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4.6.b. Org Manager Job Aid: How to Transfer a
Labor Index After Worked for Non-Exempt
Employees
There are two ways to create a labor index transfer for non-exempt employees:
create a schedule before a shift has been worked OR change a shift after it has been
worked.

Labor index transfers should occur only if the labor distribution for an employee
in Banner needs to be temporarily modified. If the labor distribution for an
employee in Banner is not accurate, it should be corrected via Labor Distribution
EPAF. LoboTime will automatically apply the labor distribution for each employee
as entered in Banner.

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.
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The following steps show how to create a labor index transfer via timecard. This
can only be done after a shift has an in/out punch. Index transfers via timecard
require individual manual adjustment for each shift segment and for each
staff member.

2 To create a labor index transfer for non-exempt employees, navigate to all
employee timecards by clicking on the arrow in the 'Manage Timecards' tile.

For instructions on how to transfer a labor index via timecard, refer to Org
Manager Job Aid: How to Use Schedules to Transfer a Labor Index (applies to
non-exempt employees only).
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3 Click the down arrow of the dropdown menu to select the appropriate employee.
Once selected, click in the 'Transfer' cell next to the clock in/out that needs to have
a different index. There are two Transfer column headers, make sure to select
the appropriate one. In this example, the index associated with hours worked
from 1:00 - 5:00 pm on Monday, January 12 need to be changed, so the second
Transfer column cell is selected.

4 The currently assigned index will show first. In the example below, it is ;;;127022,;.
To select a different index, click on 'Search...'.
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5 Click on 'Add labor category'.

6 Click on 'Add Index'.
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7 The search function works with numbers or keywords. Type in the necessary
information to find the correct index and select it. Once the correct index has been
selected, click 'Ok'.
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8 Once an index has been selected, it will display in grey under the Index header.
Once the correct index is showing under the Index header, click 'Apply'.
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9 The new index will show in the Transfer cell.

Be sure to click 'Save' to save all index changes. Multiple changes can be made
before clicking 'Save'. However, if 'Save' is not clicked, none of the index changes
will be saved.

--End--

Related job aid:

Org Manager Job Aid: How to Use Schedules to Transfer a Labor Index (applies to
non-exempt employees only)


