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How To Record Time In Tempo for Contact Tracer Volunteers.

Purpose: The purpose of this document is to provide instructions for all Contact Tracers volunteers to get approval for their timesheets.

Note: All Contact Tracers must report their time to their assigned California Department of Public Health (CDPH) supervisor for approval. Once
approved by the CDPH Contact Tracing Supervisor, the timesheet must be submitted and approved following regular time reporting protocols.

Part A: Log Into TEMPO And Enter Your Time

1. Log into TEMPO and enter your time for the appropriate pay period.
2. Save your timesheet.
Timesheet Information and Details -
Information Approvals & Details
Reporting Period July 2020 (7/1/20 - 7/30/20) - 176 Standard Hours o Approvals | Comments Attachments (0) Audit Log (0)
Employee Name JOHNSON, HAYA N
Employee Id 1015817 Sequence -  Approval Type User Name Timestamp & @

Alternate Id 0140

Work Week Group E - Exempt

Work Schedule 5/8/40 Standard

Time Base 100.00%
Location Department of Fish and Wildlife

Classification Title  Stf Sves Mgr I

Bargaining Unit 501

Position Number 565 011 4800 011

Tenure PERMAMENT APPOINTMENT w
Timesheet Status Tags Actions
New MNone Save Validate Submit Cancel

Note: To charge your time as a Contact Tracer, please see HRB Memo 20-025 for details.

California Department of Fish and Wildlife Page 1 of 11
For internal use only


http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=180689&inline

CAL]FOR\ﬂ
Fish e’
'WILDLIFE
o

Part B: Create PDF Version Of Your TEMPO Timesheet

1. Save an electronic version of your timesheet, by clicking PRINT

Timesheet sdormation and Getails

Enformatcs Approvals & etsily
Reportng Pened Juby 3030 {7F1/20 - 7/30/20) - 178 Standand Hours = Sgprowsls | Commant | Amsctmet ) ductlog )
Emplosis Mame  XNEON, WATA N

Errpliyes 14 1013817 Sequarcs = Soprrel Type par M

Alnrrate i GL40
Work sk Graar E - Bwamat

Werk Scheduls S/B/40 Sandard

Tame Bape 100.00%
Locaton  Depatrment of Fish and Wildife

Clamafication Tils S Sves Mgr |

Barppanng bt 501

Posdion Nurmber 45 011 4820 011
Taners FRRMARDNT AFFCINTHINT -

Timesheet Salus Tags Actions

- - - — - o

2. Ascreen will be displayed as below. Select the “Open with” option as below

Opening TIMESHEET1747046.pdf X

You have chosen to open:

@ TIMESHEET1747046.pdf

which is: Foxit PhantomPDF PDF Document
from: https://timereporting.wildlife.ca.gov

What should Firefox do with this file?

(®) Open with | Foxit PhantomPDF 9.6 (default) Vv

() Save File

[ 1 Do this automatically for files like this from now on.

oK Cancel
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3. The file opens in the pdf format as below.

4. Select “File” to save the file

lome  Convert Edit Organize <Comment View Form Protect Share Connect Accessibiity Help Tutorial

/ Tell me what you we < =|Find PlE- Q-
77 SnapShet SFitPage [_% O [172.63% <+ @ N[ .} :I: [2Insert~ [ D 4
= = Ty | —
- . Clipboard = ) OOREWidth 7 £ Rotate Left ol T T clete | - £ | £y
Hand Select 1 o Acual oo Reflow [, Edit  Edit  Typewrter Highlight Rotate (- Scan Quick  PDF
~ | Bookma szw = Fit Visible Rotate Right Tut Object™ Pages™ [LEdmet  “07 0 Sign
Tools View Edit Comment Page Organization Convert Protect
Start S1BA-Wildife Insights_... ~ TIMESHEET1747046.pdf X
3
| Department of Fish and Wildlife - Timesheet
II 1 Iuame Timesnest It Penod
DOE, JANE 1747048 Jun 2020 (6/1/20 - 6/30/20)
[Empioyee 0 Position Organization
1459803 565 028 1402 007 565-028 - Data & Technology Division
Location Work Week Group WOrK Schedulie:
_’: Department of Fish and Wildlife E 9/8/80-FriB E
Tite Bargaining Unit Time Base
ITS | RO1 100.00%
d Alternate id Tenure:
4146 PERMANENT APPOINTMENT
Signature
& I DOE, JANE |
%% 06/30/2020 1
YRy,
5. A screen will be displayed as below.
6. Select the location and select Save As
-5 TIMESHEET1747046-1.pdf - Foxit PhantomPDF
Home Convert Edit Organize Comment View Form Protect Share Connect Accessibilty Help Tutorial () Tell me what you we =|Find
Properties
Save As
Open
=l =
{1_] Computer 5 Computer
Save As —
Reduce File Size + T Recent Folders
Add a place
Optimize Scanned PDF 2FKLLBT6
C: » Users » Umenon » AppData » Local » Microsoft » Windows » INetCache » Content.Outl...
PDF Optimizer Garden
Export Desktop » Garden
Desktop B |
Frint ime Reporting
Batch print Desktop » Profects » Tempo-HRMS » Time Reporting
Downloads
Index C: » Users » Umenon » AppData » Local » Packages » Microsoft.MicrosoftEdge_8wekyb3dsb...
Close Downloads

