[image: image2.png]


MCtime



Special Access Request

For Managers and Department Administrators

	Employee Name  & Number
	     

	Department Name
	     

	Department Number
	     


Section 1A – Access Profile Select one – (see pages 3 - 6 for profile descriptions) 
	 FORMCHECKBOX 

	(DD)   Dept Director                            
	 FORMCHECKBOX 

	(FRSDD)  FRS Dept Director

	 FORMCHECKBOX 

	(DM)   Dept Mgr with Expanded Access                        
	 FORMCHECKBOX 

	(FRSDM)  FRS Dept Mgr w/ Expanded Access

	 FORMCHECKBOX 

	(EM)   Dept Mgr with Dept Level Review Rights
	 FORMCHECKBOX 

	(FRSEM)  FRS Dept Mgr w/ Dept Level Review Rights

	 FORMCHECKBOX 

	(DA)   Dept Admin
	 FORMCHECKBOX 

	(FRSDA)  FRS Dept Admin

	 FORMCHECKBOX 

	(DT)    Dept Timekeeper
	 FORMCHECKBOX 

	(FRSTP)   FRS Temporary Promotion

	 FORMCHECKBOX 

	(TT)    Transit Supervisor
	 FORMCHECKBOX 

	(POLDD)  POL Dept Director

	 FORMCHECKBOX 

	(TM)   Transit Supervisor with Review Rights
	 FORMCHECKBOX 

	(POLDM)  POL Dept Mgr/w Expanded Access

	 FORMCHECKBOX 

	(HSDM)  Highway Services Dept Mgr
	 FORMCHECKBOX 

	(POLEM)  POL Dept Mgr w/Dept Level Review Rights

	 FORMCHECKBOX 

	(ST)    Seasonal Timekeeper
	 FORMCHECKBOX 

	(POLDA)  POL Dept Admin

	 FORMCHECKBOX 

	(VO)   View Only
	 FORMCHECKBOX 

	(POLECC) POL ECC Managers

	 FORMCHECKBOX 

	OTHER  – TBD* ________________________
	*See descriptions for additional selections


**  Section 1B Must be completed – see page 2 for additional information to assist in completing 
Section 1B – Employee Group Access Level Requested – Select one category
	 FORMCHECKBOX 

	Department/Division – Enter the Dept/Div Name & No
	     

	 FORMCHECKBOX 

	  Section/Sub-Section – List all Sections/Subsections
	     

	 FORMCHECKBOX 

	    Other (and TeleStaff use)
	     

	 FORMCHECKBOX 

	    Same Access As Active Manager:
	     


Section 2 – Revoke Current Access

	 FORMCHECKBOX 

	Selecting Revoke is unnecessary if there are changes in Section 1.


 Section 3 – Department  Approval 
	Effective Date
	     

	Dept Director or Designee Signature
	

	Print Dept Director or Designee Name
	


FOR MCtime FUNCTIONAL TEAM ONLY
	Notified:
	 FORMCHECKBOX 


	Processed by & Date :
	     
	Reviewed by & Date:
	     


Section 1A
Employee/manager relationships are established in MCtime based upon the “Reports to Employee” fields in the Oracle e-Business system.  Any manager that supervises other employees as their direct reports will be granted a manager license in MCtime automatically and will be assigned the Dept Manager profile.  However, within the Police and Fire Departments, manager access is also assigned based on rank. 
The default employee group assigned to all department managers includes those employees that report directly to the manager.  
Dept Managers have authority to edit and approve timecards for their direct reports only. 
If the Dept Manager needs access to additional employees for span of control or back up manager purposes, the manager may be assigned to one of the following special access profiles.  
The Special Access Request form must be approved by the Department Director or designee and submitted to the MCtime office for processing. 
This Special Access will supersede the default direct report functionality, so special access must also include the manager’s direct reports in section 1B.
NOTE: A manager can remove his/her own approval. There is no scenario where any manager can remove the approval of another manager. Managers with EM (*EM) access do have the ability to make edits to an already approved timecard.
Section 1B Employee Group Access Level Requested

To determine the access needed, follow the steps below to see the organizational structure in MCtime.

