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Timekeeping User's Manual Table of Conents

Congratulations on your choice to save time and money with automated timekeeping!
The content provided in the Timekeeping User Manual is listed in the same order in which
it appears in the Main Menu of the online timekeeping system. This will allow you to find
information easily in both the system and the user manual.

The Timekeeping User Manual shares step-by-step instructions on how to complete various tasks
within the timekeeping system. We encourage you to share this information with other time-
keeping administrators in your organization, so they too may increase their system knowledge.
The information contained in this manual may also be found in the “Help & Support” section of
the Main Menu. The link to reference for this information is titled “Help”. If you have additional
guestions please contact your timekeeping provider for assistance. Thank you!
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Site List — Multiple Site Management

The Multiple Sites Management tool gives you the ability to combine multiple sites into one site, thus avoiding
the time consuming process of having to set up a login and password for each site or company you manage.

Note: To have this feature set up, please contact your timekeeping provider.

When the Multiple Site Management tool has been created for you, it will display as a “Site List,” and appear
above the “Main Menu” on the home page.

In the example below, “Site List” is shown in the left pane. After you click on the “Site List” you will see the sites
that you manage. The example shows five sites that display on the right pane, which can be managed from
one location.

Sites Current Period will show up as red when a new pericd begins.
Show deleted (hidden) sites

Use the finder tocl on the top or

the "Site List” to select a site

Site List Glue _ Current Activation, ID/Tag
MAIN MENU Status Period Date
SampleClient Demo 0 Current Mative No p_perinds 06/13/2013
Company finalized
# Home - Dashboard Demo 5 Current Mative Prior pericd  01/01/2001
not finalized
| Time Off Requests (0)
_ Sample 0 No punch Classic  6/2-6M15 09/22/2011  samplevideos
@ scheduling Account activity
4 Employee Setup Sample 0 Mo punch Classic  6/9-6/22 02/04/2013
Company activity
Time Cards SampleClient 2 Current Migrated Prior period 05/04/2011  videocaccount
1 Yesterday's Entries not finalized

(31 Today's Entries

¥ Current Period - Start: 6/3
@) Previous Period - End: 6/2
©  Select Other Periods

Note: The “Summary Report” also allows for reporting on multiple sites.
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Main Menu

Welcome Dashboard

The “Welcome Dashboard” is a great way to quickly view the activity of your employees with the “Quick Stats
section. And the “Quick Links” section gives you quick access to the areas that you use more frequently. Use
the text links as shortcuts to these areas.

Quick Stats:

1. “Total Employees Clocked In” displays the number of employees who are clocked in at the moment.
Click on the text link, which will take you to the “Time Card” screen.

2. “Total Active Employees” shows the total number of employees who are actively clocking in and out.

The number of “Time Off Requests” sent from employees waiting to be approved.

4. “Total Missing Punches” displays the total number of missing punches flagged by the system when an
employee incorrectly punches in or out.

5. “Total Unmatched Punches” shows the number of Unmatched punches which are punches that are
received into timekeeping, but not matched to any employee. The most common reason for an
unmatched punch is when an employee has not been added to the “Employee Setup.”

Welcome Dashboard

Welcome to your automated timekeeping administrative account
links can also be used for regular account updates.

w

Quick Stats - Demo ‘

% o Total Employees Clocked In - 0
o Total Active Employees - 11

@ o Time Off Reguests - 0

@) o Total Missing Punches : 264

(3) o Total Unmatched Punches - 2

Quick Links:

1. The “Add a New Employee (Employee Setup)” link takes you directly to the “Employee Setup” screen,
where you can add new employees and manage their profile.

2. “Update Personal Information” gives you the ability to change your Password, Name, Phone, and Email
Address for your own account.

3. “Correct Missing Punches” are flagged by the system when an employee incorrectly completes a punch
cycle, either by missing a clock in or out.
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Main Menu

Welcome Dashboard Continued

4. “Assign Unmatched Punches” are punches received into timekeeping, but that could not be matched to
any employee.

5. “Review Yesterday’s Punches” will take you to the previous days punches for all employees who
clocked in or out.

6. The “Edit time cards for the Current pay period” link takes you directly to the current pay periods time
cards.

7. The “Edit time cards for the Prior pay period” link takes you directly to the previous pay periods time
cards.

8. “Run the Summary Report” offers totals per employee for hours, wages, and prompt breakdowns.

9. “View Account Settings (Processing Rules)” allow you to view the specific rules which are setup for
your company.

10. “Manage Login Accounts (Login Maintenance)” allows you to add or update supervisor or managers
logins.

Welcome Dashboard

Welcome to your automated timekeeping administrative account
links can also be used for regular account updates.

Quick Stats - Demo

% o Total Employees Clocked In - 0
o Total Active Employees - 11

@ o Time OF Requests : 0

o Total Missing Punches - 264
@) o Total Unmatched Punches - 2

Quick Links ‘

(Getting Started
@ o Add a new employee (Employee Setup)
(2) o Update Personal Information

Daily
@ o Correct Missing Punches
@ o Assign Unmatched Punches
() o Review Yesterday's Punches

Each Pay Period

® o Edit time cards for the Current pay period
@ o Edit time cards for the Prior pay period

o Run the Summary Report

Optional
@ o View account settings (Processing Rules)
@d © Manage login accounts (Login Maintenance)




Main Menu

Find Employees

The “Find Employees” field enables you to quickly find an employee by simply typing in the first or last name of
the employee. This feature can be found on the top left corner of the main page.

Step 1. Enter the name of the employee you are searching for then click on the “Find” button.

|Fin-:| employees Find

Online Timekeeping « Welcome Dashboard
MAIN MENU
Welcome to your automated timekeeping administrative account. If you're new to the syste
Demo performing daily management? These links can also be used for regular account updates.
# Home -Dashboard Quick Stats - Demo
@ Time Off Requests (0) o Total Employees Clocked In - 0
(o] Scheduling o Total Active Employees : 11
o Time Off Requests - 0
A Employee Setup o Total Missing Punches - 261
o Total Unmatched Punches - 1
Time Cards
& Yesterday's Entries = Quick Links
o . - Getting Started
[0 Today's Entries o Add a new employee (Employee Setup)
¥ Current Period - Start: 2/16 o Update Personal Information
8 Previous Period - End: 2/15 Daily
) o Correct Missing Punches
O Select Other Periods o Assign Unmatched Punches

o Review Yesterday's Punches
& Maintenance Menu
Each Pay Period

11l Reports Menu o Edit time cards for the Current pay period
o Edit time cards for the Prior pay period

¥ Settings Menu o Run the Summary Report

Step 2. The employee name will pull up under the “Finder Results” bar. Click on the employees name and
you will be directed to the employee’s current time card.

Paige Find Demo

Online Timekeeping Finder Results

MAIN MENU

Dema Name
Paige PTO
Home - Dashboard

1]

@ Time Off Requests (0)
@ Scheduling

& Employee Setup

Time Cards

V5 (0429E)




Main Menu

Time-off Requests - Intro & Employer Steps

The “Time off Request” feature gives an employee the option to request time off through the Employee Self Service
portal (ESS), while giving their supervisor the ability to approve or reject their request.

Note: Both supervisors and managers can use the ESS Portal to request time off from those who have authority to
approve their Time Off Requests.

To set up email alerts for supervisors to receive the “Time off Request,” there are two core steps required. The first
step is to setup the supervisor login with the necessary information.

Employer Steps:
Step 1. From the “Settings Menu” click on “Login Maintenance” found under “Quick Links.”

Step 2. Click the blue link associated with the supervisor login. (If the supervisor has not been set up, click “Add New
Login.”)

Step 3. Add First Name, Last Name, and Email fields, which are required, in the “User Information” section.

Step 4. Click “Update User Information” to save any changes entered.

Online Timekeeping « 8 Login Management

MAIN MENU Managing: Timekeeping Supervisor

Timekeeping Demo Supervisor login for Timekeeping Demo

Return to the list of logins

# Dashboard USER INFORMATION
& Time Off Requests (2) Fersonal contact information is used for current and future notification features, as well as for
@ Scheduling self-service resetting of forgotten passwords.
First Mame: Susie
2  Employee Setup
Last Name: Simple
Time Cards Mobile Fhone:
= esterday’s Entries mail ress: SUSIeusImple. com
&Y day's Entri Email Add ie@simpl

(1 Today's Entries Confirm Email: susie@simple.com

(3 Current Period - Start: 9/

Update User Information

PASSWORD RESETICHANGE

This lets you change the user's password, in case they forget it. The new password must be
at least eight characters long AND have two different classes of characters (e.g., uppercase,
lowercase, symbols, or numbers).

& Maintenance Menu Enter the new

password:

[ Previous Period - End: 8/14
D  Select Other Periods
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Main Menu

Time-off Requests - Employer or Supervisor Steps

The second step is to enter the supervisor’s first and last name into the “Supervisor” field of “Employee Setup.’

i

Step 1. From the “Main Menu” select “Employee Setup.”

Step 2. Click on the name of the employee.

Step 3. Click “Edit” next to the “Employee Data” section.

Step 4. Enter the supervisor’s first and last name as it is listed in the supervisor login settings.

Step 5. Click “Save and Exit” or “Save and Remain.”

MAIN MENU Identity

Timekeeping Demo Employee Code
First Name Frank
# Dashboard Middle Name
@ Time Off Requests (1) Last Name Forgetful
4 Employee Setup Designation
Time Cards Phone
. _ E-mail frank@forgetful com
& Yesterday's Entries
B Start Date 2012-10-01
(i1 Today's Entries e et
i3 Current Period - Start: 7/27 |- Export Block Not blocked
f& Previous Period - End: 7/26 Web Clock Enabled Yes
©  Select Other Periods Mobile Punch Enabled Yes
Mobile Enabled Yes
# Maintenance Menu Options TIMEZONE=EST
11l Reports Menu Identifiers for punching the clock (card numbers, Web logins, PINs) - NOTE: Only the

first three are usable as Web logins. | Edit
£ settings Menu g

Logins / Numbers 1001

Self-service password Password has been set and changed by employee
HELP & SUPPORT

Employee Data | Expand History || Edit |

Terms of Use

Title Computer Tech
Help
) ] ) Department DPT 300
i 0
= Tlm&ﬁeep INg — Location Main Street
Web Server. Stage - APPSTAGE sl'pewisor Susie S|mp|e
ersion; 1.2.5318.19779
Build Date: 712412014 3:20-10 PM Home 1 Hourly
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Main Menu

Time-off Requests - Employer or Supervisor Steps Continued

Once the supervisor has received an email notice, the request will need to be “Approved” or “Rejected.” This can be
accomplished from the “Main Menu,” by clicking the “Time Off Requests” link.

Step 1. Click on the arrow next to “Instructions” for more details, and to run a report.

Note: The yellow triangle gives a warning that another employee in the same department has been approved for the
same time off. Hover over the triangle for employee’s name and to see the dates requested.

To remove the triangle and names from displaying, contact your timekeeping provider.

Step 2. Click the “Calendar” arrow for a quick view of past, current, or future months with approved employee “Time
Off Requests.” Hover over any of the days with the a green check mark to view employees with approved time off.

To view requests that have been rejected, check the box found in bottom left corner of the calendar “Show Rejected
Requests.”

Note: If the Calendar bar does not display, contact your timekeeping provider to have this feature activated.

Online Timekeeping - ~ Time Off Requests

p=
MAIN MENL [ s INSTRUCTIONS
b

Timekeoping Dema

[ashbnand

Time Off Requests (3)
December 2013

Scheduling

Employes Satup

[ G B >

Time Cards ¥ Groups, G

B Yesterday's Eniries B g 10 11 12 13 14
i a
@ Today's Enlnes ok

¥ Current Period - Starl 1208 15 16 17 18 18 20 i |
W

M Previous Period - End: 1207

W Select Olher Periods 2 23 24 i 2 21 26

& Maintenance Menu ] a0 a

1 1 1
il Reports Menu 4 v i

5 Settings Menu

L

HELP & SUPPORT

[ » Pending (1)
Terms of Use o _'_:
Help [ » Approved (11}
L -
T I s n
| » Conditionally Approved (3)
b Ser 1 b il
oz v Rewces

i )
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Main Menu

Time-off Requests - Employer or Supervisor View

Step 3. To view “Pending,” “Approved,” “Conditionally Approved,” or “Rejected” requests, click on the corresponding
arrow “>.” To approve a request, click on the green checkmark. To reject a request click on the orange “X.” To return
the request to pending, click on the curved blue arrow.