C: » Users » Umenon » Downloads
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7. ASave As screen will be displayed as below.
8. Type the name of the file as “YOUR_NAME_PAY_PERIOD_Timesheet” (for e.g. Jane_Doe_July_2020_Timesheet). This will create an

electronic PDF version of your TEMPO Timesheet in the location that you designated.

1 m » ThisPC » Desktop v O Search Desktop
|

Organize ~ New folder
~

-
~ Name Date modified Type Size

& This PC
“p 3D Objects
m Desktop
|5 Documents
& Downloads
b Music
& Pictures
B Videos
£ 9 0OSDisk (C)

=y Statewide Share

=y Primary Share [T

¥ Network
4 [ I —

File name: | Jane_Doe July 2020 _Timesheet.pdf

Save as tvpe: \PDF Files (*.ndf)
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Part C: Send A Docusign Of Your Timesheet To Your CDPH Supervisor
1. Loginto DocuSign using your CDFW credentials.

DocuSign

Please log in to your account

Email address

CONTINUE

No account? Sign up free of charge

2. Ascreen will be displayed as below, click on NEW -> Send Envelop

Docusign’ esignature Home Manage Templates Reports ® @ UM

Sign or Get Signatures [N

Send an Envelope

Sign a Document

Use a Template

OVERVIEW Last 6 Months WHAT'S NEW MY DOCUSIGN ID Edit
Comments Usha M
sha Menon
o Action Required 1 Ask and answer questions about documents and usha.menon@wildiife.ca.gov

receive real-time comment notifications. More Info
@ Member since 2018

Bulk Send for Multiple Recipients

Waiting for Others Include multiple recipients in each envelope. Send

) ot 1 . i ‘ DocusSigned by:
o more recipient types and specify envelope
custom field values. More Info [ Menan, Usba
A Expiring Soon 51ADD7508121441...
Template Sorting
Sort your templates by name.
+/ Completed 4
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3. Ascreen will be displayed as below. Click Upload to upload your Timesheet.lz|
4. Enter your name and your email id, by selecting/typing your name and email id from the drop down.IZ|
5. Click Add Recipient to add the name and email id of your CDPH (California Department of Public Health) supervisor. E
6. A name and email id field will be displayed. Enter the name of your CDHP supervisor from the drop down by selecting/typing it in. IZ|
¢ | Upload s Document and Add Envelope Recipients @ ACTIONS v
Add Documents to the Envelope
Lt
Add Recipients to the Envelope
As the sender, you automatically receive & copy of the completed envelope. B ADD FROM CONTACTS =
Set sigring crer
B Neme- £ moRE
\ ]|
, ]
o 2 e
\ ]|
- \ n
Envelope Custom Fields
mmlTl
7. Click NEXT.
California Department of Fish and Wildlife Page 6 of 11

For internal use only



CALIFORNIA

HE
WILDLIFE

July 2020

8. A screen will be displayed with your file as below.
Note: You will need to add a Signature box and Date Signed to your timesheet.
9. Select Signature field and drag and drop into the timesheet for both you and the CDHP supervisor.
10. Select Date Signed field and drag and drop into your timesheet for both you and the CDHP supervisor.

< ‘ Please DocuSign: Timesheet Pdf.png ®  AcTiONS v ‘ RECIPIENT PREVIEW ‘ m
Usha Menon v 9 [} 65% v
Q * [ Date Signed
e 2 Department of Fish and Wildlife - Timesheet
T necivient
DOF, IANE 1747048 (B/1/20 - 8/30/20) ecteie °
[} £ Ssignature l-mpioyee 10 ostion Simon Lau v
e 1459903 101 323 3030001 Data & Technology Division
DS initial Location Vo Vieeh Group m
e - of Fish and Wiidiife E Formatting v
e ETTrT i e
Q TS | RO1 100.00% Data Label v
e 4 PERMANENT APPOINTMENT. Location v
& hame ~
B 06/30/2020 08:52:90 AM)
B company DAN, J0E (06/30:2020 10:14:12 AM)
=T
o Tite | Froba | - 's’::\emm oo ==y T s
[ on
[
T Text
Gl ] ] 2 A
Checkbox T 11
& propdown
@® Radio
Jfx Formuia
@ Attachment ks
B nNote —
E’l Approve Save As Custom Field
- Delete
® Decline ole ) elete
BACK I SEND
11. Once you have added the Signature and Date Signed, click SEND.
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Part C: CDPH Supervisor Reviews And Approves Timesheet.
1. DocuSign will send the timesheet to your CDPH Supervisor.
2. You will be notified when the CDPH Supervisor first views the document and when the document (your timesheet) has been signed.
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Part D: Save The Approved Timesheet

