4.3. Org Manager Job Aid: Exempt Employee
Timecard Sign Off Status (Dataview)

Purpose: Org managers must sign off to submit timecards to Payroll for processing.
Any timecard that is not signed off will not transmit to Payroll. Timecards must be
clean and complete before sending to Payroll. For exempt employees, all time off
requests must be resolved before sign off.

1 Login to LoboTime. Click on the three stacked bars in the upper left corner.

For instructions on logging into LoboTime, refer to Supervisor Job Aid: General
Access & Dashboard.

Related Job Aids:

To review the status of time off requests, refer to Org Manager Job Aid: Time Off
Requests (Dataview).

To review and resolve a leave request, refer to the Supervisor Job Aid: Approving
Leave Requests for employees.
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@ Welcome back, Katherinetest1

HR and Payroll Updates

HR and Payroll encourage you to review the
information on our website.
time.unm.edu

Payroll deadlines are available here.
payroll.unm.edu/mypay/pay-schedule.html

Here are job aids to help you with LoboTime
time.unm.edu/resources/job-aids_ukg_v1.pt

Current actual leave balances are maintaine
UNM's Employee Dashboard, not in LoboTin
Please go to the link to see your current bal
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2  Click on 'Dataviews & Reports'. Then click on 'Dataview Library'.

The Dataview Library has predefined dataviews related to employee information,
schedules, and timecards, with the ability to sort, filter, group, and perform
actions on data.

A dataview may look similar to a report in LoboTime. However, the key
difference lies in functionality and purpose:

» Dataviews are dynamic, interactive, and show real-time information.

* Reports are static snapshots and cannot be edited.
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Time -
Timecards

Schedule ~

Schedule Planner with

Dataviews & Reports ~
Dataview Liprary

Group Edit Results

Report Library

My Information ~

Share Feedback
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3 Dataviews in LoboTime are sorted by category, such as 'Attendance’, 'Audit’, and
'Scheduling', and then alphabetically within each category.

Under the Timekeeping category, click the "Sign Off Status" dataview.

Subject: Employee “
Audit
Count: 7
Name: Comments and Notes Name: Delegation Audit Name: Leave Audit Page
Subject employee > Subject Employee > Subject employee
Name: TEST - Timecard audit Name: Time Audit Name: Timecard Changes
Subject: Employee > Subject: Employee > Subject: Employee
Other
Count: 6
Name: Data and Totalization Status - Support Name: Employee Summary - Ba: Name: Employee Summary - Demographic
Subject: Employee > Subject Employee > Subject: Employee
Name: Employees By Organization Name: Multiple Assignment Details
Subject Employee > Subject: Employee >
Scheduling
Count: 6
Name: Schedule Planner Column Set Name: Schedule Summary - Full Name: Schedule Summary - Paycode
Subject Employee > Subject Employee > Subject: Employee
Name: Time Off Requests History Name: Time Off Requests Info
Subject Employee > Subject Employee >
Timekeeping
Count: 16
Name Accrual Details - Basic Name: Accrual Details - Full Name: Acerual Transactions Details
Subject Employee > Subject Employee > Subject: Employee
Employee Approval Summary Name: Employee Hours by Day Name: Employee Hours by Job
Employee > Subject: Employee > Subject: Employee
Name: Exception Summary Name: Exempt Assignment Hours Worked Name: Hourly Employee Timecard
Subject: Employee > Subject Employee > Subject: Employee
Name Overtime Summary Name Punch Audit Name: Sign Off Statu
Subject Employee > Subject Employee 2 Subject: Employee
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4 It is critical to select the appropriate pay period or date range, followed by the
type of employee data to view. This ensures the correct set of employees is
selected for the specified pay period.

This can be done a couple ways:

1. To select a pay period or date range, click on the calendar icon and select the
appropriate timeframe to view.

2. To select the type of employee to view, click on the 'Hyperfind' link (triangle icon with
circles at each apex). A Hyperfind is a filter that quickly finds a specific group of employees
based on defined criteria.