Time Off Requests

[ ¥ INSTRUCTIONS

(J‘ CALENDAR
™y
r w Panding (1)

-~ = =
|Ir ¥ 12132013 Job Code, Josh Friday, December 20, 2013 PENDING x “ [
-.\_'*x )
r v Approved (2) )
(': 12/12/2013 PTO, Paige | Thursday, Decomber 26, 2013 - Friday, January 3, 2014 APPROVED i e)
C; 121132013 Forgetiul, Frank Thursday, Decembar 26, 2013 APPROVED 3§ e')
L% e,

» Conditionally Approved (3)

(: 12/112/2013 Forgetful, Frank Thursday, December 26, 2013 - Friday, December 27, 2013 CONDITIONALLY APPROVED )

(: 12/12/2013 Simple, Susie Wadnesday, December 18, 2013 CONDITIONALLY APPROVED )

(:: 12/12/2013  Groups, Gavin  Tuesday, Dacember 17, 2013 CONDITIONALLY APPROVED )
|9 A
r w Rajectad (13) \
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Main Menu

Time-off Requests - Employer or Supervisor Changes

Step 4. Click on the arrow next to the employee’s name for more details about the request (as seen in the screen
sample below). The time off category field can be changed from the dropdown menu, for example to change vacation
to sick time. Comments can also be added by a supervisor in the “Supervisor Comments” field; however, it is not
required.

Time Off Requests

|'I-‘_ —-.\I
[ » INSTRUCTIONS
h J
a
| » CALENDAR )
h J

» Pending (1) Y

|[ v 12/16/2013 Simple, Susie Tuesday, December 24, 2013 PENDING J§ o |
P %

On 12M16/2013 Susle Simple requested the following days off using FTO = time: Tuesday, December 24, 2013

This equates to:

Tuesday 4

Total 4

This employee has accrued the following amount of time:

SICK 18.00

VACATION 32.00

PTO 0.00

Employee Comments: Vacation

(" supervisor Comments: R )
b -

{ > Approved (3)

-
| » Conditionally Approved (1)
k.

Note: To remove previously “Approved” and “Rejected” requests from displaying on this list, finalize the pay periods
up to the current period from the “Finalized Pay Period” link. The request history can be accessed through the “Time
Off Requests Report” or by un-finalizing pay periods.
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Main Menu

[Time-off Requests - Employer or Supervisor Request Overview

Step 5. If changes are made to the “Category” or “Hours” field, such as changing the category from vacation time to
PTO, the “Time off Request” will move from “Pending” to “Conditioanlly Approved.” See example below.

The employee will then have the option to re-approve or reject the change.

Note: The “Sick” time which is in blue is not a hyperlink. The change in color signifies an edit or change has been
made to the “Time off Request” just as an edit or change displays in blue on an employees time card.

4 . N
v Conditionally Approved (2)

(v 12/16/2013 Simple, Susie Tuesday, December 24, 2013 CONDITIONALLY APPROVED )
4

s

Original Request

4 N
On December 16, 2013, Susie Simple submitted the following time off request:

Date Category Hours
Dec 24,2013 PTO 8

Total 8

N /)
Proposed Request

4 N\
An unknown supervisor has changed the time off request to the following:

Date Category Hours
Dec 24, 2013 Sick 8

Total 8

o J/

Employee Comments: Vacation
Supervisor Comments: Hours used should be Sick pay.

. vy

(> 12/12/2013 Groups, Gavin Tuesday, December 17, 2013 CONDITIONALLY APPROVED )
\_ J
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Main Menu

Time-off Requests - Employer or Supervisor Changes

Changing an approved “Time off Request:”

Once a “Time Off Request” has been approved the hours will automatically appear on the employee’s time card.
Changes can be made from the time card through the “Modify” button.

Step 1. Click “Modify” and a pop up screen will appear.

Step 2. You may now make changes to the “Category” or “Hours” field. “Comments” are required before changes can
be saved.

Step 3. Click “Save.”

Time Card - Jane Doe 0
Doe, Jane Timekeeping Demo
Code: JANE 7/29/2014 thru 8/3/2014
5 Dept: DPT 300
#. < Previous Pay Period | Next Pay Period > Pay Period Finder: Location: Main Street
Time Card Options v
Date Edit In Out Break Category Hours Amount Location

Tue 7/29 i &
Wed 7/30 &

- - - Vacation  8:00

|

Thu 7/31
it Ti x
Fri 8/1 Edit Time Off Request
g 1 To remove/delete a time off request, please visit the Time Off Request page
Sat 8/2 Edit Time Off REqUESt and click the Red 3§ on the time off request you'd like to remove.
Sun 813 Category Date Hours
Vacation - Wednesday, July 30, 2014 8
To
Comments
Only 4 hours of Vacation available. *Required
save
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Main Menu

Time-off Requests - Remove “Department time off list:”

From the “ESS Portal” a “Department time off list” link is available for employees to click, and see if other
employees in the same department have time off already approved.

If employees are not allowed to view each other’s approved time off for privacy, union, company policy, etc.,
please contact your timekeeping provider to have the option removed.

Employee Self Service Portal - Timekeeping Demo

Dashboard ( » INSTRUCTIONS J

....................... ( » CALENDAR J

~ Add New Time Off Request

Accrual balances Planned D —chiino

Type . planned time as of
as of 12/21/2013 Time Off 1212112013
SICK 16 hours 0 hours 16 hours
WVACATION 32 hours 0 hours 32 hours
Note: The balance including planned time does not account for future time
accrued.
Category FTO -
@ Single Day
Date
Hours &
§ Multiple Days

") Partial Day - Times

Description

The following people wil receive a notification of this time off request
* Warcus Manager
(Optionaly Send an email notification to the following managers

D Timekeeping Demo

Save Request
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Main Menu

Scheduling - Create a Schedule

The Scheduling feature allows users to create multiple schedules for their employees. Scheduling provides the
ability to plan for the appropriate amount of labor hours coverage and to insure that the scheduled hours are
completed by the designated employees. To create schedules follow the steps below.

Step 1. To use the scheduling feature click on the “Scheduling” link found under the “Main Menu.” If this option
is not listed, contact your timekeeping provider.

Step 2. To add a new schedule, click on the “Set, View, or Modify Employee Schedule(s) by Workweek” link.

Online Timekeeping 4 iy Scheduling

MAIN MENU

Timekeeping Demo

Dashboard
Time Off Requests (0)

Scheduling

N

Qb >

Employee Setup

Time Cards

)
£
=)
)]
O

Yesterday's Entries
Today's Entries

Current Period - Start: 1/5
Previous Period - End: 1/4

Select Other Periods

# Maintenance Menu

11l Reports Menu

e Settings Menu

HELP & SUPPORT

Terms of Use

Help

V5 (0429E)

Select a link from the list below to begin.

Scheduling Options

Set, View, or Modify Employee Schedule(s) by Workweek@

Set Paid Time Off, Paid Hours by Category, or Salary Hours

Schedule Templates

Reports

Schedules vs. Time Cards

Schedule Deviation

Welcome

Welcome to the "scheduling”
portion of your time and
attendance solution. Use this
area of the system to insert

and plan employee schedules,

schedule time off, and
ultimately better manage your
employee's labor hours.

What Is Scheduling?

The purpose of a scheduling system is to
allow employers to plan for the
appropriate amount of labor coverage and
insure that the scheduled hours are
completed by the designated employees.
Supervisors are therefore able to visually
compare "expected hours worked"
against "actual hours worked" for a given
group of employees and time frame.

Once a "schedule” has been created for
individual employees, the system can
then "flag"”, or notify, supervisors of a
deviation from the expected schedule, to
better control company and departmental
needs.

How Do | Start?

To begin using scheduling
options for your employees,
select an option from the links
provided above. Typically, the
best place to start is by
inserting a weekly schedule faor
an employee or group of
employees.

To start scheduling paid time
off or add paid hours by
category for an employee,
select the provided link above.




Main Menu

Employee Setup - Add New Employee

Adding a new employee to the timekeeping system is done by an authorized user. Managers or supervisors
may not have access to set up a new employee.

Step 1. Click “Employee Setup” from the left pane.

Step 2. Select “Add New Employee” found in the “Employee Setup Options” list.

Use this page to add an employee, or edit one or multiple employees.

(2

Online Timekeeping -

* Click an employes's name to edit that employee or check one or more
MAIN MENU checkboxes to select multiple employees to edit.
» Use the employee list filter to filter the visible list of employees.

Timekeeping Demo

Click to show the employee list filter

# Dashboard
& Time Off Requests (0 Total Employees: 7 (Active: 5, Inactive: 2)
& Employee Setup Employes Setup Options # Work with Selected Employees
Time Cards Employes Mame Acd New Emplcves Department
[E] Yesterday's Entries Accruals, Austin 10/1/2012 MajesticStar DPT 300
(5 Teday's Entries Forgetful, Frank 107172012 GivingTree DPT 300
8 Current Period - Start: 4/6 Groups, Gavin 10/1/2012 MajesticStar DPT 500
(@ Previous Period - End: 4/5 PTO, Paige 1011/2012 GreenFields DPT 300
_"D Select Other Periods Simple, Susie 10/1/2012 GivingTree DPT 300
# Maintenance Menu
1l Reports Menu
& Settings Menu

Step 3. There are 3 mandatory fields: First Name, Last Name, and Logins / Numbers. The other fields will be
populated according to your company’s profile. Note: Hover your mouse over the field titles for brief
description.

Step 4. Click “Save and Exit” or “Save and Add Another Employee” found at the bottom of the page. See
below.
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Main Menu

Employee Setup - Add New Employee Continued

Employee Setup 9

Identity

Employee Code |
| First Name
Middle Name | @

| Last Name [Doe

Designation

Phone

Start Date

|
|
E-mail |
|
|

Separation Date

Export Block [Not blocked vl
Web Clock Enabled  |No v|
Options | |
Birthday | |

Identifiers for punching the clock (card numbers, Web logins, PINs)

Logins [ Numbers 12345 l

Self-service password Meaw passwun_i: ssseseee Enter again for verification: | . .
Press Save without entering a password to lock employee out from all self-service functions.

Employee Data
Title

|
Department |
|

Location

Supervisor |

Home 1 This field can be used for classifying employees and
payroll expenses on reports and grouping employees
Home 2 together.

Home 3 |

Save and Exit][Save and Add Another Employee][Return to list of employees

V5 (0429E)




Main Menu

Employee Setup - Assign Employee to a Supervisor(s)

Assigning an employee to a supervisor gives the supervisor the ability to manage the employee’s activity. This
includes viewing and editing time cards, running reports, approving requested time off, adding PTO hours,
setting and viewing schedules, and approving their pay period*.

Step 1. From the “Main Menu” click on “Employee Setup.”
Step 2. Select the employee by clicking on the name.

Step 3. In the “Employee Data” section, enter the full name of the supervisor in the “Supervisor” field.
(Additional supervisors can be added to this field by separating each supervisor with a comma.)

Step 4. Save by selecting “Save and Exit” or “Save and Remain.”

Employee Data
Title
Department

Location

Supervisor Susie Simple

Home 1
Home 2
Home 3

AutoLunch Threshold
(hrs)

AutolLunch Deduct
(mins)

[ Save and Exitl[ Save and Remain ][ Cancel ]

*This feature is available upon request. Fees may apply.
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Main Menu

Employee Setup - Assign Multiple Pay Rates

Step 1. If alternate pay rates are needed, the additional pay fields will have to be custom-added to your setup
page by your timekeeping provider. Please contact them first then follow steps 2-5.

Step 2. Entering additional pay rates is accomplished in an employee's personal setup file. To access the file,
click on the “Employee Setup” link from the “Main Menu”.

Step 3. The company “Employee Setup” screen serves as both a navigational tool with hyperlinks to each
employee's personal file and as a summary tool, as you can customize each of the columns displayed. The
screen toolbar includes a drop-down menu containing all the “Employee Setup” items associated with table
buttons such as Show Field and Hide Field to specify the table's display.

Step 4. From the setup screen you may operate in one of two ways: One “Add New Employee” record and two
work with an individual employee by clicking on the desired name.

Step 5. Each alternate pay rate is coordinated with a specific department. “Alt Pay #1, 2 and 3” must be
assigned to “Home 1, 2 and 3.” The employee’s default pay rate and Department fields will coincide. (See
illustration below) A help pop-up display is available for all setup items by hovering over the item link.

