out Reason Out

Hours * 0

Details

Comment

Cancel




To add time worked AFTER LUNCH

Click on “blank space” again

Enter My Time

Step 8

Today @ > Nov12- 18,2018

Mon 11/12 Tue 11/ Wed 11/14
Hours: 0 Hi Hours: 0

Time Period Lockout
10/29/2018-11/11/2018

7 AM
8 AM
9 AM

10 AM

Regular  Overtime  Comp/Comp Special (Accrued)

0 0 0

Thu 11/15 Fri 11/16 Sat 1117

Hours: 0 Hours: 0 Hours: 0
Pay date

10/29/2018-11/11/2018

Holiday Misc. Time Off Total Shift

0 0 0 0 0
View Week v
Sun 11/18
Hours: 0
-~
v
~



Click Regular Time (In/Out) D

Enter Time
11/12/2018

Time Type * | |

X Regular Time (in/out)

Out Reason Out

Hours * 0

Details

Comment

Cancel




Press the Tab Key on your keyboard

Or use the mouse to click in the “In” field -
the blank space beside the word “In” é\}’




Using the number keys on the keyboard
Enter the time you came back to work from lunch-
the time you went “In”

Step 10

Enter Time You don’t need to

11/12/2018

use colons

You should use
“a” for AM times &
“p” for PM times

12:00PM = 12p

12:30PM = 1230p




Press the Tab Key on your keyboard

Or use the mouse to click in the “Out” field -
the blank space beside the word “Out” [




Using the number keys on the keyboard EI?¥ gk
Enter the time you left work to go to home -
the time you went “Out”

Enter Time You don’t need to

11/12/2018

use colons

You should use
“a” for AM times &
“p” for PM times

12:00PM = 12p

12:30PM = 1230p




Press the Tab Key on your keyboard




Click OK

Enter Time
11/12/2018

Time Type * | |

X Regular Time (in/out)

Out Reason Out

Hours * 0

Details

Comment

Cancel




Repeat Steps 3 thru 12
for each day of the week that you worked

e
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Review - Make sure

Today

7 AM

8 AM

9 AM

10 AM

11 AM

12 PM

< > Nov5-11,2018

Mon 11/5
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

Regular Time (in/out)

anAA_.. AAn_

Enter Time ‘ v

Tue 11/6
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

AanAn_ . ALAR_

Wed 11/7
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

anAR_ . AAn_

Thu 11/8
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(£) Not Submitted

I Regular Time (in/out)

anAA__ AAn_

Comp/Comp Special (Accrued) Misc. TimeOff Total Shift

University Time Off (UStaff)

(©) Not Submitted

I Regular Time (in/out)

the hours entered are correct

32 5 0

Sun 11/11
Hours: 0
Time Period End A
10/29/2018 -11/11/2018
v
~



Click Submit

Today ¢ > Nov5-11,2018

Mon 11/5
Hours: 24

Stand By
16 Hours
(©) Not Submitted

7AM Regular Time (in/out)
7:00am - 12:00pm
5 Hours

8 AM
(©) Not Submitted

9 AM

Regular Time (in/out)

anAA_.. AAn_

Enter Time ‘ v

Tue 11/6
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

AanAn_ . ALAR_

Wed 11/7
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

anAR_ . AAn_

Thu 11/8
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(£) Not Submitted

I Regular Time (in/out)

anAA__ AAn_

Regular  Overtime  Comp/Comp Special (Accrued)  Holiday Misc. Time Off  Total

35 0 0 0 32 5 72
View Week
Fri 11/9 Sat 11/10 Sun 11/11
Hours: 8 Hours: 0 Hours: 0
University Time Off (UStaff) Time Period End
5 Hours 10/29/2018 -11/11/2018
(©) Not Submitted

| Regular Time (in/out)

anAR__ ALAA_



Click Submit Again

Submit Time

I declare all hours reported are true and complete, and conform with the Organization's time reporting policy.
| authorize payroll to use these hours for payment.

INFORMATIONAL: Please click here to view the time reporting policy.

Following date range will be submitted for approval.