Select the People Profile Genie using the ALL Home hyperfind and the Current Pay Period.  This will provide you with the column headers below. You may sort on the columns to change the arrangement as needed. 
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When completing section 1B for the Department/Division area use the code(s) from the column labeled Dept and Div Code.


When completing section 1B for the Section/Subsection area, use the code(s) form the column labeled Section-Subsec Code.

When completing Other (and Telestaff use) – please work with MCtime Team to complete this area.

Section 2 – Revoke Current Access

Check the box if you are electing to revoke all special access previously issued by the MCtime Team. NOTE: Checking this box does not overwrite the default manager access already established by HR Oracle. If the employee is a manager with direct reports, the manager will still see those employees only.

Access should be revoked when the manager no longer needs access to the defined special group. 

Section 3 – Department Approval

All forms must be dated with the effective date. 

Forms will only be processed if they are signed by a Dept Director or Designee as noted on the MCtime Department Director Authorization Delegation form.

Submit only the 1st page of this document to MCtime to effect the changes.

Profiles for Operating Department Use
Department Director (DD) – For use by employees who are allowed to self-certify their own timecards. The following employees may self-certify their own timecard:  Department directors (non merit employees who report directly to the CAO and merit, MLS employees who report directly to the CAO), direct reports to elected officials, whether they are non merit or MLS (i.e. CE special assistants, asst sheriff and council staff director).  Section 1B should be completed if the employee needs expanded access to all employees within their department or a division.

Dept Mgr with Expanded Access (DM) – For use by department managers that are assigned as back up managers for timecard approval purpose to other managers or supervisors within their department or division.  The employee group access level (the employee group for which the department manager will serve as a back up manager) must be designated including the manager’s own direct reports in Section 1B.  Typically, a back up manager will have access to all employees within a department, division and/or sections.
Dept Mgr with Department Level Review Rights (EM) – For use within larger departments where one or more managers perform a secondary review of timecards after timecards have been approved by the employee and immediate supervisor.  Employees assigned to this profile may edit timecards that have already been approved by another manager and may perform a second approval of the timecard.  Typically, this profile is assigned to one or two selected managers that are knowledgeable in the timekeeping rules (including those impacting bargaining unit employees) that apply to department employees and have been trained to check for specific error conditions on employee timecards.   A manager assigned to this profile will generally have access to all employees within a department or division.
Dept Admin (DA) – For use for non-supervisory employees that may be responsible for one or more of the following functions for a department or division:  maintains employee schedules, verifies that timecards are approved, enters time on behalf of employees that are unable to edit and approve their own timecards and may run department or division level reports.  This profile does not have manager level authority to approve timecards.  The employee group access level must be designated in Section 1B.

Dept Timekeeper (DT) – For use by non-supervisory staff within a department or division that are responsible for editing timecards for employees that are unable to edit and approve their own timecard. This profile does not have manager level authority to approve timecards and does not have access to reports within MCtime. The employee group access level must be designated in Section 1B.

Transit Supervisor (TT) – For use by Transit Supervisors that are responsible for the edit and approval of timecards for employees assigned to the Bus Operator job class within the Transit Services division in the Department of Transportation.  Typically, the Transit Supervisor has access to all employee timecards assigned to a specific bus depot.
Transit Supervisor with Review Rights (TM) – This profile is the same as the Transit Supervisor profile (TT) but it allows for one additional privilege. Employees assigned to this profile may edit and approve timecards that have already been approved by another Transit Supervisor.  Typically, one Transit Supervisor within each bus depot is assigned to this profile to perform necessary changes or corrections to a bus operators timecard should the primary supervisor not be available to perform the change prior to the timecard deadline due to their work schedule.
Highway Services Dept Mgr (HSDM) – For use by department managers that are assigned as back up managers for timecard approval purpose to other managers or supervisors within their department or division.  The employee group access level (the employee group for which the department manager will serve as a backup manager) must be designated in Section 1B.  The manager will have access to all employees within the Highway Services section.
Seasonal Timekeeper (ST) - For use by non-supervisory staff within a department or division that are responsible for editing timecards for seasonal employees that are unable to edit and approve their own timecard. This profile does not have manager level authority to approve timecards.  Employees also do not have access to reporting functions. The employee group access level must be designated in Section 1B.  
FRS Department Director (FRSDD) – For use by the FRS Fire Chief only. This profile has authority to self-certify own timecard.  Section 1B should be completed if the employee needs expanded access to all employees within the Fire and Rescue department or a specific division.  (This profile is the same as DD with additional rights to approve overtime.)