Note: As alternate pay rates are, by necessity, connected with specific departments, the clock must know
which department the employee is entering in order to assign the proper pay rate. Using “Clock Prompts” is the
appropriate method to filter punch activity into separate departments. Refer to the “Clock Prompts” page for
setup details.

Social Security Number

Options

Identifiers for punching the clock (card numbers, Web login:
Logins | Numbers @l

Self-service password Fassword has been sel
Employee Data |Expand History | Edit

Tithe

Dapartmant 200

Location

Supervisor

Home 1 100

Home 2 300

Home 3 yaa

AutoLunch Threshold
(hrs)

AutoLunch Deduct
[mins)

Default Pay Rate $12.00
Pay Rate 1 $12.75
Pay Rate 2 514.00
Pay Rate 3 511.50

Return to list of amployees
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Main Menu

Employee Setup - Auto Add Hours

“Auto Add Hours” allows the system to automatically populate hours on an employees time card on an ongoing
basis. This feature works great for tracking salaried employee’s hours and “Labor Segments” such as
Department or Location.

Other benefits include accurate reporting of hours worked by employees, tracking “Time off Requests,” and if
applicable “Accrual” balances.

Before activating this feature the “Finalize Pay Period” will need to be finalized up to the current pay period to
ensure “Auto Hours” from being applied to historical pay period data.

Note: To activate “Auto Add Hours” contact your timekeeping provider.

Online Timekeeping - ~ Time Card - Gavin Groups e

Clock Activity Groups, Gavin Timekeeping Demo
AMGT2014 thru 471202014

y f L] 7
4162014 - 411272014 ) #~ « Previous Pay Period | Next Pay Period > Pay Period Finder | Dept: DFT 200
Py Period Finder: | | Locaton: MapashcStarn
L Shaw Missmg Only
B ain M
el M ki) Tene Card Opbons =
Date Edit In Dut Break | Category Hours Amount Dept
mm ME A Sun 48 ” :\E& i *
Accruals, Austin R Mon 477 7 (Edit] Ada] E Salary  8:00 DPT 500
- i i b Tue 418 [Edit][Add] Selary  8:00 DPT 500
ol Gavin e —
LT e Wed 479 |Edit || Add| - - - Salary  B:00 DOPT 500
PTO, Paige o0 Thus 4/10 4 [Edit) ?_Add? . = . Salary  B:00 DFT 500
i i i Friant [Edit][Add] Salary  8:00 DPT 500
Unmatched Punches (0) Sal 4112 IE&E ) ) ) - -
5 | 5
o ampioyeas Kxteet () Totel howrs clocked for week of 476 1o 412 0:00 (plus 40000 not considered for OT)
Print All Time Cards Toisls 40:90 | %000 -
By Home Department HOURS . AODLPAY
By Home Location Total Salary vours 40:00 (40.00) 5000
By Howme Supervisor TOTALS  40:00 (40.00) $0.00
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Main Menu

Employee Setup - Auto-Lunch Deduction

Assigning an Auto-Lunch Deduction will activate an automatic deduction of desired minutes from an
employee’s time card after a specified amount of consecutive hours have been worked.

Step 1. Select the employee you wish to work with from the Employee Setup screen. In the third section titled
Employee Data you will see both the AutoLunch Threshold and AutoLunch Deduct (see illustration below). If
you do not see either of these fields you will need to contact your timekeeping provider to have them activated.

Step 2. AutoLunch Threshold (hrs). Enter the number of hours the employee will need to work before any time
is deducted from their time card.

Step 3. AutoLunch Deduct (mins). Enter the number of minutes the employee is scheduled to take for their
lunch break, most likely 30 or 60 minutes, however you may enter any amount.

Step 4. When your entry has been completed click either Save and Exit or Save and Remain.

Employee Setup

Identity

Employee Code

First Name John
Middle Name
Last Name Doe

Designation

Phone

E-mail

Start Date

Separation Date

Export Block Mot blocked

Web Clock Enabled Mo

Options

Identifiers for punching the clock (card numbers, Web logins, PINs)
Logins | Numbers 1001

Self-service password Password has been set
Employee Data
Title

Department

Location

Supervisor

Home 1

Home 2

Home 3

AutoLunch Threshold

(hrs)

AutoLunch Deduct -

(mins)
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Main Menu

Employee Setup - Employee List

A list of active and inactive employees can be found in the “Employee Setup” page. This page is useful for
many reasons including adding new employees, inactivating employees, and viewing employees based on
certain populated fields. This list can be sorted and filtered in many ways.

Filter the “Employee List”

Step 1. Select “Employee Setup” found in the “Main Menu.”

Step 2. “Click to show the employee list filter” found at the top of the employee list.
Step 3. Select the necessary radio button to set your filter.

Step 4. Select “Apply filter”.

The “Employee List” will display employees according to the selected filter criteria.

Use this page to add an employee, or edit one or multiple employees.
Online Timekeeping ~

MAIN MENU

Timekeeping Demo

Click to hide the employes list filter

™ Dacshboard
B Time Of Requests (0

& All active employees

2 Employes Setup All ernplevees (including inactive)

- Spadific employees
Time Cards All employees in growp(s)

8l Yesterday's Entries Select by criteris
Apply filt
(i1 Today's Entries PRy Tt
» Total Employees S| (Active: 3, Inactive: 2)
sl Current Paricd - Start: 3/23 [
. Emipl 5 Opti ]
) Previous Period - End: 3122 it b Ao =2
b:} Soloct Other Periads Employes Mame Department Loging / Mumbers Start Date End
Accruals, Austin DPT 300 1002 10012012
J' N Forgetiul, Frank DFT 300 1001 1001/2012
1
e Groups, Gavin DPT 500 1008 10172012
LF gettings Menu PTO, Faige DFT 300 1004 10/1/2012
Simple, Susie DPT 200 1006 1012012
HELP & SUPFORT
Terms of Use
Hel
? W
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Main Menu

Employee Setup - Employee-Specific Time Zones

Employee Specific Time Zones are sometimes necessary if one company has multiple locations that fall across
multiple time zones. For example, once location may be in California and another in Idaho. It is recommended
to set the company time zone to the majority and then the employee specific time zone in the Employee Setup

page.
Step 1. Select the employee from the “Employee Setup” page.
Step 2. Click Edit in the Identity section.

Step 3. In the Options box, key in one of the following exactly:
TIMEZONE=PST / TIMEZONE=MST / TIMEZONE=MDT / TIMEZONE=CST / TIMEZONE=EST

Note: applying the time zone rule will affect the confirmation on the Web Clock as well as the time displayed on
the timecards and reports. This feature also retroacts changing any time already collected.

Employee Setup

Identity
Employee Code 9583

First Name Dorothy
Middle Name

Last Name Jones
Designation

Phone

E-mail

Start Date 3/26/1987

Separation Date
Export Block Not blocked
Web Clock Enabled No

=]
=]

Social Security Number

Options TIMEZONE=EST

(save and Exit| Save and Remain|(Cancel
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Main Menu

Employee Setup - Inactive Employees

Employees are typically set to inactive when an employee is terminated from the company. The employee will
not be purged from the timekeeping system but will be hidden from areas of the system such as Time Cards.

Step 1. Select the appropriate employee from the “Employee Setup page.”
Step 2. Click “Edit” from the “Identity” section.
Step 3. Populate the “Separation Date” field with the effective date.

Step 4. Click, “Save and Exit” or “Save and Remain.”

Online Timekeeping <4 Y Employee Setup 9

MAIN MENU Identity

Timekeeping Demo Employee Code
First Name Paige
f Dashboard Middle Name
@ Time Off Requests (0) Last Name PTO
& Employee Setup h Designation
Phone
Time Cards E-mail
&1 Yesterday's Entries Start Date 2012-10-01
ff1 Today's Entries Separation Date @
i Current Period - Start: 4/6 Export Block Not blocked
[@ Previous Period - End: 4/5 Web Clock Enabled Yes
O  select Other Periods Options
Birthday
& Maintenance Menu Identifiers for punching the clock (card numbers, Web logins, PINs)
sl Reports Menu Logins / Numbers

Self-service password Password has been set and changed by employee
£+ settings Menu

Employee Data [Expand History|(Edit|

Title
HELP & SUPPORT
Department DPT 300
Terms of Use Location GreenFields
He|p Vv - . . .
Supervisor Susie Simple, Gavin Groups

The employee will no longer be visible in the “Employee Setup” list. Note: to reactivate an employee, simply
remove the “Separation Date.”

V5 (04296) 2 6




Main Menu

Employee Setup - View Inactive Employees

Step 1. Select “Employee Setup” in the “Main Menu” section.

Step 2. “Click to show the employee list filter” found at the top of the employee list.
Step 3. Choose “All employees (including inactive).”

Step 4. Select “Apply filter.”

. : Use this page to add an employee, or edit one or multiple employees.
Online Timekeeping « ~ 9
= Click an employea's name to edit that employee or check one or more checkboxes to

MAIN MENU

Timekeeping Demo

Click to hide the employes list filter
f Dashboard

& Time Off Requests (0) All active employees

4 Employes Setup @ All employees (inclueding inactive)
= specific employess
Time Cards All employees in group(s)

Select by criteria

1 Yesterday's Entries

- i Apply filte
(1 Teday's Entries By :
= Total Employeess: M(Active: 5, Inactive: 2)
3 Current Pericd - Start: 4/6 [ — -
) ) Employes Setup Options # + J
il Previous Period - End: 4/5 ploy i - 4
E Sglact Other Pericds Employes Name Depantment Location Start Date
Accruals, Austin DPT 300 MajesticStar 1072012
)
& Maintenance Manu
Forgetful, Frank DPT 300 GivingTree 10/1/2012
i
#3 Reports Manu Groups, Gavin DPT 500 MajesticStar 10/1/2012
1 settings Menu FTO, Paige DPT 300 GreenFields 10/11/2012
Simple, Susie DPT 300 GivingTres 10172012
HELP & SUPPORT
Terms of Use
Help v
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Main Menu

Employee Setup - Pay Rates

By default the “Employee Setup” page does not contain pay rate fields; however, pay rate fields can be added.
A “Default Pay Rate,” as well as up to nine additional pay rate fields, can be enabled.

Additional pay rate fields are used for scripting purposes. For example, if an employee works in a specific
department or job code, the employees pay rate can be equal to “Pay Rate 2” or “Pay Rate 3.”

Employees can also view pay rates on their time cards from the “Employee Self Service (ESS) Portal” If
permissions are enabled. Permissions can also be enabled by a supervisor or client level login to allow pay
rates to be editable on the employee’s time card.

Note: To add pay rates to the “Employee Setup” page please contact your timekeeping provider.

Online Timekeeping il Employee Setup

MAIN MENU Identity |Edit;
Timekeeping Demo Employee Code
First Mame Buse
ft Dashboard Middle Name
@& Time Off Requests (0) Last Hame Simple
X Employee Selup Deslgnation
FPhone
Time Cards E-miail
B Yesterday's Entries Start Date 2012-10.01
% Today's Entries Separation Date
el Cument Penod - Starl 11017 Export Block Mot blocked
i) Previous Peiod - End. 11118 Nian Cinck Enabind Tes
W) Select Other Pariods sl : .
Identifiers for punching the clock (card numbers, Web logins, PINs) |Edit
# Malntenance Menu Logins | Numbers
a1l Reports Menu Swlf-service password FPassword has been set and changed by employes

Employee Data |[Expand History ||Edit]
o Settings Menu

Title Sales
Department DPT ana
HELP & SUPPORT R
Terms of Use Supervisor IMarcus Manager
Help Heme 1
Hama 2
Home 3
Y Default Pay Rate 51025
' Fay Rate 1 §14.50
Pay Rate 2 2075
Busle Dater 11204 Pay Rate 3 £12.00

|Return o list of smployess
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Main Menu

Employee Setup - Protect Historical Data

When applying changes to an account such as rounding rules, pay frequency, or scripts; both future and past
records will be altered by default. If changes to previous pay periods are unwanted, the appropriate records
must be finalized to be protected. Refer to the “Finalize Pay Period” article for further instructions.

Changes made to the “Employee Data” section of the “Employee Setup” page will only take effect on the date
specified. (See illustration)

Step 1. Select “Employee Setup” from the “Main Menu.”

Step 2. Choose the name of employee the changes will affect.