December 10 - December 23, 2018 : 80 Hours Total Total for December 10 - December 23,2018
Regular 80
Overtime 0

Comp (Accrued) 0

Holiday 0
Misc. 0
Time Off 0
Total 80

Cancel







How to Enter Time
for an entire week using

QUICKADD




Click Time

i1 Home Q searcn ﬁ : @

We[comE,_

Inbox aes Applications
8 items 10 items

Benefits Personal
Information

*

Time Absence Favorites

Goto Inbox

Time



Click T

Is Week”

Enter Time

My Time Off

This Week (0 Hours)

Time Off Balance
Last Week (0 Hours)

Select Week



Click Enter Time

Enter My Time

Today @ > Nov12- 18,2018

Mon 11/12 Tue 11/13
Hours: 0 Hours: 0

Time Period Lockout
10/29/2018-11/11/2018

7 AM

8 AM

Wed 11/14
Hours: 0

Regular  Overtime  Comp/Comp Special (Accrued)

0 0 0

Thu 11/15 Fri 11/16 Sat 1117

Hours: 0 Hours: 0 Hours: 0
Pay date

10/29/2018-11/11/2018

Holiday
0

Misc. Time Off Total

0

View

0 0

Week

Sun 11/18
Hours: 0



Click Quick Add

Regular Time (in/out)
12:30pm - 3:30pm

3 Hours
Clear
Quick Add

Request Absence

Review Time by Week




Click Next

Quick Add

Use Quick Add to add muitiple time blocks at the same time. The new time blocks will be added to any time blocks already on the time entry calendar.

o

Start Date 10/29/2018

End Date 1170472018

i

Time Type X Regular Time (infout)

Cancel




Start Date 10/29/2018

Click Add Step 6 4

R — “Add” button

Monday

. o must be

Tuesday

Wodnesd clicked to add
Thursday
Friday a n Ot h e r
- section for
entering hours
worked before
and after

lunch




Use the mouse to click in the top “In” field -
the blank space beside the word “In”

End Date
Time Type  Reguiar Time (In/Out

ate  10/29/2018
11/04/2018
)
07:00 AM
PM

NEREEE
O




Using the number keys on the keyboard
Enter the time you arrived at work -

the time you came “In”

You don’t need
to use colons

I : You should use
el L : o “a” for AM times
Keooia Filey &
. “p” for PM times

12:00PM = 12p

. 12:30PM - 1230p

CCCCCC




Press the Tab Key on your keyboard

Or use the mouse to click in the “Out” field -
the blank space beside the word “Out” [




Using the number keys on the keyboard
Enter the time you left work to go to lunch -
the time you went “Out”

You don’t need
to use colons

nday =
5 w“:m You should use
utsen 0 N “a” for AM times
Remove Pty
Saturday . &
. “p” for PM times
- 12:00PM - 12p

12:30PM - 1230p




Press the Tab Key on your keyboard
THREE TIMES

Or use the mouse to click in the bottom “In” field -
the blank space beside the word “In”




Using the number keys on the keyboard
Enter the time you came back to work from lunch -
the time you came “In”

You don’t need
e to use colons
in 0700 AM ooy n
~  m - You should use
1 ' et “39” for AM times
Remove Friday
- &
= - “n” for PM times
— 12:00PM = 12p
: 12:30PM > 1230p




Press the Tab Key on your keyboard

Or use the mouse to click in the bottom “Out” field -
the blank space beside the word “Out” '




Using the number keys on the keyboard
Enter the time you left work to go home -
the time you went “Out”

Step 10

You don’t need
to use colons

700 AM odey [
= == . You should use
' | i @ “a” for AM times
Friday
- &
. s “p” for PM times
= 12:00PM = 12p

12:30PM - 1230p




Press the Tab Key on your keyboard

s=Rickipata

Erbyr 4




Click each box beside the days of the week
you worked those hours

Time Type  Regular Tir

me (In/Out)

Back

aaaaaa

Friday

“~

IMPORTANT!

