How to Add Multiple Indexes to an Scribe™
Employee’s Timecard

This SOP explains how supervisors/managers assign one or multiple indexes to an
employee’s timecard when hours need to be split across different indexes.
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Applying Multiple Transfers (Important)
* Only one transfer/index can be applied to each In/Out punch segment.

« If time needs to be charged to multiple indexes, the hours must be split into
separate time segments.

* Each segment should reflect the portion of time that applies to a specific index.

* Time can be split as many times as needed to ensure expenses are allocated correctly.
Example
If an employee worked 8:00 a.m. - 4:00 p.m. (8 hours total) and:

* 25% of the time needs to be charged to Index A

* 75% of the time needs to be charged to Index B
The time entry should be split as follows:

+ 8:00 a.m. - 10:00 a.m. — Apply Index A

*10:01 a.m. - 4:00 p.m. — Apply Index B
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1 Open the Employee’s Timecard.

To split hours in a shift across different indexes, select the Transfer cell next to
that segment of punches, then select Search. You can use the plus button to the
left of the date to add additional rows if more than two indexes need to be used.
Example: 8:00 a.m.-12:00 p.m. will be paid on Index 1, 1:00 p.m.-2:00 p.m. on
Index 2, and 2:01 p.m.-5:00 p.m. on Index 3.
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2 In the Transfer column, select Search.
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Click Add Index.
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Click Ok.
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8 Click Save.
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9 If it has to be split by a certain amount of hours select the Transfer cell next to that
segment of punches, then select search.

Note: When splitting time between multiple indexes on the same day, the In-Out
times shown to the left of the last transfer column determine the time range that
index will apply to.
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10 Click Add Labor Category.
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12 Choose Index.
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14  Click Apply.
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16 NOTE: Student Employment / Work Study Index Allocation (Important)

Student Employment manages the 75% federal/state work study index and
25% department index allocation on the job records of eligible student
employees. LoboTime cannot automatically apply this allocation when a
department needs to override the department index on a timecard. In these
situations, the department is responsible for manually calculating and
assigning time to each index.

17 To verify that the index applied correctly, select any cell within that day’s row.
Once a cell is selected, open the Totals tab at the bottom of the timecard and
switch the first dropdown to Daily view. This will display the corresponding shift,
amount of hours, and the index.
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