Step 3. Click “Edit” in the “Employee Data” section.

Step 4. Apply the necessary changes and choose the “Effective” date.

Step 5. Click “Save and Exit” or “Save and Remain” found at the bottom of the page.

Findempleyees | Find Demo Hello Dema | Home | Help |
' identifiers for punching the clock (card numbers, Web logins, PiNg)
Loging | Numbers | 5a327]
MAIN MENU Self-service passw Password has been sel
Demo Employee Data
Tiile
M Home - Dashboard Deparment Lawundry
& Time Off Requests (0) Location Main Streat
@ Scheduling Supervisor Fred
2 Employee Setup ‘ Home 1
Time Cards Home 2
81 Yestenday's Enfries Home 3
51 Today's Entries Default Pay Rate 12.00 Effectrve today: 2272013 | = «
::'i‘:'l Current Perod - Starl 2718 ﬁ':;::l‘m“:h Threshokd B.00
ffl Previous Penod - End; 2015 AutoLunch Deduct s
O Select Other Periods (mins)
Pay Rate 1
# Maintenance Menu Pay Rate 2
11} Reports Monu Pay Rate 3
£ Sattings Menu Pay Rate 4
Accrual Factor
HELP & SUPPORT Save and Exit | Save and Remain | Cancel
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Main Menu

Employee Setup - Track Salary Employees

In some cases, the salaried employee, those not assigned to an hourly wage, will clock in/out for tracking
purposes only. Time data may not be necessary for payroll processing. This function is supported by blocking
the salary employee’s data from the payroll file.

Step 1. From the “Main Menu” click on “Employee Setup.”

Step 2. Select the employee by clicking on their name or add the employee by clicking “Add New” at the top of
the employee list.

Step 3. Find “Export Block” in the “ldentity” section and choose “Yes-Blocked” from the drop-down.

Step 4. Click “Save and Exit” or “Save and Remain.”

Online Timekeeping - Employee Setup

MAIN MENU Identity
Dama Employee Code

First Name Barry

# Home - Dashboard Middie Name

& Time Off Requests {0} Last Name Blank

@ scheduling Designation

& Employee Setup ‘ Phone

Time Cards .| E-mail

= Yesterday's Entries Start Date

f0  Today's Entries SR L. — —

fa Curmrent Period - Start: 3/16 T B Yoy Blocked : ‘

[ Previous Period - End: 3/15 WeGInak Snatied L E

W) Select Other Pericds Spiions .

Save and Exit)|Save and Remain||Cancel|

# Maintenance Menu Identifiers for punching the clock (card numbers, Web logins, PINS)

uil Raports Menu Logins | Numbers [54327]
Sell-service password  Password has been set

e Settings Menu Employes Data
Title

HELP & SUPPORT Department Laundry
Terms of Use Location hain Street
Help Supervisor Fred

Note: The option to create a Salary group is available for use in other areas of the site. To find out more about
groups, please reference the “Employee Groups” how-to article.

V5 (0429E) 3 O




Main Menu

Employee Setup - Work with Selected Employees

“Work with Selected Employees” is found in the “Employee Setup” area and allows for changes to employee
setup fields in a bulk manner. This feature is a wonderful timesaver especially when there are many employees
and/or if changes happen often. “Work with Selected Employees” is most commonly used when applying the
Auto Lunch feature, adding a new Supervisor, or updating Departments and Locations.

Step 1. Select “‘Employee Setup” from the left pane. The list of employees will appear in the right pane.
Step 2. Check the boxes next to the employee names that the change will affect.

Step 3. Select “Work with Selected Employees” option found in the “Employee Setup Options list. See
illustration below.

3 ; Use this page to add an employee, or edit one or multiple employees.
Online Timekeeping « LA 9
* Click an employes’s name to edit that employee or check one or more checkboxes to

MAIN MENU

Timekeeping Demo

Click to show the employee list filter

# Dashboard

@ Time Off Requests (0 Total Employees: 7 (Active: 5, Inactive: 2)
4 Empioyea Setup

l
E t Employes Setup Options. » Wark with Selected Employees ﬁ E ht.
A
Add New Employes
Time Cards i

Employee Mame Start Date
(&) Yesterday's Entries Accruals, Austin DPT 200 MajesticStar 10/1/2012
ff Today's Entries ? o Forgettul, Frank DPT 300 GivingTree 10/1/2012
@ Current Period - Start: 3/3 Groups, Gavin DPT 500 MajesticStar 10/1/2012
(1 Previous Peried - End: 3/29 PTO, Paige OPT 300 GreenFields 100172012
O select Other Periods Simple, Susie DPT 300 GivingTree 10/1/2012

# Maintenance Menu

1l Reports Menu
=4 Settings Menu
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Main Menu

Employee Setup - Work with Selected Employees Continued

Step 4. Verification: Look at the top of the “Multiple Employee Editor” page to confirm the employees you have

selected.

Step 5. To remove information, simply check the box next to the field and leave the field blank. To add or
update information, populate the necessary field with the changes and set the effective date. Once complete,
click “Save” at the bottom of the page. See illustration below.

Online Timekeeping «

MAIN MENU
Demo

Home - Dashboard
Time Off Requests (D)
Scheduling

Qb 2

Employee Setup

Time Cards

[#1 Yesterday's Entries

ff1 Today's Entries

[ Current Period - Start: 2116
fdl Previous Period - End; 2/15

o) Select Other Periods

& Maintenance Menu

«f Roports Menu
o Settings Menu

Multiple Employes Editor

This screen is used to edit fields that are common to each employee.

- You have selected Zemployees to edit,
Job Code, Josh
Forgetful, Frank

Web Clock Enabled Yes *
Export Block Yes -
Separation Date

Start Date

Options

Shop Supervisor
/ Title e
Effective today: 2/26/2013 | =

Department
Location
Supervisor
Home 1

Home 2

Home 3

Default Pay Rate
AutoLunch

V5 (0429E)




Time Cards

Time Card Management - Add Comments to a Time Card

This feature allows the employer, supervisor, or employee (if given permission to edit their time card) to
add “Comments” to a punch In or punch Out while in edit mode on the time card. The “Comments” can then
be viewed by hovering over the edited time punch in the In or Out fields, and from the “Punch Notes”

report.

Online Timekeeping <«

Clock Activity

B/2/2013 - 6/8/2013
Pay Period Finder:
Show Missing Only
(Back to Main Menu)

m Search Employees .

Employee M E

Apple, Austin
Darts, Darcy
Doe, Jane
Forgetful, Frank

Harmless, Haylee

o o o o o o
2o o o o o @

Simple, Susie

Unmatched Punches (0)

V5 (0429E)

Show Only Missing Punches

Date Edit In Out Break Category Hours

: Sun

62 - - - -
rd

Mon Cancel
6/3 — B:23a Regular

i Save
Tue _‘ Comments about this edit;
Stuck in traffic this morning.

" (Comments appear only in edit history)

Wed

6/5 ) ) ] ]
k4

Thu
B/6 - - - -
X 4

Fri 67
&




Time Cards

Time Card Management - Add Holiday Hours

To add Holiday Pay to multiple employees or specific groups of employee’s time cards you will need to
manually add them through the “Quick Add Time Card Entries” link. This link is found on the “Main Menu”
under the “Maintenance Menu” bar.

Step 1. Select which employees you want to work with by clicking on one of the four radio buttons.

Step 2. Key in a date or select a date from the calendar pop up.

Step 3. From the drop-down field select the pay code Holiday.
Step 4. Enter the number of hours to be paid for the Holiday.

Step 5. Adding a comment in the optional edit comments field will flag the employee’s timecard with a note.
You can view this comment by placing your mouse over the holiday hours on the employee’s time card or by
running a “Punch Notes Report.”

Step 6. Click the Submit button. The system will then ask you to confirm the hours before they are applied.

Quick Add Batch of Entries To Time Cards

This screen is used for adding the same entry to multiple time cards, such as hours worked, holiday pay, and bonuses.

= All active employees
Specific employees
All active employees in group
Select by criteria

Add entries to which employees?

Add entries for what date?

Add what kind of entry® Regular
Hours to add

Optional edit comments

Submit
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Time Cards

Time Card Management - Edit a Time Card

Step 1. To edit an employee’s time card begin at the “Time Cards” section under “Main Menu”. Here you have
the option to edit a single day or a pay period. Select one of these options to continue. See below.

Online Timekeeping 4 B| Dashboard

MAIN MENU Welcome to your automated timekeeping administrative
, account. If you're new to the system, see below for a list of
Timekeeping Demo common tasks to get started. These links can also be used for

routine account updates.

¥ Dashboard Quick Stats - Timekeeping Demo

@ Time Off Requests (1)
o Total Employees Clocked In: 4

& Employee Setup o Total Active Employees: 9
(% o Time Off Requests: 1

Time Cards Total Missing Punches: 6

al Unmatched Punches: 0

al Employees with Mobile Enabled: 9

Total Employees with Mobile Punch Enabled: 9

B} o Total Employees with Web Clock Enabled: 6
41 Current Period - Start: 7/27 o Last Finalized Pay Period: 7/6/2014

. . . New Rel - Rel Noti
@ Previous Period - End: 7/26 ° Newrelease. nelease Noles

Q Select Other Periods ) Quick Links

m

8] Yesterday's Entries ]
in) Today's Entries

& Maintenance Menu Getting Started

o Add a new employee Employee Setup
1l Reports Menu o Update Personal Information
¥ settings Menu Daily

o Correct Missing Punches

Step 2. Next, select an employee to work with by clicking on their name. You should now see the employee’s
time card.

Step 3. To edit or add a punch, click on the appropriate button and enter the change.

V5 (0429E)




Time Cards

Clock Activity Accruals, Austin Timekeaping Demo
s A4 thro 3202014
A2IH014 - AP £ « Previous Pay Period | Next Pay Peried > Pay Period Finder | Diept: DFET 300
Pay Peniod Findar, | 0 Localion. MajesticSlar
[ Show Missing Only
(Back 1o hesin Manu)

Tirme Ciard Cplions »

Date Edit In Qut Break Category Hours Hralday Amount Dept
Employes E A Sun 323 P Ei
AR TR Mon 124 [Edit][Add] 8:12a 11:56a - 244 { 500
Formiil, Poapic [Edit|[aga| 12:25p 5:38p - 514 75 500
Groups, Gavin oo Tue 325 @ [Edit][Aad] 9:16a 1:66p 4:39 ! 500
PTO, Paige oo (Eaizl E": hliecog 5 ] 300
Simpla, Susie 0 4 Wed 326 |E_Eﬂl:ftdt_ij §-24n 12:00p 336
Unmatched Punches {0 —
= o @ | Eicilt|[ Auded| 12:31p 5:23p 452 828
Tatal employess listed: (5) s e
il 5 Thu 337 & [Edit]| E‘E'Ei.'! #:16a Clocked ini
Print All Time Cards s i Perw =
Alphabetically Saria | At
By Home Dapartment =
By Home Lecation Tobal hows clocked for week of 323 1o 320, 21:06
By Home Supervisor Totals 24:08 21:05 50.00
Sort All Time Cards HOURS ADDL PAY
By Home Department Tatal Regular hours 2108 (21 08) £000
By Home Lockon TOTALS  21:05 (21.08) $0.00
By Home Supervisor
TOTAL EDITED PUNCHES 3
Step 4. Once this is done click the Save button to complete. See below.
Time Card - Austin Accruals e
Accruals, Austin Timekeeping Demo
‘, 3/23/2014 thru 3/29/2014
85 i - i iod Finder Dept: DPT 300
“#.» < Previous Pay Period | Next Pay Period > Pay Period Finder: |:| epL

Location: MajesticStar

Time Card Options

Date Edit In Out Break Category Hours Amount Dept
Sun 3/23
r 4 ) i ) i i )
Mon 334 9:12a 11:56a - 2:44 500
12:25p 5:39p - 514 500
Tue 3/25
3 9:16a 1:55p - 439 500
Cancel | |Save
2:30p [:40p | | | [Regular v
Delete
Wed 3/26 Comments about this edit: 336
F 4 |Austion forgot to clock back IN from lunch break | i
(Comments appear only in edit history) 452

ATV T
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Time Cards

Time Card Management - Hours Alert

The “Hours Alert” tool is used to give a notification on an employee’s time card, as well as the “Daily Auto
Email” report, when they are close to reaching a set amount of hours in a work week. This tool is a great way
to help manage hours for the Affordable Care Act (PPACA), but can be used in other instances as well, such
as overtime warnings.