Do not forget to
select ALL the
days you worked
the hours entered
on the left




Click OK

Start Date 10/29/2018
End Date 11/04/2018
Time Type  Regular Time (In/Out)
Monday
In 07:00 AM
Tuesday
Out 12:00 PM
Wednesday
Out Reason Out v
Thursday
Remove Friday
Saturday
In 12:30 PM
Sunday
Out 0330 PM
Out Reason Out v
Remove
Add
Cancel




Review - Make sure

Today

7 AM

8 AM

9 AM

10 AM

11 AM

12 PM

< > Nov5-11,2018

Mon 11/5
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

Regular Time (in/out)

anAA_.. AAn_

Tue 11/6
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

AanAn_ . ALAR_

Wed 11/7
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

anAR_ . AAn_

Thu 11/8
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(£) Not Submitted

I Regular Time (in/out)

anAA__ AAn_

the hours entered are correct

Regular  Overtime  Comp/Comp Special (Accrued)  Holiday Misc. Time Off Total  Shift

35 0 0 0 32 5 0

Fri 11/9 Sat 11/10 Sun 11/11

Hours: 8 Hours: 0 Hours: 0
University Time Off (UStaff) Time Period End
5 Hours 10/29/2018 -11/11/2018
(©) Not Submitted

I Regular Time (in/out)

anAR___ AAR_



Click Submit

Today ¢ > Nov5-11,2018

Mon 11/5
Hours: 24

Stand By
16 Hours
(©) Not Submitted

7AM Regular Time (in/out)
7:00am - 12:00pm
5 Hours

8 AM
(©) Not Submitted

9 AM

Regular Time (in/out)

anAA_.. AAn_

Enter Time ‘ v

Tue 11/6
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

AanAn_ . ALAR_

Wed 11/7
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

anAR_ . AAn_

Thu 11/8
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(£) Not Submitted

I Regular Time (in/out)

anAA__ AAn_

Regular  Overtime  Comp/Comp Special (Accrued)  Holiday Misc. Time Off  Total

35 0 0 0 32 5 72
View Week
Fri 11/9 Sat 11/10 Sun 11/11
Hours: 8 Hours: 0 Hours: 0
University Time Off (UStaff) Time Period End
5 Hours 10/29/2018 -11/11/2018
(©) Not Submitted

| Regular Time (in/out)

anAR__ ALAA_



Click Submit Again

Submit Time

I declare all hours reported are true and complete, and conform with the Organization's time reporting policy.
| authorize payroll to use these hours for payment.

INFORMATIONAL: Please click here to view the time reporting policy.

Following date range will be submitted for approval.

December 10 - December 23, 2018 : 80 Hours Total Total for December 10 - December 23,2018
Regular 80
Overtime 0

Comp (Accrued) 0

Holiday 0
Misc. 0
Time Off 0
Total 80

Cancel







How to Enter Time
for an entire week using

AUTO FILL




Click Time

i1 Home Q searcn ﬁ : @

We[comE,_

Inbox aes Applications
8 items 10 items

Benefits Personal
Information

*

Time Absence Favorites

Goto Inbox

Time



Click T

Is Week”

Enter Time

My Time Off

This Week (0 Hours)

Time Off Balance
Last Week (0 Hours)

Select Week



Click Enter Time

Enter My Time

Today @ > Nov12- 18,2018

Mon 11/12 Tue 11/13
Hours: 0 Hours: 0

Time Period Lockout
10/29/2018-11/11/2018

7 AM

8 AM

Wed 11/14
Hours: 0

Regular  Overtime  Comp/Comp Special (Accrued)

0 0 0

Thu 11/15 Fri 11/16 Sat 1117

Hours: 0 Hours: 0 Hours: 0
Pay date

10/29/2018-11/11/2018

Holiday
0

Misc. Time Off Total

0

View

0 0

Week

Sun 11/18
Hours: 0



Click
rom Prior

Auto-fill f

Regular Time (in/out)
1 PM 12:30pm - 3:30pm
3 Hours

Not Su

Clear

Quick Add

Request Absence

Review Time by Week




Click the week
you would like to copy

Auto-fill from Prior Week

Select one of the weeks below to copy its time blocks to the current week. You can then make changes to the copied time blocks as necessary.

e

Start Date 10/29/2018

End Date 11/04/2018

Select Week +* | select one

Prior Week Ho

||,|I
H
l“‘

10/22/2018 - 10/28/2018
Total Unit Type Time Type Details
10/15/2018 - 10/21/2018