FRS Dept Mgr with Expanded Access (FRSDM) – For use by FRS department managers that are assigned as back up managers to other managers or supervisors within the department or division for timecard and overtime approval purposes.  The employee group access level (the employee group for which the department manager will serve as a back up manager) must be designated in Section 1B.  Typically, a back up manager will have access to all employees within a department or division.  (Same as DM with additional rights to approve overtime)

FRS Dept Mgr with Department Level Review Rights (FRSEM) – For use within FRS where one or more managers perform a secondary review of timecards after timecards have been approved by the employee and immediate supervisor.  Employees assigned to this profile may edit timecards that have already been approved by another manager and may perform a second approval of the timecard.  Typically, this profile is assigned to one or two selected managers that are knowledgeable in the timekeeping rules (including those impacting bargaining unit employees) that apply to department employees and have been trained to check for specific error conditions on employee timecards. Section 1B should be completed for a manager assigned to this profile in order to have access to all employees within a department or division.  (Same as EM but with additional rights to approve overtime.)

FRS Dept Admin (FRSDA) – For use for FRS non-supervisory employees that may be responsible for one or more of the following functions for a department or division:  maintains employee schedules, verifies that timecards are approved, enters time on behalf of employees that are unable to edit and approve their own timecards and may run department or division level reports.  This profile does not have manager level authority to approve overtime or timecards.  The employee group access level must be designated in Section 1B.  (Same as DA with additional rights to add comments to employee timecards)

FRS Temporary Promotions (FRSTP) – For use by FRS employees who have been temporarily promoted from Captain to Battalion Chief.  This profile allows those employees to view the Battalion Chief Pay Code and Work Rule Transfer Profiles. The employee group in Section 1B should always be FRS Captains.
POL Department Director (POLDD) - For use by the Police Chief only.  Has authority to self-certify own timecard.  Section 1B should be completed if the employee needs expanded access to all employees within the Police department or a specific division.  (This profile is the same as DD.)
POL Dept Mgr with Expanded Access (POLDM) – For use by POL department managers who are assigned as back up managers for timecard and overtime approval purposes for other managers or supervisors within the department or division.  The employee group access level (the employee group for which the department manager will serve as a backup manager) must be designated in Section 1B.  Typically, a backup manager will have access to all employees within a department, division or multiple Districts.  (Same as DM).
POL Dept Mgr with Department Level Review Rights (POLEM) – For use within POL where one or more managers perform a secondary review of timecards after timecards have been approved by the employee and immediate supervisor.  Employees assigned to this profile may edit timecards that have already been approved by another manager and may perform a second approval of the timecard.  Typically, this profile is assigned to one or two selected managers that are knowledgeable in the timekeeping rules (including those impacting bargaining unit employees) that apply to department employees and have been trained to check for specific error conditions on employee timecards.    A manager assigned to this profile will generally have access to all employees within a department or division.  (Same as EM)

POL ECC (POLECC) - For use by POL ECC department managers who are assigned as back up managers for timecard and overtime approval purposes for other ECC managers or ECC supervisors within the department or division.  The employee group access level (the employee group for which the department manager will serve as a backup manager) must be designated in Section 1B.  Typically, a backup manager will have access to all employees within a department, division or multiple Districts.  (Same as DM)
POL Dept Admin (POLDA) – For use for POL non-supervisory employees that may be responsible for one or more of the following functions for a department or division:  maintains employee schedules, verifies that timecards are approved, enters time on behalf of employees that are unable to edit and approve their own timecards and may run department or division level reports.  This profile does not have manager level authority to approve overtime or timecards.  The employee group access level must be designated in Section 1B.  (Same as DA)

OTHER OPTIONS

Other - TBD – For “use to be determined” based on need presented to and approved by MCtime.
Contractor-View Only (CV) – For use by contractors that require special access to view timecards and run organization level reports; does not have authority to edit or approve timecards. The employee group access level must be designated in Section 1B.
Contractor –Dept Mgr (CDM) – For use by contractors (i.e. State employees in HHS) that require special access to view, edit, and/or review timecards. The employee group access level must be designated in Section 1B.