Note: For more information on activating this rule, and discussing its many benefits, please contact your
timekeeping provider.

An example of this would be to set a notification to alert you when an employee approaches 30 hours in the
work week. See below.

¢ Once the “Hours Alert” rule is activated by your timekeeping provider, a new column called “Max
Weekly Hours” is added to the employee profiles on the “Employee Setup” page.

¢ In the “Max Weekly Hours” field, you have the ability to set, and change the total number of max hours
for the trigger to send a notification per employee. A date stamp will also display in this field. In the
example below, the max hours have been set to 30 hours.

MAIN MENU - Employee Data | Expand History ” Editl
SampleClient Title
Department
f Home - Dashboard Location Main Street
@ Time Off Requests (2) Supervisor Mary,joe,peter,tran
@ Scheduling Home 1
2 Employee Setup Home 2
Home 3
Time Cards AutoLunch Threshold
81 Yesterday's Entries (hrs)
- , i AutoLunch Deduct
M1 Today's Entries (mins)
sl Current Period - Start: 5/20 Default Pay Rate $8.25
f@ Previous Period - End: 5/19 Pay Rate 1
©  Select Other Periods Max Weekly Hours 30
Policy Validator
# Maintenance Menu Retumn to list of employees
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Time Cards

Time Card Management - Hours Alert Continued

¢ The notification will appear as an information icon, a blue circle with an “i” in the “Alert” column. To view
its message hover over the icon. An example of a message might be “employee will hit 30 hours at
4:33pm” or “the employee will hit 30 hours in 5 hours.”

¢ In this example, the “Hours Alert” rule was set by the timekeeping provider to trigger a notification 10
hours before the employee reaches the max hours of 30.

e The “Hours Alert” can also be set up with a “Clock Prompt” by your timekeeping provider. In the
example below the “Clock Prompt” is the “Hours Notice” column. The notification is displayed in text
form on the employee’s time card. See below.

Date Alert In Out Break Category Hours Hrs/day Amount Hours Notice
Sun ) ) ) ) i i
5/26
Mon . .
5/27 6:00a 11:00a - 5.00 ]
11:30a 4:30p - 5.00 10.00
Tue
- 11:33a 4:33p - 5.00 9.98
c'\;’ed Employee wm
0 5:58a 11:01a - 5.05 1 reach 30 hours
5/29 1 .
in 4.97 hours.
Employee will reach 30 hours at 4:33 pm Employee will
0 11:35a Missing - 5.05 reach 30 hours
\_ at 4:33 pm. J
Thu
5/30 } ) ) ) ) i }
Fri ) ) ) ) i i )
5/31
Sat 6/1 - - - - - - - -

Total hours clocked for week of 5/26 to 6/1: 25.03

Note: The “Hours Alert” can display on other reports. Contact your timekeeping provider for details as fees
may apply.
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Time Cards

Time Card Management - Missing Punches

“Missing Punches” are flagged by the system when an employee incorrectly completes a punch cycle.
Because the employee is required to specify whether they are clocking in or out, if either one is skipped, the
timecard will display a missing punch flag.

Note: An automated alert is not available if punches are missing; however, a daily report can be sent via email
to provide all punch activity for the previous day. See the “Daily Auto Email” report for more details.

There are two options for correcting a missing punch. Follow the steps blow to learn how.
Option One
Step 1. Select “Yesterday’s Entries” from the left pane.

Step 2. Punches from the previous day for ALL employees will be displayed. You can scroll through to see the
missing punches or choose “Show Only Missing Punches” from the “Time Card Options” drop-down.

Step 3. Click the “Edit” button and key the missing time into the empty field.

Step 4. Click “Save” once finished.

Online Timekeeping = ] Multiple Time Cards for 32712014

MAIN MENU This is 8 demo account. Feel frea to make changes to the data. The changes will be discarded when you log out.

Demao - Basic Change Date: 'Go| Employes Search; Sort List:  Alphabetical -

w
#x « Pravious Day | Next Day =

# Dashbeard
i Time Off Requests (0) Time Card Options +
Empl Sel
X Employee Setup Mame Edit In Out Break Category Hours Hrsiday Amount
" Basics, Robert T
Time Cards e TR, | Ex[as 10:55a Missing - -
[E] Yasterday's Entrias T
reaktiime. Millie &
04 Today's Entres o [Edn| Add 11:13a 4:18p - 507 |
) Cument Period - Start 323 Edit || Add 4:31p g:28p . ase a0
f  Pravious Period - End; /22 = I PO
Ry e | | e Missing &:55p p 2
D salect Other Periads s
L ing, Frank it
amming ranf | Edit || Add 11:09a 6:55p - r.re: TG
& Maintenance Manu —
Lunches, Laon .
ul Reports Menu » | Edit| Add 11:12a Td3p -0.50 B.0A B.0A
£ Settings Menu Rounded, Rick = e
" SN = ] 245p £ - sl e
HELP & SUPPORT iRials e
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Time Cards

Time Card Management - Missing Punches Continued

Option Two
Step 1. Select “Current Period” from the left pane

Step 2. A list of the employee names will appear along with columns titled M (Missing Punches) and E (Edited
Punches). The number associated with the M column indicates the number of missing punches found on that
employee’s timecard for that specific pay period. The employee names listed in red is another indication of
missing punches.

Step 3. Punches for the current pay period will be displayed. You can scroll through the page to see the
missing punches or choose “Show Only Missing Punches” from the “Time Card Options” drop-down to narrow
the search.

Step 4. Select the employee in need of the edit by clicking their name.
Step 5. Click the “Edit” button and key the missing time into the empty field.

Step 6. Click “Save” once finished.

Online Timekeeping < Time Card - Paige Timestamps @

Clock Activity This is a demo account. Feel free 1o make changes to the data. The changes will be discarded wien you log out,
Timestamps, Paige Demo - Basic

B e e Code: 789 3/23/2014 thru 3/20/2014

Fay Period Finder:

T oh -
[B::T’.: ﬂ:??geﬁ:;r . < Previous Pay Perlod | Mext Pay Perlod = Fay Period Finder:

Search Employees

Time Card Options v
Em M E jes]
ployee Show Only Missing Punches Out Break Category Hours Hrsiday Amount
Basics, Reberte 1 0 Show Unrounded Times R . B B R R
Blank, Barry ]
Mon 324 & Edit || Add 12:58p 3:16p - 2.30 1
Breaktime, Millia o 0
Edit || Add 347p 9:03p - 527 T.57
Hourly, Samuel 1
ue 325 Edit || Add 11:41 B:54 - 9.23 9.23
Lemming. Frank 1 0 = F
Lunches, Lacn 0o Wed 3/26 & Edit || Add Missing 9:48p - -
Proper, Paul 0 0 Thu 327 Edit || Add 11:.0%9a S.55p - 877 BI7
Punches, Josh 0o Friai2e Edit || Add 11:57a 8:55p - .97 897
Rounded, Ricky o Sat 3z & Edit || Add 11:44a 8:56p - 9.20 9.20
Simple, Susle 10 Total hours clocked for week of 3/23 to 2/29: 41.74
Timestamps, Falge 1 0 Totals 41.74  41.T4 $0.00
Unmatched Punches (1)
Total employees listed: {11} L2l Lk
Total Regular hours 41.74 30.00
Print All Time Cards TOTALS 41.74 $0.00
Alphabetically TOTAL MISSING PUNCHES 1
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Time Cards

Time Card Management - Pay Rate Override

Default pay rates may need to be overridden for any number of reasons. As an example, an employee’s
standard rate of pay is $10.25 per hour, but attends a training seminar and should be paid $15.75 per hour for
the training hours. The process to override pay rates is easily done case-by-case.

Step 1. Select “Current Period” from the left pane.

Step 2. Click the employee’s name from the left pane.

Step 3. The employee’s time card will appear. Click “Edit” on the day necessary.
Step 4. Override the default pay rate by populating the “Pay Rate” box.

Step 5. Click “Save” on the left next to the date.

Online Timekeeping < ~ Time Card - Susie Simple e

Clock Activity Simple, Susie Timekeaping Demo

& 3/24/2014 thru 3282014

32472014 - 312812014 #. < Pravious Pay Period | Next Pay Period > Pay Period Finder: | Dept: DPT 300

Pay Period Finder: ' Location: GivingTree

[ ] Show Missing Only
(Back te Main Manu)

Time Card Options -

Date Edit In Out Break Category Hours Amount Pay Rate
Employee M E A Man
Accrusls, Austn 0 31 2 - - - : =
Forgetiul, Frank o o Tus
325 : ; - . ;
Groups. Gavin 0 0 > 9:16a 12:00p 2:44 $10.25hr
PTC. Paige oo Cancal| [Save ) . i . ) )
e o - b 15.75
Simple, Susie &l [Delete]| ents about this edit: _ ! .
Wed |
Unmatched Punc 0 (Comments appear only in edit his
i 326 PR ,.m’:, Tﬂ 7:52 $10.25/hr
Total employees listed: (5) >
Thu
Print All Time Cards 327 9:00a 5:31p -0:30 8:01 $10.25/Mr
/
Alphabatically -
By Home Department Fri
By Home Location 3728 . 5 = c - >
By Home Supervisor >
Total hours clocked for partial week of 3/23 to 3/28: 24:07
Sort All Time Cards Totals 24:07  $0.00 -
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Time Cards

Time Card Management - Print Time Cards

You are able to print all time cards sorted “Alphabetically,” by “Department,” by “Location,” by
“Supervisor,” or individually without running a specific report.

Step 1. To access quick-print links for employee time cards, go to the “Time Cards” section found
under the “Main Menu.” From here select any of the four options or enter a specific date range by
clicking on “Select Other Periods.”

Online Timekeeping « &l Dashboard

MAIN MENU
Welcome to your automated timekeeping administrative account. If you're new
Timekeeping Demo to the system, see below for a list of common tasks to get started. These links
can also be used for routine account updates.

M Dashboard

Quick Stats - Timekeeping Demo

@ Time Off Requests (1)
Total Employees Clocked In: 0
Total Active Employees: 7
Time Off Requests: 1

Total Missing Punches: 1
Total Unmatched Punches: 0

2 Employee Setup

' Time Cards ‘

[€] Yesterday's Entries

BB oboD

3

(11 Today's Entries Lln kS

& Current Period - Start: 11/10 _
Getting Started

Add a new employee Employee Setup
Update Personal Information

@ Previous Period - End: 11/9

\ @ Select Other Periods ‘
Daily

= Correct Missing Punches
Assign Unmatched Punches
Review Yesterday’'s Punches

B

& Maintenance Menu

B

11l Reports Menu

Each Pay Period
= Edit time cards for the Current pay period
= Edit time cards for the Prior pay period
= Run the Summary Report

o Settings Menu

HELP & SUPPORT

Optional
View account settings Processing Rules
Manage login accounts Login Maintenance

Terms of Use

CI

Help

Step 2. Depending on the number of employees, you may need to scroll down to the last employee to
see the “Print All Time Cards” section in the left pane. Here you have four options to print time cards.
Select the order you would like the time cards to be printed.
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Time Cards

Time Card Management - Print Time Cards Continued

Online Timekeeping < ~ Time Card - Gavin Groups 9

Clock Activity Groups, Gavin

-
J30/2014 - 4/572014 ) £ < Previous Pay Period | Next Pay Period > Pay Period Finder: |
Pay Pericd Finder: ] Timekeeping Demo-
] Show Missing Only 33002014 thru 4/5/2014
(Back to Main Menu) Dept: DPT S00

- - Location: MajesticStar

Time Card Options
Employeae ME A

Date Edit In Out Break Category Hours Amount
Accruals, Austin o 2 Sun 3130
un
Add - - - - -
Forgetful, Frank 00 4 /
Groups, Gavin 0o Man 3_;'31 [Edit][Add] - - - Salary  8:00
PTO, Paige 0 0 P
L ‘:',1 Edit](Add - - - Salary  8:00
Simple, Susie 0 0 - ' )
Wed 4/2 o
Unmatched Punches (0) r Edit| Add - - - Salary 8:00
Total employess listed: (5 - ;
ik ©) Tnu‘ﬂa Edit][Add] . . . Salary  8:00
Print All Time Cards
[Edit][Add] - - - Salary  8:00
Alphabetically —
By Home Department
By Home Location Add‘ - - - - -
By Home Supervisor B
Total hours clocked for week of 3730 to 475: 0:00 (plus 40:00 not considered for OT)
Sart All Time Cards Totals 40:00  50.00
:; ::m: E:g:ﬁ;?f"‘ HOURS ADDL PAY
By Home Supervisor L Total Salary hours 40:00 (40.00) $0.00

Step 3. After selecting the print order you should see the “Printer Friendly Options.” Print the time
cards as a single report, or each time card on a separate page. See below.