‘a Current Schedule Period ¢ b] c&u = All Home Loaded 4:18 PM
o <
Details Share
Ir systemn administrator. X
rsTov  Paycod.. Y Start Date « End Date Duration ~ Status ~  Time-offR.~-  Creation..~  Manager..~ Empl.. ¥ =
Sick Leave 1/06/2026 8:0... 1/06/2026 4:0... 8.00 Approved Slone, Arielle C 1/06/2026 11:...
Annual Leave 1/05/2026 8:0... 1/06/2026 4:0... 8.00 Approved TestManager, ... 12/18/2025 3....
Sick Leave 1/01/2026 8:0... 1/31/2026 4:0... 8.00 Cancelled 12/16/2025 8....
Sick Leave 1/05/2026 8:0... 1/09/2026 4:0... 800 Approved Slone, Arielle C 12/16/2025 10...
Annual Leave 12/30/2025 8:... 12/30/2025 11... 3.00 Deleted Lopez, Melani... 12/17/2025 8....
Annual Leave 1/12/2026 8:0... 1/16/2026 4:.0... 800 Submitted 12/18/202512...
Annual Leave 12/17/2025 8:... 12/19/2025 11... 3.00 Deleted Lopez, Melani... 1241712025 8:...
Annual Leave 12/25/2025 8:... 12/25/2025 11... 3.00 Deleted Lopez, Melani... 1241712025 8:...
Annual Leave 12/22/2025 8:... 12/22/202511.. 3.00 Deleted Lopez, Melani... 12/17/2025 B....
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5 When selecting the pay period or date range, it is important to note that UNM has
two payroll schedules: a biweekly payroll for non-exempt employees and a
monthly payroll for exempt employees. Selecting the correct pay period is
essential to ensure accurate payroll processing for both biweekly and monthly
schedules.

To change the pay period, click the calendar icon and select the timeframe to view.

€5 ~ Previous PayPeriod ¢ > & ~ Al Home
] S
Timeframe &
i e Details Shara
Next Schedule Period
Empl__. dgsr 0org3 org5 Org6 Org7 ~ Reports_»  Misse o Misse_dpr  Unex. dav Wanage ..  Approv

Mext Schedule Period + 1

/N;m.lle Period + 2

Previous PE*PEFIDd |

Current PayPeriod
Period I

Select range
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To view timecard approval status for exempt employees, click on the 'Hyperfind'
link (triangle icon with circles at each apex) and select 'Exempt Employees' from

the list.

Note: To view timecard approval status for non-exempt employees, refer to Org
Manager Job Aid: Non-exempt Employee Sign Off (Dataview).

End Date

4:00 PM

5:00 PM

4:00 PM

3:30PM

4:00 PM

4:00 PM

7:00 PM

5:00 PM

~ Duration v

800  Approved

8.00  submitted

8.00 Approved

8.00 Submitted

8.00 Cancelled

800 submitted

1000  Cancelled

4.00 = submitted

Status v Time-off Request Actors v

Testorgmanager, Katherinetest1

TestManager, Melanietest1
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Creation Date

1/08/2026 12:29 PM

1/08/2026 12:14 PM

12/18/2025 12:22 PM

1/08/2026 12:09 PM

1/08/2026 12:24 PM

1/08/2026 12:21 PM

1/08/2026 12:12 PM

1/08/2026 12:22 PM

2o

Current Schedule Period ¢

Al Home

Locations & hyperfinds\-/

‘ Eearch

All Home and Iransferred-in

All Home UNM

All People

Employees with Comp Payout
Employees with Unapproved Tim...
Employee Timecard Approval

yee Timecard Not Approved

ExemptiEmployees

S Loaded 12:32PM
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7 Click the drop-down arrow in the ‘Grouped by..." column and select the False/True
status to display all employees. In this example, the 'False' drop-down has already
been clicked, indicating the employees whose timecards still require action prior
to sign off.

