4.6.c. Org Manager Job Aid: How to Transfer a
Labor Index for Exempt Employees only

There is only one way to enter a labor index transfer for an exempt employee. This
can only be done on the timecard because exempt employees do not have schedules
entered in the system.

& 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. Index
transfers for exempt employees can only be done via the timecard.
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To create a labor index transfer for exempt employees, navigate to all employee
timecards by clicking on the arrow in the 'Manage Timecards' tile.
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3 Click the down arrow of the dropdown menu to select the appropriate employee.
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4 Once selected, find the appropriate date and click in the cell that needs to have a
different index. In this example, the index for Monday, February 16 needs to be
changed.

= @ [N Employee timecards (1 (@) (a1,

5 A pop-up will appear, click 'Add Project.'

= @ [EIYRTTY Employee timecards

Testorgmanager, Kather.. X

Made with Scribe - https://scribehow.com



6 The Paycode auto defaults to 'Hours Worked.' Enter the '"Amount’ of hours that
need to be transferred.
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8 Click on'Add Index'.
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9 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'.

= @ [MIYRIITY Employee timecards

10 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'.

= @ [EIYRTTY Employee timecards

Testorgmanager,

Katherinetest1
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11  Click 'Submit'

= @ [MIYRIITY Employee timecards Amount X
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12 Click 'Save'

Be sure to click 'Save' to save the index change. If 'Save' is not clicked, the index
changes will not be saved.

ENAN LoboTime NI

‘Add project
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13 The hours will display in the cell for the date hours were transferred through the
index change.

—-End--

= @ IEYYRTTA Employee timecards QO &
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