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Human Resources Management System 
Non-Exempt Work Schedules 

 
The Fair Labor Standards Act (FLSA) has guidelines established to determine which 
employees are paid overtime after working 40 hours in a workweek.  Here at MCCCD, 
PSA, M&O, Crafts, College Safety and Temporary Employees must be given comp time 
or paid overtime after working 40 hours in a work week.  Non exempt employees are 
required to fill out, sign and submit to their supervisor a Non Exempt work schedule that 
accounts for DAILY and WEEKLY hours worked.  
 
Currently all non-exempt employees are recording their FLSA Work Schedule in various 
formats.  There is now a convenient option to record your Work Schedule electronically 
in the HRMS Time and Labor system on the same screen as Time Reporting 
(exceptions).  Please note that the Work Schedule and Time Reporting are not related in 
any way.  You must save your Work Schedule separately.   
 
Note:  Web clock employees do not have to complete a Non Exempt work schedule form 
because the web clock page records the exact clock hours they work. 
 
Note to Approvers:  The “Approve All Time” button in Time and Labor does not approve 
Non-Exempt Work Schedule hours.  The Non-Exempt Work Schedule requires separate 
approval. 
 
For more information on the Fair Labor Standards Act, visit the US Department of Labor 
site at http://www.dol.gov/esa/whd/flsa/. 
 
The instructions in this training guide take you through entering your work schedule in 
the HRMS Time and Labor on-line system. 
 
Sign In to HRMS 
 
1. Start Internet Explorer. 
 
2. In the Address field, type http://www.maricopa.edu/hrms and press Enter. 
 
3. At the HRMS login screen, in the User ID field, enter your Enterprise ID, press Tab. 
 
4. In the Password field, enter your MEMO password. 
 
5. Press Enter or click the Sign In button. 
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Accessing the Employee Time Reporting Page 
 
1. From the Menu, select the path  

Employee Self Service >> Time Reporting >> Report Time/Punch Web Clock. 

 

• If you have multiple jobs or Assignments, click on the employee name link for 
the appropriate job or Assignment to enter a Work Schedule. 

 

• If you do not have multiple jobs or Assignments, you will be taken directly to 
the Time Reporting screen below. 

 

 
 

Entering an On-line Work Schedule 
 
1. Click the Open Work Schedule button at the bottom of the screen. 
 

 

Click Here to Open 
Work Schedule 
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• The Online Work Schedule displays.  You may have to scroll down. 

 

 
 
• If working a 9/80 work schedule, click the Switch to 9/80 Schedule button.  By 

clicking the “Switch to 9/80 Schedule”, an additional day (Friday) will be added 
for each week.  This will allow the employee working a 9/80 work schedule to 
enter their work schedule from noon Friday through noon the following Friday.  
The employee will not be allowed to enter times before noon of the first Friday 
or after noon of the second Friday. 

 
2. Click in the Start field for a particular day and enter the Work Schedule Start time.   
 

• Include AM or PM when entering the time. 
 
3. Click in the Meal Out field and enter the lunch break start time. 
 
4. Click in the Meal In field and enter the lunch break return time. 
 
5. Click in the End field and enter the Work Schedule End time. 
 

• Click the plus sign to add another line for Start and End time to report additional time 
worked or paid time off on the same date.  For example if an employee had to leave 
for a doctor’s appointment and return to work later that day. 

 
• Paid time off includes Vacation, Sick Time, Personal, etc. 

If working 
a 9/80 work 
schedule, 
click here. 
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• Once a line is added, it cannot be deleted.  However, the time entered can be deleted.   

• When the Work Schedule is saved, the unused added line will be removed. 

• If this is paid time off, go to step six (6). 

 
6. Click the box in the Paid Time Off column next to the Date to indicate the use of 

paid leave in your Work Schedule. 
 

• The employee will also enter the leave time reporting code and the hours taken 

in the time reporting area and click the Submit Time button . 
 

 
 

For instructions on how to report time, type the following URL in Internet Explorer and press Enter: 
 

    http://www.maricopa.edu/training/pdf/TimeReportingBoardApproved.pdf 
 

7. Click the Save Schedule button  to save the Work Schedule. 
 

• You may have to scroll up, if in the Work Schedule section. 
 
8. Click Sign Out at the top right corner to sign out of HRMS.   

Report 
Exceptions 
(i.e. 
Personal 
Time) here 
and click the 
Submit 
Time button.

First part of shift. 
 
Personal Time. 
 
Second part of 
shift. 

Check box 
for paid time 
off. 

Click here to 
Save the Work 
Schedule  
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Copy a Previous Work Schedule 
 
The work schedule from the previous pay period can be copied to the current pay period 
and modified. 
 
1. Log into your HRMS account by following the steps on page one (1) of this training guide, 

and open your Work Schedule. 
 

• The Copy From Prior Period button will display on the Work Schedule screen, 
if a work schedule was entered for previous pay period. 

 

 
 
2. Click the Copy From Prior Period button to copy the Work Schedule from the previous 

pay period. 
 
3. Modify as necessary. 
 

4. Press the Save Schedule button  to save changes. 
 
Sign Out of HRMS 
 
1.  At the top right corner, click Sign Out.   
 

• HRMS will automatically sign out after twenty (20) minutes of no activity. 
 

2. From the File menu, select Close or click on the red X at the top right of your screen. 
 
HRMS Questions:  Email time.labor@domail.maricopa.edu or call 480-731-8416. 
 

Click here to copy 
the Work Schedule 
from the previous 
pay period. 