« 'False’ status designates any timecard that does not have both the employee and supervisor
approval.

* 'True' status designates any timecard that has both the employee and supervisor approval.

= @ [P sign Off Status

Sign Off Status «

' A @ ¥ -

Select all Refine Zoom  Track time Approval Requests

ﬂ Information Data within Reports To cannot be retrieved. Contact your system administrator.

Signed Off ~ Employee ID Employee ..lgr Org 3 ~ Org 5 ~ Org 6 ~
.. e (12)

Whitman, Joshua M = ADG-VP Institutio... 314A-Parking Tra... 314B-Parking Tra...

] Vigil, Robin v ADG-VP Institutio... 314A-Parking Tra... 314B-Parking Tra...
O COMPKATHTST Testorgmanager, ... ADG-VP Institutio... 314A-Parking Tra... 314B-Parking Tra...
L] Strawn, Daisy ADG-VP Institutio... 314A-Parking Tra... 314B-Parking Tra...
] Scott, Sarah R ADG-VP Institutio... 314A-Parking Tra... 314B-Parking Tra...
O Rodriguez, Christ... ADG-VP Institutio... 314A-Parking Tra... 314B-Parking Tra...
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8 'Employee Approval Status' and ‘Manager Approval Status', will have one of the
following:

« Blank: Typically indicates that the timecard has not been signed off by either the employee
or supervisor/manager or is not applicable for that record.

« NONE: The timecard or schedule is still open for edits and has not been approved by either
an employee or supervisor/manager.

* FULL: Indicates who has approved the timecard.

The ‘Approving Managers' column will show the name of the manager who
approved the timecard. This may be helpful when a manager has delegated
authority.

The 'Sign Off Date' will show when the Org Manager has signed off on the
timecard.

The 'Sign Off Through Date' typically indicates the last date through which the
timecard has been signed off.

~ Previous Pay Period People o

B < 3
yee Full Name Vo org3 v orgs - org6 ~ | Employee Approval Status~  Manager Approval Status  Approving Managers Sign Off Date v Signed Off Through Date j  Totals Up To Date
et ADF-Human 730AHuman Resources 7308-Human Resources Depar. 1011901 v

ADF-Human 7304 Humr 7308-Human Resources Depar. 1011901 v

OiiviaL ADF-Human 7308 Humar 7308-Human Resources Depart.. 1011901 v
3uez, Stephany) ADF-Human Resources HR 730A-Huma 730C-HR Services. 1/01/1901 v
2, SandraC ADF-Human Resources HR 7304 Human Resources 7308-Human Resources Depart. 1011901 v
no ADF-Human 7304 Humer 7308-Human Resources Depar. 1011901 &
7304 Humr 730CHR Services 10171901 v

7308 Humar 7308-Human Resources Depart.. 011901 v

851D-HR Employee Wellness E 011901 v

7308 Humar 730CHR Services 1011901 v

7304 Humr 7308-Human Resources Depart. 10171901 v

730A-Huma 7308-Human Resources Depart. m NONE 1/01/1901 7

|

Ta0Huma 7308 uman esouresoeprt.. | wotsor v

7308 Human Resources 7308 umanpesouresoeprt. | wotsor v

7308 Huma 730G HR senices | woutoor v

Ta0AHuma 708 suman esoucsoepr-. | wotson v

|

730A-Humar 7308 Human Resources Depart.. | FULL FULL Luhman, Emily H 1/01/1901 v

7308 Humar 7308-Human Resources Depart. 1011901 v

7304Human Reso 7308-Human Resources Depart 1011901 v

RitaD ADF-Human Resources HR 7304 Human Resources 7308-Human Resources Depart. 1011901 v

@ Tip! Employees and supervisors should approve timecards before the Org
Manager signs off. If approvals are missing, the Org Manager should work with
the supervisor/manager to obtain approvals before signing off.
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After the timecards have been approved by the employee and supervisor, the Org
Manager can sign off on the timecards. Click 'Select All' or "I" header to select all
employees for sign off. Alternatively, to approve select timecards, click the
individual box to the left of an employee's name, under the check mark "0"
column.