Clock Activity
302014 - 452014 Printer Friendly Optionhs
Pay Pariod Finder: : | All the ime cards as a single
| Show Missing Only repaort
{Back to Main kenu) Each time card on a separate

page
Employee M E A
Accruals, Austin 0 2 Accruals, Austin (Home Department: DPT 300)
Fargeatful, Frank 0.0
Date In Out Ereak Category Hours Amount

Groups, Gavin 00

Sun 330 r 4 - - - = L
PTO, Paige o o Man 334 e = a u = 5
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Time Cards

Time Card Management - Print Time Cards Immediately

Step 1. To print single time cards immediately click on the desired employee’s name.
Step 2. Once you see the time card, click on the printer icon in the top left corner.

Step 3. You will then be prompted to either open the record for printing or to save. For best results
use the PDF file format.

Online Timekeeping -4 ~
-

313012014 - 4152014 ~
Pay Pericd Finder: | |

Time Card - Gavin Groups @

Groups avin

Pay Period | Next Pay Period » Pay Period Finder: | il |

_____ Timekeeping Demc

L Shaow Missing Only 33072014 thru 4/3/201=

(Back to Main Menu) Dept: DPT 50C
= Location: MajesticSta

Time Card Options. *

Employee ME A
Date Edit In Out Break Category Hours Amount
Accruals, Austin o & Sin /30
un e r
[Agd] - . - - -
Forgetful, Frank o0 0 7 =
Mon
Groups, Gavin e .
331 [Edit|[add] = < i Salary  8:00
PTO, Paige oo cd
Tue 411 p——y
Simple, Susie o 0 7 | Edit|[Add] - - - Salary 800
Unmatched Punches (0} \ / e
Weed: [(Edn(Adq) - - - Salary  8:00
Total employees listed: (5) o ———
Thu 4/3 — e
Edit||Add| - - - Sala
Print All Time Cards 7 [Eatit{Add) ¥

;IPIH'iahet D e want 1e =pen of save TimeCard_ Timekeeping Deme 2 31 2004 2 06 14 PMpdd (3,54 K8} frem payrollsenvers.us!
y Homa
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Time Cards

Time Card Management - Punch Categories

“Punch Categories” are the “Category” selections found on an employees time card that can be changed while
in edit mode. The selections for “Category” are displayed as a drop down menu, and include Regular (overtime
and regular are combined as one category, therefore, overtime will not display as a separate category in the
dropdown list), Sick, Vacation, Personal, Holiday, Misc, Bonus, and Commission.

Depending on what the needs for your company are, you can choose to remove all the “Category” selections,
except Regular, and replace with the categories that work for you, or simply have additional categories added
to the standard list.

Online Timekeeping -4 ] Time Card - Susie Simple e

Clock Activity Simple, Susie
L
33072014 - 4/5/2014 ) . = Previous Pay Period | Next Pay Perlod > Pay Period Finder: | |
Pay Peried Finder: | | Timekeeping Demo
| Show Missing Only 33072014 thru 4/52014
(Eack to Main Manwu) Dept; DPT 300

Tirme Card Options v

= Location: GivingTree
m Search Employees .
A

Employee M E
Date Edit In Cut Break Category Hours
Accruals, Austin 0 2
Sun 3/30 i i . i .
Forgetful, Frank o0 >
[ ) - ’ o F
Groups, Gavin 0 0 F"':'Tf'm Cancel| |Save 8:00a | |5:00p tegular
- Sick
PTO, Paige oa o Tue 4/1 Vacation
= = - Personal B
Simple, Susie 00 & Holiday
Wied 4/2 Misc
Unmatched Punches (0} r - = = Bonus :
. Comments about this edit: Commission
Total employees listad: (5) Thu /3 [
F 4 {Comments appear only in edit history) . .
Print All Time Cards Fri d/d
Alphabetically & ) ) ) - )
By Home Department Sat 4/5
By Home Location / - - - - -
By Home Supervisor -
Total hours clocked for week of 3/30 to 4/5: 0:00
Sort All Time Cards iy Totals 0:00

Note: To change or add selections to the “Category” field on the time cards, contact your Timekeeping
Provider.
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Time Cards

Time Card Management - Punch History

The “Punch History” is a great way to view the history in detail of what has occurred with any specific punch IN
or Out on an employee’s time card, much like an audit trail.

To view “Punch History” you have two options. One, hover over a clock In or Out punch on the employee’s
time card. Two, run the “Punch Notes Report” found in the “Reports” menu.

In the example below the “Punch History” displays the following information in the pop up box:

¢ “1” means there was one occurrence for this time punch. This will also reflect as many edits as is made
to a specific punch In/Out.

o The “Clock” indicates that the punch was made from a physical time clock at the City Creek location.

o “001404459” is the serial number of the time clock.

o “OUT” shows the punch was a “clock out” along with the date and time.

Note: Depending on the set up and features active on your account, you may have additional information on
your “Punch History” such as department, IP address, Mileage, ect.

Online Timekeeping « Date Edit In (o] Punch History op-0OT OT Ame

Clock Activity ‘ of considers 40.24
Sat

6M1/2013 - 6M15/2013 6/1 Edit ) .
Pay Period Finder: ” 8:05%a 328p - 739 - 7.39

= Add
Show Missing Only
(Back to Main Menu)

- Total hours clocked for week
m Search Employees - Sun

Employee ME A EE Add ) i
Elank, Barry 00
Forgetful, Frank 2 0 Mon
6/3
Job Code, Josh 00 7 Add - - - - - -
Location, Lean 1 0
Mil Milli 0 0 Tue
lleage, WMilie G/d Edit
~ = g0la 604p - 1006 10.06
Prompts. Paul 00 - Add
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Time Cards

Time Card Management - Show Unrounded Punches

When a rounding rule is active, the employee’s time card will display the clock “IN” or “OUT” times in green.
The original punches, or real time punches, can be viewed from within the employee’s time card by clicking
“Show Unrounded Times.”

Note: To activate a rounding rule contact your timekeeping provider.

Step 1. Go to the “Main Menu,” and select one of the options to view “Time Cards.” (For the examples below
the “Current Period” was selected).

Step 2. From an employee’s time card, click on “Time Card Options” and select “Show Unrounded Punches.”
Real time punches will be displayed on the time card beneath the rounded punch.

Online Timekeeping 4 A. Time Card - Austin Accruals ﬁ

Clock Activity Accruals, Austin

-
3/24/2014 - 3/26/2014 #.. < Previous Pay Period | Mext Pay Period > Pay Period Finder: | ]
Pay Period Finder: | Timekeeping Demo
1 Show Missing Only 3242014 thru 3/26/2014
(Back fo Main Menu) Dept: DPT 300

% SRR Location: MajesticStar

Time Card Options *

Employee M E A

T o b Show Cnly Missing Punches I out Break Category Hours Hrs/day Amount
CCTUBIS, SLSHn
Forgetful, Frank i TEu RO M5a 12:00p - 2:45
o St
Groups, Gavin 00 - —
Edit ihdd; 12:30p 5:45p - 5:15 B:00
FTO, Paige o 2 Tue
Simple. Susie 0 & 223 [
' 3.7 [Edit][add] 9:15a 2:00p . 4:45
Unmatched Punches [0)
Total employees listed: (5) |E_|:|I_t]lrﬁ_;ﬂ1 2:30p 5:45p . 315  B00
Wed
Print All Time Cards 3/26 [Edit|[Add] 8:30a 12:00p . 330 |
Alphabetically e
8y Home Departmant Edit|[Add] 12:30 5:30 : 500 830
By Home Location [——Jl—— i o : :
By Home Supervisor Total hours clocked for partial week of 3/23 to 3/26: 24:30
Totals 24:30  24:30 $0.00

Sort All Time Cards
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Time Cards

Time Card Management - Show Unrounded Punches Continued

Step 3. To remove the displayed “Unrounded Punches” simply click “Hide Unrounded Times.”

Time Card - Austin Accruals @

Accruals, Austin

%, < Previous Pay Period | Next Pay Period > Pay Period Finder:[ |
Timekeeping Demo
3/24/2014 thru 3/26/2014
Dept: DPT 300
Location: MajesticStar

Time Card Options

Show Only Missing Punches |, Out Break Category Hours Hrs/day Amount
Hide Unreunded Times I 12:00p
> 9:12:00a 11:56:00a ; 2:45 !
- 12:30p 5:45p . .
12:25:00p 5:39:00p : 515 | 800
Tue
3/25 - 9:15a 2:00p .
W 9:16:00a 1:55:00p ) 445 !
- 2:30p 5:45p . ,
2:26:00p 5:52:00p ) 315 | 800
wed 8:30a
3/26 i . : = :
/2 oot 00m 12:00p 3:30 l
- 12:30p 5:30p . .
12:31:00p 5:23:00p B sl sl
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Time Cards

Time Card Management - Time Card Approvals

Time Card Approvals is a feature that allows an employee, supervisor, and/or manager to have the ability to
approve time cards electronically prior to payroll. This eliminates the cost of printing and storing signed time
cards while still ensuring the approval process takes place.

Note: To activate Approvals contact your timekeeping provider. Additional fees may apply.

Understanding Approval Images:

No image means the Approvals feature is not active.
One level of Approval - Own status

Two levels of Approval - Own and another’s statuses
I. Iflogged in as a supervisor the larger image on the left is the supervisor with the
employee on the right.
II. Iflogged in as an employee the image on the left is the employee, with the supervisor
on the right.

Three levels of Approval - Own and two others’ statuses
I. Iflogged in as a supervisor the middle image the supervisor, the employee on
the left and management on the right.
Il.  If logged in as an employee the middle image is the employee, the supervisor
on the left and management on the right.
lll.  If logged in as management the middle image is management, the left is the
employee and the right side the supervisor)

The Time Card Approval process can be accomplished in two ways.

¢ One, approve only certain days by selecting the approval image then clicking on “Time Card Options,”
“Approve Time Card” and “Approve Selected.” In the example below the time card is set at one level of
approval.

V5 (0429E)

(1) Click on the yellow approval image for a single day to be approved.

(2) The image background will turn black indicating this image has been selected and will allow
you to select additional days.

(3) Click on the Approve Selected button found at the top of the page to approve.

(4) The approval image will then change to green indicating the approval was accepted.




Time Cards

Time Card Management - Time Card Approvals Continued

Time Card - Susie Simple 9

Simple, Susie Timekeeping Demo
i 3/30/2014 thru 4/2/2014
%, <Previous Pay Period | Next Pay Period > Pay Period Finder:[ | Dept: DPT 300

Location: GivingTree

Time Card Options v

Show Only Missing Punches In Out Break Category Hours Hrs/day Amount

Approve Time Card » | Approve All Entries
- Approve Selected
MD”/S‘HM 8:33a 12:01 - 328 |
12:30p 5:00p - 4:30 7:58
T“ej"h 7:59a 12:00p - 4:01 |
12:32p 4:59p - 4:27 8:28
Wed 4/2
» 8:00a 12:13p - 4:13 l
12:45p 5:01p - 4:16 8:29
Total hours clocked for partial week of 3/30 to 4/2: 24:55
Totals 24:55 24:55  $0.00
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Time Cards

Time Card Management - Time Card Approvals Continued
e Two, approve the whole pay period by clicking “Approve All Entries.” Once approved the approval

image will change from yellow to green. In the example below, the time card has three levels necessary
for approval.

Time Card - Susie Simple 9

Simple, Susie Timekeeping Demo
;"I 3/30/2014 thru 4/2/2014
#L < Previous Pay Period | Next Pay Period > Pay Period Finder:[ | Dept: DPT 300

Location: GivingTree

Time Card Options v

Show Only Missing Punches In Break Category Hours Hrs/day Amount
Approve Time Card » | Approve All Entries
- Approve Selected
Mon 3/31 :
, 8:33a 12:01p - 328 |
12:30p 5:00p - 4:30 758
Tue 4/1 . ] ) .
P 7:59a 12:00p - 4:01 !
12:32p 4:59p - 4:27  8:28
Wed 4/2
e 8:00a 12:12p - 12|
12:45p 5:01p - 416  8:28
Total hours clocked for partial week of 3/30 1o 4/2: 24:54
Totals 24:54 24:54  $0.00

To “UN-approve” a time card, simply edit or add information to a time card. Once the changes are saved you
will then need to approve the time card again, along with any other levels of approvals needed.

