% Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

SUPERVISORS
WORKTASKS: ENTERING OLD "TIME AWAY”

Provides guidance for supervisors to enter Time Away on old time on behalf of staff members in FC Desktop.

AGETTING STARTED
This guide begins ina Work Task in FC Desktop. For more information on navigating to the Tasks screen, please refer to the

Supervisor: Tasks Screen job guide. For more information on searching for Work Tasks, please refer to the Supervisor: Search All
Work Tasks jobguide.

DIRECTIONS:
From within the selected Work Task:

o ClickontheResources tab.

[ Work Task: WT-1535180- EDDC- Tech NG64 Fume Hood Alarm - School - Microsoft Edge — o0 x
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 General sccept Start work stop vork ‘
Task 1D wr-1535180 Status Active
Task Name. EDDC- Tech NG64 Fume Hood Alarm Assignment Status Assigned.
Descrption 2
g Good afternoan, A
The chemicalfume hood it NG 64 alarms every 3-5 Minutes. The sashis closed and the fume hood i operational, however gooft o
Thank you for the help and have agreat weekend.
Rob
Keep Task Open (
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~ Details
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o Requestd Crested Date/Time Description RequestClass FullName Work Phone
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Uponclicking, youwill betakentotheResources tab.IntheResources section:

&
D

Work Task: WT-1535180- EDDC- Tech NG64 Fume Hood Alarm - School - Microsoft Edge

Clickonthe Checkbox beside the Resource’s name to select.

Clickonthe Time Entry button.

= [&]
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Audit Actions

Work Task: WT-1535180- EDDC- Tech NG64 Fume Hood Alarm

Notes & Documents

O

General Work Task Info Job Cost Work Details Resources Procedures Notifications

(Optional): Use this tab to enter, review, or change resource assignments for the selected task.

Time Entry

Remove

~  Resources

Items Selected: 1 ¥ | Cancel
(-] Name Assigned Date/Time Percent Allocated  Mobile Status Mobile Complete Date/Time
Contains After Equals Contains After
O [ Jeffrey Matthew Warren 07/30/2026 09:47:58 100 percent  Completed 08/12/2026 14:00:01
O [ PerezMichael P 06/26/2026 15:30:30 100 percent  Completed 06/30/2026 16:04:34
——
[% Sepkowski,Edward Rich. 06/29/2026 07:14:53 100 percent
@ [% Xayachanla,Phetmaniso.. 06/26/2026 15:30:00 100 percent  Completed 06/27/2026 13:06:44
brpage: 8 v 1-40ofditems 1V of 1 pages ‘« s
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DIRECTIONS:

Upon clicking, the Time Entry pop-up window will appear. In the Time Entry Details section:
@ Update the Time Category to Time Away by clicking Find

@ Select the Time Away radio button

€3 click oK

| . |

~  Time Entry Details ~  Pay Period Clear ~  Time Category @_ F] n d Clear

Date *  08/26/2026 Pay Period # [7*  Northwestern Pay Period Category [

Hours 7.5 Pay Period Year 54 2020 Time Type 5 Straight

Labor Class *  FY26May Evanston DDC and Engineer Start Date [ 09/01/2019 Multiplier e 1

Base Rate $90.60 US Dollars End Date [ 08/31/2069

Loaded Rate $90.60 US Dollars

Total $679.50 US Dollars

Mileage 0
L] »

Items Selected: 1

Category Time Type

Contains Contains

[ Holiday Holiday
[ Overtime Overtime
O [7 Straight Time Straight

@ (4 Time Away
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4 IntheTime Entry window, update:

Enter a Comment
Remove the Task ID
The Date

The Hours

Click Create

Click Save & Close

©66666

@@T Create

X Time Entry:
Resource Type «  Person ~ Currancy «  USDollars v
Name Rybak,Joseph
@ {:D mment [ mveawarcomment enteren
e B x Actual End B x
Working Duration 0 Working Hours 0

~  Reference

@ Task ID i

Linked Record [ RybakJoseph Resource
~  Employee
Name [7*  Rybak.Joseph
Work Phone o 847/491-5201 eMail I
User Name [7  jwr4476@ads.northwestern.edu
@ [ate [petais ' Pay Period * Time Category
*  09/02/2026 Pay Period # [3*  Northwestern Pay Period Category 3+ Time Away
@ H aurs 7.5 Pay Period Year I 2020 Time Type I Straight
— *  FY26 May Evanston Electric Start Date (5 09/01/2019 Multiplier 5 1
Base Rate $93.42  USDollars End Date [ 08/31/2069
Loaded Rate $93.42  Us Dollars
v
X Time Entry: 2292059 =] 0% Save & ClﬂEE‘
Linked Record [ Rybak.Joseph Linked Business Object Resource
~  Employee
Name [3*  RybakJoseph
Work Phone o 847/491-5201 eMail o
User Name [ jwraa76@ads.northwestern.edu
~  Time Entry Details ~  Pay Period ~  Time Category
Date *  09/02/2026 Pay Period # [3*  Northwestern Pay Period Category %  Time Away
Hours 0 Pay Period Year 7 2020 Time Type 7 Straight I|
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