1. Once your timesheet has been signed by your CDPH Supervisor, you will receive an email from DocuSign allowing you to view the signed

timesheet.

2. From the email, click on View Completed Document.

This document is now complete.

Timesheet View
DocuSign Envelope |0 4F36112C-TCFB-4215-A435-4 1486CE48151

Fish and Wildlife Time Reporting
Data and Technology Division
HOME  TIME

" Timesheet View

Timesnect Informatian and etsis

CLOSE OTHER ACTIONS v

hitps://timereporting.wildlife.ca.gov/hrapp Time/Prep Timesh...

DocuSigned by:

o E““l“ s

525RADIBFEDG4EA

7/7/2020

3. Ascreen will be displayed as below

This document is now complete.

=]
Timesheet View Combined PDF & |,

m OTHER ACTIONS v

o Enlope 0 4F361120-7CFBAZIS Adt

@ Fish and Wildlife Time Reporting
s and Pachnoiogy Division

Home  TMe

Q@ Qdk 806
cildlife.ca.gov/hrapp/Ti P Timesh...
Separate PDFs '
Dorusianed
— (o
7/7/2020

California Department of Fish and Wildlife

For internal use only

July 2020

Page 9 of 11



CALIFORNIA
FisH &
'WILDLIFE

L <.

)

4. Click on Download -> Combined PDF to open the signed timesheet as a PDF onto your computer to save.

Opening Jane_Doe July 2020 Timesheet.pdf

You have chosen to open:

from: https://na2.docusign.net

What should Firefox do with this file?

h: | Foxit PhantomPDF 9.6 (default)
(O Save File

[[] Do this automatically for files like this from now on.

oK

@ Please_DocuSign_Haya_Johnson_-_July_Timeshee.pdf
which is: Foxit PhantomPDF PDF Document (608 KB)

Cancel

X

5. A PDF of the signed timesheet will open. Save the file on your computer as “YOUR_NAME_PAY_PERIOD_Timesheet”.

G
« “ A 1 > ThisPC » Desktop > Timesheets
Organize = New folder
= This PC ~  Name - Date modified ype
3 30 Objects N tems match your search.
= Desktop
A Documents
# Downloads
b Music
= Pictures
& Videos
2.5 0SDisk (C)
s Statewide Share

s Primary Share Tl

@ Network

File namff | Jane_Doe_luly_ 2020 Timesheet,pdf | |

Save as type: PDF Files (*pdi}

Settings,

A Hide Folders

Save

Cancel
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Part E: Attach Approved Timesheet To TEMPO And Submit To CDFW

1.

vk wnwN

6. Your timesheet has now officially been submitted.

Log into TEMPO and access your saved but not yet submitted timesheet.

From the Approvals and Details section, click on Attachments and upload your SIGNED timesheet.
In the Description of File, enter “CDPH Supervisor Signed Timesheet”.

Click ADD then Validate and Save your timesheet
Click SUBMIT to submit your timesheet to CDFW.

July 2020

Timesheet View

Information

Reporting Period
Employee Name
Employee Id
Alternate Id
work Week Group
Work Schedule
Time Base
Location
Classification Title
Bargaining Unit
Position Number

Tenure

Timesheet Status

Draft

Timesheet Information and Details

July 2020 (7/1/20 - 7/30/20) - 176 Standard Hours
DOE, JANE

1459903

4146

E - Exempt

9/8/80-Fri B E

100.00%

Department of Fish and Wildlife

Ims 1

IApprnvals & Details I
A~ Approvals | Comments | Attachments (0) I Audit Log (2)

Attachments: .
Description File

Description of File: | CDHP Supervisor Signed Timesheet

Select Fie to Attach: | C:\fakepath\Jane_Doe_July_2020_Timesheet.pdf Browse

RO1 Add
565 028 1402 007
PERMANENT APPOINTMENT v
Tags Actions
None Save Validate Submit Copy Print Delete Manage Tags Cancel

Part D: Questions?

Please contact Haya Johnson at Haya.Johnson@wildlife.ca.gov
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