Note: For approval reporting options, see the “Approvals Report” found in the “Reports Menu.”
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Time Cards

Time Card Management - Tomorrow Rule

The “Tomorrow Rule” is typically used when a shift has hours that cross the midnight hours, or when an
entire shift needs to display on the actual day worked.

Note: To have the “Tomorrow Rule” activated and set up to your company’s requirements, contact your
timekeeping provider.

An example would be to have all punches with an OUT punch between 12:00am and 3:00am moved to the
next day. In the example below the employee clocked in at 10:00pm on Sunday.

Date Edit In Out Break Category Hours

sSun "
Edit
i C 10:00p ClOCked|
. Add in
Mon
513 [Add] - ] ; - ]
P
Tue
5/14 m - . - : -
7

When the employee clocked out for lunch at 2:00am, both punches were moved to the next day. The “-1”
indicates this punch was pushed forward one day. The full shift now displays on the same day.

Date Edit In Out Break Category Hours Hrs/day

Sun
5/12 [gdd] - . i, . i ;
E 4
Mon .
Edit
5/M13 . 10:00p-1 2:00a - 4:00 l
2 [Add
Edit
2:30a 6:30a - 4:00 8:00
Add
Tue
5/14 [gdd] - . i, . i ;
y —

-
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Maintenance Menu

Accruals

Accruals allow the time and attendance system to track Paid-Time-Off (PTO) hours that have been earned, or
used based on a specific HR policy. As an example, a semi-monthly employee who has met their one year
anniversary may earn 40 vacation hours within the year. Their time would have accrued at 1.67 hours at the
close of each pay period.

In most cases, accruals can be administered by the payroll software package; however, having the accruals
feature in the time and attendance system creates convenience for employers as well as the employees.
Balances can be adjusted instantly by either adding to or subtracting from the current balances and an
expiration date may also be put in place.

All balances are as of the end of the listed reporting date.

Name Sick Vacation

Blank, Barry 0.00 0.00
Forgetful, Frank 2.00 0.00
Job Code, Josh 2.50 0.00
Location, Leon 4.50 0.00
Mileage, Millie 275 0.00
Frompts, Paul 2.50 0.00
PTO, Paige =72.00 -96.00
Restaurant, Roberta 225 0.00
Rounded, Ricky 2.25 0.00
Shift, Samuel J.00 0.00
Simple, Susie 1.50 0.00
Totals -48.75 86,00

Note: Sample “Available Accrual Balances” report. TimeWorksPlus. February 2013
How to Set Up Accruals
Step 1. Complete the Accrual Form to ensure your accruals are properly set up.

Step 2. Submit the form to your time and attendance provider.
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Maintenance Menu

Adjust Accrual Balances

Adjusting accrual balances is commonly done if a balance was originally entered incorrectly. Balance totals
can be either added to or subtracted from. The process to adjust a balance is simple though sensitive due to
the effective date.

Note: For access to the “Adjust Accrual Balances” page, the Accruals Processing Rule must be activated.
Contact your time and attendance provider for details. Additional fees may apply.

Step 1. Select “Adjust Accrual Balances” from the “Maintenance Menu.”

Step 2. Choose the employee(s) you would like to work with. “All active employees,” “Specific employees”
(from within a group, Check All, or manually make your selection) or “Select by criteria.”

Step 3. Choose which category’s balance you want to adjust. Note: the options provided are custom to your
settings.

Step 4. Choose the effective date. Note: It is important to be sure of the date you are selecting. If a date is
incorrect and an attempt to adjust the mistake occurs, incorrect accrual balances may result. Corrections are
possible but the best solution is to be sure of your effective date.

Step 5. Click “Show Employees and Balances.”

[Find employees Demo

Find
# Home - Dashboard

@ Time Off Requests (0)
) © Al active employees
¢ Scheduling @ Specific employees

Accrual Balance Adjustment
from within | Mileage | |T| Check All | Uncheck All
[ Mileage, Millie

© All active employees in group
© Select by criteria

& Employee Setup Employee(s) whose balances you

want to adjust
Time Cards

f&] Yesterday's Entries

ff) Today's Entries Which category’s balance do you @ Sick

a want to adjust? :
f Current Period - Start: 4/1 : > Vacation
@ Previous Period - End: 3/31 What will be the effective date of 4/10/2013

your changes?
@ Select Other Periods

Show Employees and Balances| -

f' Maintenance Menu

in

]
&
o
o

©
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Adjust Accrual Balances
Employee Groups
Finalize Pay Period

Quick Add Time Card
Entries

Unmatched Punches




Maintenance Menu

Adjust Accrual Balances Continued

Step 6. Choose the type of balance changes to make. Either “add,” “subtract,” or “Replace” existing balance.
Note: Click “Explain choices” for more details.

Step 7. Enter an expiration date if desired. If the field is populated, any balance will be forfeited if not used by
the specified date. Note: Click “Explain expiration” for more details.

Step 8. Enter the desired amounts and click “Save changes” when complete.

Accrual Balance Adjustment

Type of balance changes to make: | Add to existing balance (or subtract if number is negative) | = Explain choices «
Effective dale of changes. 2013-04-10
Expiration date of any addad balance: Esplain axpiration
Hama Sick Balance Amount
as of 2013-04-10
Blank, Barry
Forgatful, Frank 200
Job Code, Josh 250 .50
Location, Leon 425 -.25 .
Mileage, Mille 275 2 |
Prompts, Paul 2.50
P10, Paige -193 D0
Restaurant, Roberto 225
Rounded, Hicky 220
Shift, Samuel 3.00
Simpla, Suzia 1.50
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Maintenance Menu

Employee Groups

The “Employee Groups” feature lets you group employees together for easy selection elsewhere in the site. One
example would be to use “Employee Groups” when setting up supervisor permissions. Employees can be
selected from a list, or can be defined by matching certain criteria.

Two kinds of groups are available. A “List Group” contains a specific selection of employees, and is automatically
created when you choose employees individually with checkboxes.

A “Smart Group” is created when you choose criteria that can be automatically matched (such as their name,

department, or other selection). Employees are automatically added to and dropped from smart groups whenever
their information is updated.

Create an “Employee Group”

Step 1. From the home page, go to the “Maintenance Menu” and click on “Employee Groups.” Then click “Add
New Group.” (See illustration 1.1).

Online Timekeeping <A Employee Groups 6

MAIN MENU r
hS

» INSTRUCTIONS

Timekeaping Demo

Group Name Employees in group
M Dashboard Auto Salary Smart group Gavin Groups
@ Time Of Requesls (0) BI-WEEKLY PAY List qrowp Austin Accruals, Frank Forgetful, Josh Job Code, Paige PTO, Robarto
@ Scheduling GROUP Restaurant, Susie Simple
2 Employse Sstup Can EFHT their own  List group. Gavin Groups, Susie Simple
bime card
Time Cards DPT 200 Smart group: None
B Yesterd ay's Entries DT 3K Srmart group Josh Job Code, Hobarto Restaurant, Sally Salanad, Genan Tughboat Mr
(8 Today's Enfries DPT 500 List group: Gavin Groups
R Cument Penod - Start 7777 FEMALE List group: Paige PTO, Suske Simpla
. EMPLOYEES
Bl Previous Penod - End. 7726
FULL TIME Smart group” Austin Accruals, Frank Forgetful, Gavin Groups, Josh Job Code, Paige PTO
O Select Other Periods EMPLOYEES Roberio Restaurant, Sally Salaried, Susie Simple, Tommy Time Card Mr | Gavin Tughoat Mr

Hourly Employees List group. Austin Accruals, Josh Job Code, Paige PTO, Hoberlo Reslaurant
# Maintenance Menu v i aroup 4

JOB CODE List group: Austin Accruals, Josh Job Code, Paige PTO

i Adjusl Accrual (WR-502T89)
Balances

LOCATION - Cry List group Austin Accruals, Robaero Hestaurant, Susie Simple
g2 Empioyes Groups Centar
B Fnalize Pay Panod Mala Employess List qrowp Austin Accruals, Frank Forgetful, Gavin Groups, Josh Job Code, Robario
£ Biometrics Maintenance Restaurani
& Login Maintenance Kontlt 2y o List group. Gavin Groups

Add New Group

£ Manage Clock Prompts

(Hlustration 1.1)

Step 2. Enter the “Name of this group,” (See illustration 1.2).
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Maintenance Menu

Employee Groups Continued

Step 3. Determine “Who can see this group?”
Step 4. Decide “Who is in the group?” by selecting one of the four radio buttons.

e To create a List Group, select “Specific employees” by checking the checkboxes next to the individual

employee’s names. Selections can also be made from an existing “Employee Group” through the
dropdown menu.

Employee Group: Department 2 Q

Use the dropdown

Name of this group Operations menu to make
selections from an
Who can see this © Everyone isting “Empl
group? ® Just existing “Employee
2 Just me Group.”
© All active employees
© All employees (including inactive)
© Specific employees
from within Active Employees ~ Check All | Uncheck All
Accruals, [ Groups, Gavin [ Overtime, Oscar Simple, Susie
- . Austin
Who is in this group?
[ Bulletin Job Code ) Tugboat, Talon
1 1 D 1
Bethany Josh PTO, Paige Mr.
[l Forgetful, Mileage, [T Restaurant,
Frank Marcus Roberto
© Select by criteria
Action [ Save] [ Cancel ] [ Delete]

(lllustration 1.2)

o To create a Smart Group, choose “Select by criteria.” From employee dropdown menu choose from
Active, Inactive, or All Employees to build your smart list from. Enter the filtering options. In the example
below (illustration 1.3) the filter is set for employees with Department equal to Operations, meaning if the
Department field in the “Employee Setup” page has the word Operations entered, then those employees
will be added to this Employee Smart Group.

New Employee Group

Use the dropdown
Name of this group Operations menu to select all

> E Employees, Active only

@ Everyone .

Who can see this group? _ employees, or Inactive
© Just me only employees.

© All active employees

© All employees (including inactive)

_ Specific employees

@ Select by criteria

For each employee ~ . include if .
Department > = + Operations
Advanced

Advanced Custom Selection Help

Who is in this group?

Action Save | | Cancel




Maintenance Menu

Employee Groups Continued

Step 5. Click the “Save” button to save the “Employee Group.”

Edit an existing “Employee Group”

Step 1. From the “Employee Groups” page click on the “Group Name” you would like to edit. For this example
“Department 2" was selected. (See illustration 1.3).

Employee Groups 0

[ » INSTRUCTIONS )

Group Name Employees in group

Auto Salary Smart group: Gavin Groups, Talon Tugboat Mr.

BI-WEEKLY PAY List group: Austin Accruals, Frank Forgetful, Josh Job Code, Paige PTO,

GROUP Roberto Restaurant, Susie Simple

Can EDIT their own  List group: Gavin Groups, Susie Simple

time card

DEPARTMENT 2 List group: Austin Accruals, Josh Job Code, Marcus Mileage, Susie Simple

FULL TIME Smart group: Austin Accruals, Bethany Bulletin, Frank Forgetful, Gavin Groups,

EMPLOYEES Josh Job Code, Marcus Mileage, Oscar Overtime, Paige PTO, Roberto
Restaurant, Susie Simple, Talon Tugboat Mr.

HOURLY List group: Austin Accruals, Josh Job Code, Paige PTO, Roberto Restaurant

EMPLOYEES

JOB CODE List group: Austin Accruals, Josh Job Code, Paige PTO

(WR-502789)

Add New Group

(lllustration 1.3)

Step 2. Make the necessary changes to the “Employee Group.” If making changes to the “Select by Criteria” filter
you may need to delete existing filters in order to change or create a new filter (see illustration 1.4).
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Maintenance Menu

Employee Groups Continued

Employee Group: Department 2 Q

Name of this group Department 2

@ Everyone
Who can see this group? )
@ Just me

© All active employees
© All employees (including inactive)

@ Select by criteria
For each active employee ~ . include if._.
Location = Main Street and Delete

Who is in this group?
Home 1 = Bi-Weekly Payroll and Delete

Department = DPT 200 AND Delete

Delete

Home 1 = Full Time

Advanced Custom Selection Help

Action [ Save ] [ Cancel ] [ Delete ]

(lllustration 1.4)

Step 3. Once changes are made “Save” your changes. The “Employee Group” will now reflect the changes
made.
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Employee Groups - Assign Multiple Supervisors through a List Group

One way of assigning multiple supervisors to an employee can be accomplished by creating a “List Group.”

