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Agenda

/ WVURC PTO Transfer Overview
Applaud Training — Employee Leave
Applaud Training — Non-exempt Employee Time Entry

Applaud Training — Supervisor Resources for Leave and Time Tracking
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Open Questions & Answers
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WVURC PTO Transfer Overview

/ One time transfer of RC PTO to WVU annual leave balance

/ RC PTO hours will be based upon close of business October 30, 2025

/ Applaud will show updated annual leave balance by end of October 31, 2025
/ WVU leave accrual will start on October 31, 2025

/ WVU annual and sick leave accrues twice a month — 15t and the last day of

the month

/  Visit WVU Leave & Time Off Programs for more details

WV' WestVirginiaUniversity:


https://talentandculture.wvu.edu/benefits-compensation/benefits-strategy/leave-and-time-off

Applaud Training
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Requesting Leave

If Remote, you must be logged into the VPN

2. Login to the portal @
using your WVU Login.

3. Click on the “Leave Request”.
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https://portal.wvu.edu/

Requesting Leave

Y& WestVirginiaUniversity. Q ‘q

Kourtney Morgan .

Director. 1721, SSC Workforce Administration L4

WELCOME PROFILE PERSONAL v TEAM v JOBHISTORY PAY v LEAVE & TIME

Leave & Time

Calendar 2 . VIEW il REQUESTLEAVE Entitlement Balances

ANNUAL LEAVE PLAN  SICK LEAVE PLAN

LIST WEEK MONTH TODAY 21-0ct-2025 E

SAT
Annual Leave Plan (01-JAN-25 to 21-0CT-25)
Current Balance  [Hl YTD Taken Cycle Accrual

Current

Balance ikl

Cycle Accrual

About Balances

Balances

Your balances are your balances on the system date, minus approved requests on or
before system date, plus accrual on last accrual date (either the 15th or last day of
month.)
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Requesting Leave

Request Leave

Leave Type*
Sick Leave Plan

rt Time
08:15 AM

WEEK MONTH nd § Time
04:45 PM

SAT

Duration
0 hours

V WestVirginiaUniversity:



Canceling a Leave Request

Kourtney Morgan & .

Director. 1721, SSC Workforce Administration L4

WELCOME PROFILE PERSONAL v TEAM v JOBHISTORY PAY v

Calendar 2

)
Annual Leave Plan (Annual)
2025-09-29 12:00 - 2025-09-29 16:45 (3.75 hours)

©
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LEAVE & TIME

s, VIEWPEERS  [ll REQUESTLEAVE Entitlement Balances
ANNUAL LEAVE PLAN  SICK LEAVE PLAN

ectiv
WEEK A MONTH TODAY
24-Nov-2025
SAT
Annual Leave Plan (01-JAN-25 to 24-NOV-25)
Current Balance [l YTD Taken Cycle Accrual

Current

Balance deaRs

Cycle Accrual

Maximum Balance: 1

t Balances

Balances

Your balances are your balances on the system date, minus approved requests on or
before system date, plus accrual on last accrual date (either the 15th or last day of



Viewing Leave Balances

e Clickin the “Balances E e omchlances
effective at” box and
choose the date you want
to see your balances. i T

e System will update balance
as of that date.
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Non-exempt Employees:
How to Use Web clock
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Clocking In/Out- Non-exempt
Employees

WV WestVirginiaUniversity.

1. Login to the Portal Homepage:

Portal access

2. Click the “Web Clock” button grrr——
shown here. -

Administrative (VPN)

CTO/OT Election
MAP

MyReports
Unifier

My HR (VPN)

V WestVirginiaUniversity:


https://portal.wvu.edu/

Clocking In/Out- Non-exempt

. WELCOME PROFILE PERSONAL v TEAM ~ JOB HISTORY PAY v LEAVE & TIME
Welcome

Time Clock Mini Worklist

Great, there's no .
Jphold Sharon G

Thu 23 October 2025

hu 23 Octob

10:37-05 AMeor 12:10-48 PM.o

MyTime Reports
Clock-out

Last Punch

Today - clock-in

WVU Academic
Calendar
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Viewing your Recorded Time

Click on the drop-down arrow next to Team and click “Team Calendar”
a sl

W,

v WestVirginiaUniversity.