No Data
10/08/2018 - 10/14/2018
Also copy detail  0/01/2018-10/07/2018

09/24/2018 - 09/30/2018




Click OK

Auto-fill from Prior Week

Select one of the weeks below to copy its time blocks to the current week. You can then make changes to the copied time blocks as necessary.

worer |

Start Date 10/29/2018

End Date 11/04/2018

Select Week % | select one v

Prior Week Ho

10/22/2018-10/28/2018
Total Unit Type Time Type
10/15/2018-10/21/2018

No Data
10/08/2018 - 10/14/2018

Also copy detaill  10/01/2018-10/0

Cancel

Details

||,|i




Review Step 7
Make sure the hours entered are correct

Auto-fill from Prior Week

Select one of the weeks below 1o copy its time blocks to the current week. You can then make changes to the copied time blocks as necessary.

Start Date 10/29/2018

End Date 11/04/2018
Select Week # [ 10/22/2018 - 10/28/2018 A ]
Prior Week Hours 1 item = E '_'l
Total Unit Type Time Type Details
40,00 Hours Regular Time (in/out) A
W
< >

Also copy details and comments

v




Click OK again

Auto-fill from Prior Week

wore: |

Start Date 10/29/2018

End Date 11/04/2018

Select Week *[ 10/22/2018 - 10/28/2018 v ]

Prior Week Hours 1 item

Total Unit Type

4000 Hours

Select one of the weeks below 1o copy its time blocks to the current week. You can then make changes to the copied time blocks as necessary.

Time Type

Regular Time (infout)

Details




Review - Make sure

Today

7 AM

8 AM

9 AM

10 AM

11 AM

12 PM

< > Nov5-11,2018

Mon 11/5
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

Regular Time (in/out)

anAA_.. AAn_

Tue 11/6
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

AanAn_ . ALAR_

Wed 11/7
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

anAR_ . AAn_

Thu 11/8
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(£) Not Submitted

I Regular Time (in/out)

anAA__ AAn_

the hours entered are correct

Regular  Overtime  Comp/Comp Special (Accrued)  Holiday Misc. Time Off Total  Shift

35 0 0 0 32 5 0

Fri 11/9 Sat 11/10 Sun 11/11

Hours: 8 Hours: 0 Hours: 0
University Time Off (UStaff) Time Period End
5 Hours 10/29/2018 -11/11/2018
(©) Not Submitted

I Regular Time (in/out)

anAR___ AAR_



Click Submit

Today ¢ > Nov5-11,2018

Mon 11/5
Hours: 24

Stand By
16 Hours
(©) Not Submitted

7AM Regular Time (in/out)
7:00am - 12:00pm
5 Hours

8 AM
(©) Not Submitted

9 AM

Regular Time (in/out)

anAA_.. AAn_

Enter Time ‘ v

Tue 11/6
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

AanAn_ . ALAR_

Wed 11/7
Hours: 8

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(©) Not Submitted

I Regular Time (in/out)

anAR_ . AAn_

Thu 11/8
Hours: 24

Stand By
16 Hours
(©) Not Submitted

Regular Time (in/out)
7:00am - 12:00pm

5 Hours

(£) Not Submitted

I Regular Time (in/out)

anAA__ AAn_

Regular  Overtime  Comp/Comp Special (Accrued)  Holiday Misc. Time Off  Total

35 0 0 0 32 5 72
View Week
Fri 11/9 Sat 11/10 Sun 11/11
Hours: 8 Hours: 0 Hours: 0
University Time Off (UStaff) Time Period End
5 Hours 10/29/2018 -11/11/2018
(©) Not Submitted

| Regular Time (in/out)

anAR__ ALAA_



Click Submit Again

Submit Time

I declare all hours reported are true and complete, and conform with the Organization's time reporting policy.

| authorize payroll to use these hours for payment.

Following date range will be submitted for approval.

December 10 - December 23, 2018 : 80 Hours Total Total for December 10 - December 23: 2018
Regular 80
Overtime 0

Comp (Accrued) 0

Holiday 0
Misc. 0
Time Off 0
Total 80

Cancel
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