Elected Official (EO) - For use by elected officials that require special access to view timecards and run organization level reports; does not have authority to edit or approve timecards. The employee group access level must be designated in Section 1B.
Scheduling Administrator (SC) – For use by non-supervisory employees that are responsible for maintaining employee schedules for a department or division.  This profile cannot perform timecard edits on behalf of other employees, cannot approve timecards and cannot run or view department or division level reports.   The employee group access level must be designated in Section 1B.

SAO Timekeeper (SO) – For use by administrative and supervisory employees within the State Attorney’s Office that have been assigned the responsibility of editing and approving timecards on behalf of the other SAO employees.    The employee group access level in Section 1B should indicate access to All Dept 11 – SAO employees.

Sheriff Mgr with Department Level Review Rights (SHFEM) – For use within the Sheriff department where one or more managers perform a secondary review of timecards after timecards have been approved by the employee and immediate supervisor.  Employees assigned to this profile may edit timecards that have already been approved by another manager and may perform a second approval of the timecard.  Typically, this profile is assigned to one or two selected manager that are knowledgeable in the timekeeping rules (including those impacting bargaining unit employees) that apply to department employees and have been trained to check for specific error conditions on employee timecards. The SHF Department EM needs the ability to change Overtime to Regular hours (required that the Pay Code –Regular be added to the profile). A manager assigned to this profile will generally have access to all employees within a department or division.
View Only (VO) – (Formerly OHR Admin – OA) For use by non-supervisory staff with special access to view timecards and run organization level reports; does not have authority to edit or approve timecards. The employee group access level must be designated in Section 1B.  

Profiles for MCtime Team Use Only

Payroll Manager (PM) - For use by supervisory staff within the Department of Finance - Payroll Section only.    Access level includes all employee and labor level groups.  Access includes all approval levels including employee approval, manager approval, sign off and lock.
Payroll Admin (PA) - For use by non-supervisory staff within the Department of Finance - Payroll Section only.  Access level includes all employee and labor level groups.

Functional Mgr (FM) - For use by supervisory staff within the Department of Finance that are responsible for and overseeing system configuration functions within MCtime.  Access includes manager approval functions and all employee groups.  
Functional Admin (FA) - For use by non-supervisory staff within the Department of Finance team and/or the MCtime team that is responsible for certain MCtime administrative support functions including all configuration functions (set up, scheduling, hyperfinds, etc.) Access level includes all employee and labor level groups but does not include manager approval functions.
Functional Admin 1 (FA1) - For use by non-supervisory contractor staff on the MCtime team that are responsible for certain MCtime administrative support functions including schedule and system access set up.  Access does not include configuration access for pay rules. Since individuals assigned to this profile are not employees, they do not have access to a timecard for self.  Access level includes all employee and labor level groups but does not include manager approval functions.

OHR Manager (OM) – For use by supervisory OHR staff with special access to run organization level reports and includes manager level authority to approve timecards.  Access level includes all employee groups.

OHR Functional Admin 1 (OFA1) - For use by non-supervisory OHR staff on the MCtime team that may be  responsible for certain MCtime administrative support functions including schedule and system access set up.  Access does not include configuration access for pay rules.  Access level includes all employee and labor level groups but does not include manager approval functions.

Training Admin (TA) - For use by non-supervisory contractor staff within the MCtime team that are responsible for administering the MCtime training program.  Since individuals assigned to this profile are not employees, they do not have access to the employee timecard and can not approve timecards for self or others. Access level includes all employee groups. 
System Admin (SA) - For use by non-supervisory staff within DTS that are responsible for MCtime technical support; unable to edit or approve employee timecards other than self.  
Effective August, 2014