Assistant Accountant 102, SSC Workforce Administration L4

WELCOME PROFILE PERSONAL v ' TEAM ¥ JOB HISTORY PAY v  LEAVE & TIME

Team Calendar: Direct Reports

DAY | WEEK MONTH MY YEAR DAY

FR 24 SA 26

PEOPLE

Company-wide ()

CL Accountant Asst
19.83 hrs,
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Physical Time-Clocks

* There are physical time clocks available across
campus that you can swipe in/out using your
WVUid card.

* Link to locations on campus:

WV WestVirginiaUniversity:


https://payroll.wvu.edu/time-clock-locations

Supervisors — Timecard
Corrections

WV' WestVirginiaUniversity:



Payroll Cutoff

* Biweekly Payroll Schedule:

e Supervisors receive a reminder email from the Time Collection
team on the last Friday of every pay period.

e Cutoff for supervisor’s timecard approval is typically the Monday
after the pay period ends at 3pm. This gives the Time Collection
Team time to review prior to payroll running at 11am on Tuesday.

* The Time Collection review includes making sure there are no
remaining errors or missed punches and ensuring hours per week
for each employee meet the total number of hours they are
supposed to be working based on their FTE.

WV WestVirginiaUniversity:


https://payroll.wvu.edu/pay-schedules

Payroll Cutoff = _gwwse

* Note: Cutoffs are rrt e
occasionally condensed if
a holiday falls within the
week. These changes are

noted in the email Resttced A Use VPN
reminder as well as on
the Portal homepage .
under “Payroll Updates”. e
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Supervisors: Fixing a Missed
Punch

*  From the menu, choose Team, then select Team Calendar from the drop-down.

TEAM — SJOEBE HISTORY 4

Team

Org Chart

Team Calendar

Leave Dashboard
Leave Balances

Designees

Manager Timecard Summary

* If you have any missed punches, you will see a red banner on the top of the browser window with how many needing
corrected. Click FIX NOW on the banner.

3 missed punches

FIX NOW
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Supervisors: Fixing a Missed
Punch

* A panelis then displayed for each missed punch.

Enter the missed punch time by typing it in or clicking the clock icon.
‘ Stop* o

* Clicking the clock icon will bring up

a keypad. Click the hour, quarter hour, and either AM or PM of the missed punch.
4:45

WV WestVirginiaUniversity:



Supervisors: Fixing a Missed
Punch

* Click the “Reason for Miss” drop-down arrow to choose a reason for the missed punch.

Clock malfunction

@

04:45 PM

Clock not available

Forgot to clock in/out

Other

* Once time has been entered, click the three dots in upper corner.

¢ Click Submit Fix.

DELETE

WV WestVirginiaUniversity:
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Fixing a Missed Punch from the
Banner

Supervisors who see a red banner with a FIX NOW message above the Team
Calendar should always fix the missed punches before making any other edits in
the Team Calendar.

Team Calendar: Direct Reports

Fixin%a missed punch from the Team Calendar first may still leave a missed
punch in the employee’s time record. This may occur when an employee has
mistakenly clocked in at a wall clock more than once without clocking out. For
example, an employee may clock in, and clock in one minute later, unsure if the
first punch was registered by the system.

WestVirginiaUniversity:
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Supervisors: Fixing a Missed

. TolTlle/\issetlunch that may not have shown on the red banner, go to your Team Calendar as shown
in previous slides.

Locate a record with the missing punches noted by “Missed” in red under their name.

Team Calendar: Direct Reports

DAY WEEK MONTH MY YEAR TODAY
PEOPLE

TH 28 FR 29
Company-wide !

