1.3. Supervisor Job Aid: Overview of an Exempt

Employee Timecard

1 Login to LoboTime. Navigate to "Manage Timecards" and click on the arrow at the
top of the tile to open. Alternatively, click on one of the carrots ">" to open a

specific group of timecards.

For instructions on logging into LoboTime, refer to the Supervisor Job Aid: General
Access & Dashboard.
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2 Next to Employee is a drop-down menu. Click on the menu to see a list of all
employees within the selected timecard view. Click on a specific name to look at

their timecard.
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3 Once opened to a specific employee, click on the small calendar to see the
timeframe options. Select the specific pay period or date range to review in

greater detail.
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4 The 'List View' is the default view and only displays leave that has been entered for
the selected pay period or date range. To view all days within the pay period or
date range, click 'List View' to navigate to 'Table View'.
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5 In'Table View!, click "Load More" to display the full month
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6

You will be able to view the pay period or selected date range, and leave hours will

be displayed by day with the total amount at the top. In this example, the
employee is taking 48 hours of leave.
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7 At the bottom of both the 'Table View' and 'List View' are options including 'Totals',
'Accruals’, and 'Audits'. 'Totals' displays the number of paid leave hours used
during the pay period. 'Accruals' shows the current leave balances, including
annual leave, sick leave, and other paid leave. 'Audits’ will be explained in greater
detail at a later date.
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