Recorded Time Entries Tile for ESTA — February-April 2025

Use this guide as a temporary tool to track an employee’s time worked and calculate earned sick
time. A tool will be available in mid-April. Details will be shared at that time.

Notes:

e Forthese groups, EBS will be unable to support a traditional “bucket” of time, similar to
sick, vacation, and personal time for regular support staff.
e Allsupervisors and time administrators have access to the “Recorded Time Entries”
tool (under Supervisor tools).
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Click the Recorded Time Entries tile to reach this selection screen:
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Select the dropdown box in the “Reporting Period” option.
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Populate the dates from 2/21/2025 (for existing employees) or the date of hire for any
student/temp/on-call that was hired after 2/21/2025.
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Search for the employee by entering the personnel ID number. If the ID is unknown, you can

search for an employee by clicking on the = icon.
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Enter code 2020* for Student Employees or 2000 for Temp On-Call Employees.
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*Not required but recommended to limit results.



A detailed report of day-by-day entries will populate, with total hours at the bottom.
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Divide total hours by 30 (whole numbers only, ho rounding up) to determine the amount of

earned sick time. In this case, 55.5 hours worked equals only 1 hour of ESTA has been

earned to date.

Note: a supervisor or time administrator will only be able to see the personnel number and
number of hours worked in their unit. Any additional units the employee has hours worked

in will need to be provided by either the employee or Human Resources.

As a reminder, the Earned Sick Time Act report will automate all the above, with all hours

worked across all units, once it launches in mid-April 2025.