Timecards not signed off by the Org Manager will not be submitted to
Payroll, and the employee will not be paid.

= @ (&P sign Off Status

Sign Off Status «

Select all

7 A B - o~

Refine Zoom Tracktime  Approval Requests

o Infiirmation Data within Reports To cannot be retrieved. Contact your system administrator.

v Grouped by... v~ Signed Offv Employe...~ Emplo...bar Org3 ~ Org5 ~ Orgé ~ org7 ~ Reports Tov Missed..abpe
)~ raise(12)
O Whitman, Jos... ADG-VP Instit... 314A-Parking... = 314B-Parking...
O Vigil, Robin v ADG-VP Instit... 314A-Parking... = 314B-Parking...
O COMPKATHTST = Testorgmana... ADG-VP Instit... 314A-Parking... 314B-Parking...
O Strawn, Daisy ADG-VP Instit... 314A-Parking... 314B-Parking...
O Scott, Sarah R ADG-VP Instit... 314A-Parking... = 314B-Parking...
O Rodriguez, C... ADG-VP Instit... 314A-Parking... = 314B-Parking...
ay (| 7T ITT Morris, Kenn... ADG-VP Instit.. 314A-Parking... 314E-Park an... 314E1-Transp..
O Lopez, NicoleA  ADG-VP Instit... 314A-Parking... 314B-Parking...
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To sign off on selected timecards, click on 'Approval' and then 'Sign-off'. A pop-up
will display to confirm the decision to sign off. Click 'Yes' to complete sign off.

Sign Off Status «

el v

S

Grouped by... « Signed

* False (12)

COMPRATHTST

8B @8 8 0 O B B O

a a6

Vighl, Rabin v

Testorgmana,

Strawn, Daisy

Scoat, Sarah B

Rodrigues, €

MOFrES, Kenn..

Lopez, Nicole A

Leck, Alyce K

Evans, Christi.

© Sign-off

ADGVP Instit.

ADG-VP Instit,

ADGVT Tnstit

ADGYF Trsti,

ADG-VP Instit

ADG-VP [nvstit

ADG-VF Instit.

ADG-VP Instit

3144 Parking

IN4A-Parking.

IN4A-Parking,

314A-Farking,

314A-Parking

1144 -Parking

314A-Parking...

3144 Parking

3148 Parking

3148-Parking

3148-Packing

HAE-PIKInG..

IT4E-Park an.

1148-Parking

11408-Parking

J48-Parking

ov  Missed..dpr  Misse

341 -Transp...

To see recent changes, refresh your screen by clicking the circular arrows icon
located next to Hyperfind. Click the drop-down arrow in the ‘Grouped by..." column
and select the False/True status to display all employees. In this example, the
'True' drop-down has already been clicked, indicating the employees whose
timecards have been signed off by the employee, supervisor, and Org Manager.

11

—-End--

= @ @D sign OffsStatus Q ® &

Sign Off Status « ﬁ ~  Previous Pay Period ¢ 5 5°~° ~ Exempt Employee: aded 2:31 PM
v A B Y- ©- <- o |9
Selectall Refine Zoom Tracktime  Approval Requests Detsils Share Restore Save
o Information Data within Reports To cannot be retrieved. Contact your system administrator. X
Ve Grouped by... v signed ...+ EmployeeID ~  Empl... Y org3 orgs « orgé Org7 ~ Reports..  Misse.bn  Misse.dpr Une ¥ ~
L1 b False(s1)
(=] l > True(2) l v
a v COMPMELANIETST TestManage... | ADF-Human.. = 730A-Huma... 730C-HR Ser...  730B4-HRC..
O v Nagji, Parve... ADF-Human... 730A-Huma... 730B-Huma... 730B6-HR B...

Made with Scribe - https://scribehow.com

10



