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Important Bulletin for CityTime Users and
Timekeepers

UPDATED! Hurricane Sandy Work -
Step by Step Instructions for the
Overtime Form and Labor Allocation

Completing the Overtime Request Form (left navigation bar)

Starting Monday November 5, 2012, the Agency Specific Data Code field on
the Overtime Request Form in CityTime will be available to all agencies.

All Employees who worked Overtime on Hurricane Sandy Emergency activities should
perform the following steps to record their overtime on the CityTime Overtime Request

Form via the left navigation bar:

1. Enter the specific date, time and compensation criteria for the overtime worked.

2. Enter EMRL1 in the Agency Specific Data Code field.

3. You also need to input Project EMR1 — Emergency Response 1 and select Task =

Overtime Emergency Response 1 work.

3a. Select Project = EMR1-
1 Emergency Response 1.

o chmmei: -2 ™ 3p. Select Task = Overtime
"OTTime/Date  yStart 3 S g Emergency Response 1
22~ End 3 Task ¥ work.
1. Enter date, time and N pgency specific
compensation criteria. | > ’ Comments,
“Voluntary/ @ voluntary ) Involuntary ,/ \‘\\ I
Involunta Z -,-;_,\-1;.,{:.,5;;5 put: 5
* Comp Type 2. Enter Agency Specific Characters s Z=ul
Data code (EMR1).
Depending ors your ag)ency Tifi 4. Enter the relevant Borough Code where
field may be labeled differently. you worked overtime
(e.g. BKLN, BX, MANH, QNS or SI).
* - Required Field *See table on page 2.
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Hurricane Sandy Work — Step by Step Instructions (cont’d.)

4. Refer to the table below. Then in the Comments field, enter the Borough Code
where you worked overtime during Hurricane Sandy Emergency/Restoration activities:

Borough Code to Use Borough Name
BKLN Brooklyn

BX Bronx

MANH Manhattan
QNS Queens

Sl Staten Island

5. Click Submit.

IMPORTANT! You MUST use the Overtime Request form via the left Navigation

bar in CityTime to receive proper compensation for Hurricane Sandy Overtime

activities.

Attention Timekeepers!

When entering Overtime via Manual/Online Event Entry (OEE), be sure to
enter EMR1 in the Agency Specific Data Code field.

Also, you must use the Comments field to enter the Borough Code that

identifies where the employee worked.

Create Transactions

Add Code Manually 1400 Add

Click the Comments icon to open.

where the employee worked overtime
(e.g. BKLN, BX, MANH, QNS or SI).

Enter the relevant Borough Code | | _“------
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Hurricane Sandy Work — Step by Step Instructions (cont’d.)

Entering Labor Allocation Projects and Tasks

Also by Monday November 5, 2012, the Labor Allocation tab on the CityTime
Timesheet will be enabled for all Employees.

All Employees (except IFA Employees) who worked on Hurricane Sandy Emergency
activities must use the Labor Allocation tab on the timesheet to allocate total hours worked
on the Project EMR1-Emergency Response 1 and select the applicable Task(s) for
regular work or overtime (see instructions below).

IFA Employees ONLY!

IFA Employees who worked on Hurricane Sandy Emergency/Restoration
activities should continue to use the Labor Allocation tab to allocate BOTH
regular and/or overtime hours worked on the relevant IFA Projects and Tasks
that appear in CityTime. Each IFA-funded Agency will see five new IFA
Projects regarding Hurricane Sandy, one project for each borough, e.g. Project
= SANDY- MANH (Agency), SANDY-QNS (Agency), SANDY-BX (Agency)
etc. You must use Task = IFSP.

For first time labor allocation Users, you will need to first set up the specific Project(s) and
Tasks(s) and then allocate your hours.

Step A: Setting Up Labor Allocation
Adding a Project to Labor Allocation (Repeat if you have multiple Projects):

Enter Tiee- % Labor Alocation || Timesheet History
1. Goto your Timesheetin CityTime  [__------"7]

and click the Labor Allocation tab.
Tools : _’Add Project | v Project Sort _

-

2. Click +Add Project.

Project Search

) Froject  EMR1-Emergency Respons

3. Enter Search criteria (or leaveit |  _____-----77777
blank) and click Search. =

Description

-
-
-
-
-
-

>
| Search | |F{eset | | Cancel |

4. Select the correct Project
(EMR1 - Emergency
Response 1) and click the Select Al Clezr Al
Add button.

Project Name Project Description

EMR1-Emergency Response 1 Emergency Response 1

(continued on next page)
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Hurricane Sandy Work — Step by Step Instructions (cont’d.)
Selecting Your Task(s) (Repeat if you have multiple Tasks):

1. To add more Tasks to a
Project Click +Add Row.

Enter Time | | Labor Allocation | | Timesheet History |

4k Add Row

2. Click the Task search icon.

wed
10/5

Thu
10/6

Mon
10/3

Sun
10/2

Tue
10/4

3. Type in the Task name if
you know it (or leave it
blank) and click Search.

4. Select your Task
and click OK.

~ —

Task Search

=== Taskname [

] Eearchl Resetl Cancell

m ﬂmk Name

¥

Non-Overtime Emergency Response 1work

TN~ { Overtime Emergency Response 1 work
Ok Cancel

STEP B: Allocating Your Hours

1. Click the Labor
Allocation tab.

-
-
-

*Make sure the selected
Task = Non-Overtime
Emergency Response 1
work.

2. Enter the duration of
regular time worked on the
specific task for each day.
E.g. 07:00 hours.

CityTime Bulletin— Hurricane Sandy Work: Step by Step

Instructions for Overtime & Labor Allocation

FoierTme r Labor Aliocation | | Timesheeld Hrsmlj,'|

-

Sun
10/2

-

Wed
10/5

Thu
10/6

Tue
10/4

Mon
10/3

Sat
10/8

Fri
10/7

-
-
-
-

-
-
===

*Make sure the selected Task =
Overtime Emergency Response 1
work.

3. Check/Select the Overtime box.

4. Enter the duration of overtime
time worked on the specific task for
each day. E.g. 03:00 hours.

(continued on next page)
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Hurricane Sandy Work — Step by Step Instructions (cont’d.)

STEP C: Enter Comments and Save

1. Click Comments. In the
Comments field, enter the

(BKLN, BX, MANH, ONS or SI).

2. Click Save.

-
-

relevant Borough Code [ "7=--_]

Projec-t © EMR1 - Emergency Response 1
= L Sun Mon
Task 10/28 10/29
e >
@ =] Comments
Preview™ [®Save

CityTime Bulletin— Hurricane Sandy Work: Step by Step
Instructions for Overtime & Labor Allocation

November 5, 2012



