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Processing a Time Keeping Location (TKL) Change in the HR System 
 

What you need before proceeding with action: This job data action is exclusively for adding, updating, and/or 

removing a TKL assignment for SHRA/EHRA nonexempt personnel only.  

NOTE: This action should not be used for temporary and/or student worker nonexempt personnel. 

This action is performed when a TKL was not setup in the JAR hire transaction for a FLSA nonexempt employee. 

It is also used to change the TKL In/Out location or when an employee’s FLSA position status changes.  

NOTE: To remove an existing TKL, please complete steps 1-5, then proceed to page 3, “Removing a TKL”.  

To process a TKL Change action you will need to locate the employee in Job Data using the following 

navigation path. If you have any questions contact your designated HRIM Specialist. 

Click on the NavBar   in the top right hand corner of the MyPack Home screen.  

Click on the Menu icon .  
 
Then follow this navigation through the menu options. 
 

Human Resources Systems > Workforce Administration > Job Information > Job Data 
 
Once the Job Data panel appears then type in the employee ID number (Empl ID) or name then click Search.  
 

 
Once the employee is located in the search results, click on their name to access the Job Data page. 

Note: The Empl ID number 

is 9 digits in length. To 

search by NAME type in 

the full first and last name 

then click Search.  
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Add or Update a TKL 
 

 
 
Step 1:  click on the plus sign in the top right hand corner to add a row to Job Data 

Step 2:  the Effective Date will default to the current date, update this with the confirmed effective date 

Step 3:  in the Action field, select Job Change from the drop down box  

Step 4:  in the Reason field, select Time Keeping Location Change from the drop down box 

Step 5:  click on the Appointment Info tab to access the TKL field 

 
 

Step 6:  click on the icon dropdown and select the TKL assignment/name, the selection should populate the 

field 

Step 7:  click Save once the appropriate action and fields have been updated 

 
Once saved, the action is complete. 
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Removing a TKL  
What you need before proceeding with action: Removal of a TKL assignment should only be performed after 
the “Position Data” FLSA status has been changed from FLSA nonexempt to exempt and feeds to job data.  
 
Note: Ensure steps 1-5 above have been performed before removing the TKL assignment. 
 
Before processing the action, review the employee timesheet prior to the effective date of the TKL change (if 
applicable) to make sure no punch data has been recorded and processed. If punch data has been recorded, it 
will need to resolved before entering the action. If you have questions on cleaning up a timesheet contact your 
HRIM Specialist.   
Also inform the employee they no longer need to track hours in WolfTime when converting to FLSA exempt. 

 
If you have any questions regarding a TKL removal, please contact your HRIM Specialist. 
 
Please complete steps 1-5- on page 2, then proceed with the following steps:  
 

 
 
Step 6:  remove the Time Keeping Location  

Step 7:  Save the action 

 
Once saved, the action is complete. 
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