SA 30

JK Joni Kalli

CL.Service Wkr

4.47 hrs K O

WestVirginiaUniversity:



Supervisors: Fixing a Missed

. Cche day with the missed punch.

Missed out

* Change the stop time by typing it in or clicking the clock icon.

* A confirmation message will appear at the top of the page.

WV WestVirginiaUniversity:



Supervisors: Adding Time

e Go to your Team Calendar

* Within the list of employees that report to the supervisor, click
the desired date.

DAY WEEK MONTH MY YEAR

Feb 12th - Feb 12th

V WestVirginiaUniversity:



Supervisors: Adding Time

* Click the Start field and enter in the time either by typing it in or clicking the
clock icon beside the time block.

Start/Stop*

Start® Stop®
10:00 PM © 11:00 PM ©

V WestVirginiaUniversity:



Supervisors: Adding Time

* |f you select Other, you will be prompted to provide specific details.

* Click Save.

* You will see verification of your manual entry.

WV WestVirginiaUniversity:



Supervisors- Approving Leave

= wV' WestVirginiaUniversity.

Kourtney Morgan .

Director. 1721, SSC Workforce Administration L4

WELCOME PROFILE PERSONAL v TEAM v JOBHISTORY PAY v LEAVE & TIME

/ ITSHELP  TRAINING TOOLS SHARED ¢

Mini Worklist 1 FULL W Administrative Tools Quicklinks 5

Mountaineer Marketplace
MyExpenses

MyParking MyTime Reports Leave Request U Athletics Calendar
MyTravel

WVU Hire

Employee Resources

WVU Academic Applaud FAQ
alendar

ACADEMIC R

Academic Performance Solution
Argos (STAR Reporting)
Curriculum Inventory Management
Curriculum Matrix

DegreeWorks (Advising)

Digital Measures (Faculty)
eCampus

iData

Navigate

Banner 9

University Academic

Banner Workflow

STAR Apps

IDEAS Reporting
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Supervisors- Approving Leave

wv-V(/est\ﬁrgmiaUnivemity

Kourtney Morgan .

Director. 1721, SSC Workforce Administration L4

WELCOME PROFILE PERSONAL ¥ TEAM v JOBHISTORY PAY v LEAVE & TIME

Welcome TRAINING TOOLS RED SERVICES MYHR HELP

Administrative Tools Quicklinks 5

MAP
MyReports
Mountaineer Marketplace

MyExpenses
Urph<?|<71> Sherry ) MyParking
eave of Abs € > MyTravel

WVU Hire ;

WVU Academic Applaud FAQ
Calendar

Mini Worklist 1 FULL WORK

MyTime Reports Leave Request WVU Athletics Calendar

Su

Employee Resources

ACADEMIC  RESEARCH

o __Academic Performance Solution
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Supervisor- Canceling Leave

Kourtney Morgan & . ) oo rrore remsows - [T sosusrony v~ oaves e

Director 1721, SSC Workforce Adminisiration L4

WELCOME PROFILE PERSONAL v TEAM v JOBHISTORY PAY v LEAVE& TIME Team Calendar: Direct Reports

Welcome

DAY | WEEK MONTH MYYEAR TODAY
Mini Worklist Inistrative Tools

FR31 sa1

nothing for Report

fountaineer Marketplace

Manager Timecard Summary

poriing)
Curriculum Inventory Management
Curriculum Matrix

University Academic Catalogs
Bani
STARApps

IDEAS Reporting

estVirginiaUniversity.



Manager Timecard Summary

TEAM v |JOB HISTORY PAY

* Click the Team drop-down arrow and then select “Manager Timecard Summary”.

* You can choose that Employee in the drop-down and select the “Pay Period Start Date” of the period you are reviewing.
The Timecard Summary shows regular hours worked, overtime hours worked, holiday hours and holiday hours worked.

Employee Timecard Summary

V WestVirginiaUniversity:



Manager Timecard Summary

* You can also see your |-
entire list Of MmOy e e |5 ———
and their total hours &
for the pay period.

