
Focus Group Meeting

July 20, 2021

Non-Exempt Overtime



Today’s Agenda

1. We Heard You
2. Timesheet process for Non-Exempt Benefited Employees
3. We Need Your Opinion
4. Project Timeline
5. Next Steps
6. Q&A
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We Heard You

1. Flex Time

2. Variable Contract

3. Unpaid Leave

4. Amendments
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Flex Time

• Can be taken within the week for which Overtime is calculated
• Schedules in UD WorkForce will need to be adjusted within the 

Schedule Tab for that week, which will then make the necessary 
updates to the Timesheet

• Example on next slide
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Flex Time (cont’d)
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Variable Contract Employees

• Working outside of recorded Contract Period
• Within UD WorkForce initiate a Temporary Schedule Change

• Enter the appropriate Pay Codes on the timesheet (further information to follow)
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Unpaid Leave

• Ensure the corresponding Time Off Request has been completed

• Will continue to be recovered via the S-Contract Form unless on an 
Unpaid Leave JED
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Timesheet process for Non-Exempt Benefited Employees

• We’ll walk through examples of the following on the next slide
• Manager or Timekeeper opens the Timesheet for amendment (this step is 

only necessary if OT hours were in a pay period already processed)
• Employee enters hours
• Hours must be reviewed and approved before end of each pay period
• Overtime entered will be paid in a subsequent pay according to pay period 

cut-off times
• Be advised: submittal of a NEW Past Time off Requests may require an 

adjustment to be made to the impacted timesheet if it is less than the 
employee’s Standard Daily Hours.  Additionally, this will require manager 
approval 
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Timesheet TOR Adjustment
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We Need Your Opinion

• Split Funding
• Only one line of funding can be provided to UD WorkForce
• What criteria should we use to determine this?

– Highest percentage
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Timeline

• Design:  June 2021

• Build:  July 2021 - September 2021

• Testing:  October 2021 - December 2021

• Deployment:  Winter 2021
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Next Steps

• Build of Training Job Aid(s)

• Post Focus Group information to the UD WorkForce Website

• Continue to share any additional information regarding current 
process with us (udworkforce@udel.edu)
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Questions?