V WestVirginiaUniversity:



Manager Timecard Summary

* If you are reviewing this information on the Monday of payroll cutoff, we have already moved into the
new pay period so you will need to click “Biweekly Switch” and choose the pay period we are currently
signing off on:

Switch Pay Period -

19-OCT-2025 to 01-NOV-2025

05-OCT-2025 to 18-OCT-2025

21-SEP-2025 to 04-OCT-2025

WV WestVirginiaUniversity:



Supervisors-
Setting-up a Designhee

WV' WestVirginiaUniversity:



\;

Guidelines for appointing a designee for
processing leave & timecards

You should select a full-time employee who has not experienced work performance issues as
your designee.

You should select someone you are confident is able to perform the functions in an accurate and
timely manner.

You should not appoint a student, temporary or casual employee due to the scope and impact of
this responsibility.

You should not appoint an employee who may cause or create the perception of a conflict of
interest.

You should not appoint a designee who may be related to someone you supervise.
Designee must be trained and oriented to processing leave and timecards.
Designee should understand the function of your unit and working schedules of your employees.

WestVirginiaUniversity:



Steps to Assign a Designee

* Click Team, and then Designees.

Heath Shewry -~

Assistant Dean, College of Creative Arts

WELCOME PROFILE PERSONAL ~ TEAM ~ JOB HISTORY PAY ~ LEAVE & TIME

e Click Add.

Designees

Designees

WV WestVirginiaUniversity:



Steps to Assign a Designee

* Click the magnifying glass.

Details

* You will be prompted to begin typing. As you type, possible matches begin to appear. Click the appropriate
employee’s name.

* The date range begins with today’s date. You can change this to a future date. You have the option to enter a
specific ending date.

26-Feb-2020

Click Save. You will see a confirmation message.

WV WestVirginiaUniversity:



Applaud Knowledge Articles

101: An Introduction to Applaud, WVU's Timekeeping System
Applaud-How-To-Add-or-Remove-a-Designee

Applaud-How To Fix a Missed Punch and Applaud-How to Fix
Missed Punches from Red Banner.

Applaud- How to Add Time to an Employee Timecard.
Applaud-How-To-Add-Leave-for-an-Employee-as-a-Supervisor

Applaud-How To Approve Leave Requests.

Applaud-How To View Manager Timecard Summary

WV' WestVirginiaUniversity.


https://wvu2.lightning.force.com/articles/Knowledge/101-An-Introduction-to-Applaud-WVU-s-Timekeeping-System
https://wvusharedservices.wvu.edu/s/article/Applaud-How-To-Add-or-Remove-a-Designee
https://wvu2.lightning.force.com/articles/Knowledge/Applaud-How-To-Fix-a-Missed-Punch
https://wvu2.lightning.force.com/articles/Knowledge/Applaud-How-to-Fix-Missed-Punches-from-Red-Banner
https://wvu2.lightning.force.com/articles/Knowledge/Applaud-How-to-Fix-Missed-Punches-from-Red-Banner
https://wvusharedservices.wvu.edu/s/article/Applaud-How-To-Add-Time-to-an-Employee-Timecard
https://wvusharedservices.wvu.edu/s/article/Applaud-How-To-Add-Leave-for-an-Employee-as-a-Supervisor
https://wvu2.lightning.force.com/articles/Knowledge/Applaud-How-To-Approve-Leave-Requests
https://wvu2.lightning.force.com/articles/Knowledge/Applaud-How-To-View-Manager-Timecard-Summary

Time Collection Contacts

Main Campus
* Sherry Uphold (Manager)
* Pam Fields (Manager)

HSC Campus
 Maryann Adams-Michenko (HSC Manager)
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Shared Services

Shared Services website:
https://sharedservices.wvu.edu/

Contact Info:

Email: sharedservices@mail.wvu.edu
Phone: 304-293-6006

WV' WestVirginiaUniversity:


https://sharedservices.wvu.edu/

Questions??
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