This is done from within the “Employee Groups” feature. Follow the steps below to create one or more “List
Groups.”

Step 1. From the home page, go to the “Maintenance Menu” and click on “Employee Groups.” Then click “Add
New Group.”

Step 2. Enter the name of the supervisor in the “Name of this group” field.

Step 3. Determine “Who can see this group?”

Step 4. Decide “Who is in this group?” by selecting “Specific employees.” Then check the box next to the
names of the employees to be added to this supervisor’s “List Group.”

Step 5. Click “Save.”

Employee Group: Supervisor One

Name of this group Supervisor One

) Everyane
Who can see this group? )
@ Just me

) Mo employees

1 All active employees

) All employees (including inactive)
@ Specific employees

Who is in this group? from within Active Employees  ~ Check All | Uncheck All
Apple, Austin Doe, Jane Harmless, Haylee PTO, Paige
[Tl Darts, Darcy [l Forgetful, Frank  [C] Pears, Pitta [C] Simple, Susie

) Select by criteria

Action [ Save] [ Cancel ] [ Deletel

Step 6. Steps two through five can be repeated several times with employees assigned to more than one of
these “List Groups.” See examples below.

Group Name Employees in group

Supervisor One List group: Austin Apple, Jane Doe, Haylee Harmless, Paige PTO

Supervisor Three List group: Jane Doe, Haylee Harmless, Pitta Pears, Paige PTO, Susie Simple
Supervisor Two List group: Austin Apple, Jane Doe, Pitta Pears, Susie Simple

Add Mew Group
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Maintenance Menu

Employee Groups - Assign Multiple Supervisors through a Smart Group

A “Smart Group” is one way to assign multiple supervisors to an employee. This is done from within the
“Employee Groups” feature. An example would be setting up a “Smart Group” for any employees who have
“Supervisor One” or “Supervisor Four” in the “Supervisor” field on the “Employee Setup.” See example below.

Step 1. Select the “Maintenance Menu” from the left pane, and click on “Employee Groups,” then click “Add
New Group.”

Step 2. Enter the name of the supervisor in the “Name of this group” field.
Step 3. Determine “Who can see this group?”

Step 4. Decide “Who is in this group?” by selecting “Select by criteria.”

New Employee Group

Mame of this
group

| Supervisor One & Four |

Who can see |° Everyone
this group? Just me

All active employees
All employees (including inactive)
Specific employees

# Select by criteria

Who is in . .

this group? Far eacl:u employee e include if...
Supervisor - contains
Supervisor One
Advanced Custom Selection Help

Action .'Save: :CanceI:

Step 4a. The first dropdown asks which employees to include in the search. The dropdown field defaults to
“employee;” however, you have the option to select “active employee” or “inactive employee.”

Step 4b. The next dropdown asks what information you want to filter by from the “Employee Setup” page. For
this example select “Supervisor.”

Step 4c. The next dropdown defaults to “=" change this to “Contains.” (When “Contains” is selected, this will
prompt the system to look for a specific supervisor name in the “Employee Setup” page, even if more than one
supervisor name is listed.) See the example of supervisors in “Employee Setup” directly below.

V5 (0429E) 61
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Employee Groups - Assign Multiple Supervisors/Smart Group Continued

Vv Employee Name Supervisor
(add new)
s =
Apple, Austin Supervisor Two
Darts, Darcy Supervisor One,Supervisor Three
Doe, Jane Supervisor Three
Forgetful, Frank Supervisar One, Supervisor

Three Supervisor Four

Harmless, Haylee Supervisor Two

Pears, Pitta Supervisor One, Supervisor Three
FTO, Paige Supervisor Two

Simple, Susie Supervisar Three

Step 4d. In the next field enter the supervisors name exactly as it is entered in “Employee Setup.”

Step 4e. Click the “Advanced” button, for more options, and select the lower case “or.” Note: The lower case
“and”/ “or” determine the order of operations. Click “Advanced Custom Selection Help” for further details.

Step 4f. Enter the next supervisor’s name. Continue this step until all supervisors have been assigned to the
Smart Group.

© All active employees
© All employees (including inactive)
© Specific employees
@ Select by criteria
Who is in For each employee -, include if...

this group? Supervisor contains Supervisor One or Delete

Supervisor ~ contains v
Supervisor Three

-

Advanced Custom Selection Help

Action [Save ] [ Cancel ]

Step 5. Click “Save.”
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Finalize Pay Period

Finalizing a pay period will set the period to a “Finalized” status and the data can no longer be changed in the time
cards. However, if necessary, a pay period may be “un-finalized” by your timekeeping provider or by you if
authorized to do so. Additionally, your service provider will have access to view if your pay period is finalized and
ready to initiate payroll processing.

Steps to Finalize a Pay Period:
Step 1. Click on the “Maintenance Menu” to open the list of options. Then select Finalize Pay Period.

Step 2. Under “Finalization Status”, check to verify the correct pay period is displayed if not, you may need to
“Finalize” a previous pay period to continue.

Step 3. Under the Action bar click “Finalize (Current Pay Period).”

Step 4. Click on the Submit button and the pay period is now finalized.

Finalize Pay Period

About Finalization

Finalizing a pay period will ensure your pay period's timekeeping data is in sync with payroll. Additionally, your
Payroll Service Bureau has access to view if your pay period is finalized to initiate payroll processing.:

When a pay period is finalized, the following occurs:

-Time cards are no longer able to be edited for the period.

-A copy of the data for the finalized period is created for payroll purposes.

-Finally, if "Accruals” are being tracked in the timekeeping system (optional), the balances are carried to the next
period.

Note: To make changes for a finalized pay period, the period must first be “un-finalized.” To un-finalize the most
recent finalized pay period, select the un-finalize option below and click “Submit”. Please note you can only un-
finalize the last finalized period. As an additional control, your payroll service provider has the ability to prevent
you from un-finalizing the most recent period. If this feature has been activated, the un-finalize option will not be
available. In this event, please contact your service provider to un-finalize the period.

Finalization Status

The pay period from Tuesday, January 1, 2013 through Tuesday, January 15, 2013 has ended but has not yet
been finalized.

Action

‘© Finalize (current pay period)
|Submit|
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Un-Finalize Pay Period

Step 1. Click on the “Maintenance Menu” to open its list of options. Then select “Finalize Pay Period.”
Step 2. Select “Unfinalize” (should be for the most recent finalized pay period).

Step 3. If the pay period has been “Accepted” no changes can be made. To “Unfinalize” the accepted pay period,
contact your timekeeping service provider.

Step 4. Click “Submit.”

Step 5. The period should now be un-finalized and available to be edited or changed as needed. Note: Only the
prior finalized pay period can be un-finalized.

Finalization Status

The prior pay period (Tuesday, January 1, 2013 through Tuesday, January 15, 2013) has already been finalized,
hut has not yet been accepted for processing. You may unfinalize it if you need to make changes. The current pay
period is almost over and can be finalized early if all information is in the system and if no further punches are
expected from clocks.

Action

© Finalize (current pay period)
'© Unfinalize (prior pay period)
|Submit|
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Manage Clock Prompts

Clock prompts are questions that a time clock or WebClock asks an employee at the punch-IN or punch—OUT
time. These prompts can be set to collect labor or numerical data which can be used for reporting.

There are two types of prompts available, Numeric and Labor Code. Numeric prompts are typically used for

gathering earning amounts such as tips, mileage, piece pay, etc. Labor Code prompts are used to gather data
for reporting on department, location, job code, etc.

Follow the steps below to set up a Numeric and a Labor Code Prompt.
Step 1. From the “Maintenance Menu” select the “Manage Clock Prompts” link.

Note: If you do not see the “Manage Clock Prompts” link, contact your timekeeping provider.

MAIN MENU i Active Prompts

Timekeeping Demo
Add Prompt| |Cancel

M Dashboard
i Time Off Requests (1)
(@ Scheduling

& Empioyee Sewup

Time Cards

(81 Yesterday's Entries

{1 Today's Entries

) Current Pericd - Start 515
Gl Previous Period - End: 914

%) Select Other Periods

# Maintenance Menu

Adjust Accrual
L Balances

-] Emgloyee Groups
£} Finalize Pay Period

Manage Clock Prompis

o
Cuick Add Time Cand
2 Eniries

@

Unmatched Punches

Step 2. Click on the “Add Prompt” button.
Step 3. To set up a numeric prompt select one of the three available prompts: I, J, or K.

Note: For a description of the available prompts, hover your mouse over “Prompt Assignments.” Click the
dropdown to make your selection.

o Prompt Assignment: In this dropdown menu you have a list of available prompts to select from. Once
a specific prompt has been used, it will be removed from the list. For example, if you set up Prompt K it
will be removed from the list.
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Maintenance Menu
Manage Clock Prompts Continued

o Data Selection Mode: You have three options to collect data including “Collect on Clock IN,” “Collect
on Clock OUT,” and “Show online, but do not collect anything.”

o Name of the field: This allows you to name the prompt for use on the time card, and reports.

o How field name is displayed in column headers: Enter the name for what the column header should
be on the time card.

¢ Question to be displayed on clocks: Enter the question to be displayed while an employee is
clocking IN or OUT. In this example “Enter Dept” is used.

o Color restriction: This is used for time cards with a specific color such as red, blue or green.

Note: The time cards can be encoded for specific clock prompting purposes. For example, if we want only
a specific group of employees to be prompted, we can select the blue card option so that only people with
blue cards will be prompted. This setting only affects the prompt on the physical clock terminal. All
employees will be prompted on WebClock because no cards are used.

o Visible/Editable: Select from three options to choose how the punches collected will be editable and
visible on the time card.

e Web Clock 2.0 Display Behavior: Decide if the prompt should prompt you while using the WebClock.

o What type of numbers should we collect from employees?: Select numbers displayed and
collected as “Whole numbers only, no decimals,” or “Decimal point with hundredths (Dollars and
Cents).”

Create new prompt

Prompt Assignment: |Use Prompt: | v
Data Collection Mode: |Collect on Clock OUT v
Name of the field: Tips (Required)

How field name is displayed in column

headers: ips

Question to be displayed on clocks: |[Enter Tips

Color restriction: | No restriction v
Visible/Editable: |Visible, Editable v/
WebClock 2.0 Display Behavior: | Show prompt on Web Clock v

What type of numbers should we collect

Decimal point with hundredths (Dollars and Cents) v
from employees?

|Save| [Close|

Step 4. Click “Save” when done.
Step 5. To set up a labor prompt select one of the three available prompts X, Y, or Z.

e Prompt Assignment: This dropdown menu provides a list of available prompts to select from. Once a
specific prompt has been used, it will be removed from the list. For example, if you set up Prompt K, it
will be removed from the list.
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Maintenance Menu
Manage Clock Prompts Continued

o Data Collection Mode: Choose from three options to collect data including “Collect on Clock IN,”
“Collect on Clock OUT” and “Show online, but do not collect anything.”

¢ Name of the field: Name the prompt for use on the time card, and reports.

¢ How field name is displayed in column headers: Enter the name for what the column header should
be on the time card.

¢ Question to be displayed on clocks: Enter a question to be displayed while an employee is clocking
IN or OUT. In this example “Enter Tips” is used.

o Visible/Editable: Here you have three options to choose how the punches collected will be editable
and visible on the time card.

o WebClock 2.0 Display Behavior: Decide if the prompt should or should not prompt you, or display as
a dropdown selection while using the WebClock.

¢ What should happen if the employee doesn’t enter anything for the clock prompt: You have two
options to select from. “Allow it” or “Don’t allow it, force them to enter something.”

Note: Additional options such as the employee’s home department, location, or supervisor are available for
selection through scripting. Contact your timekeeping provider to discuss this option as fees may apply.

o Length of Entry: This determines the amount of characters which can be used to name the prompt.
e Prompt List: A list of entries can be entered which will restrict the employee from entering something
other than what is on the list, or give them a selection to choose from if dropdown was selected in

“WebClock 2.0 Display Behavior.”

Note: Leave this field blank to have employees key in an entry. You can have up to 32,000 characters in
this field.

o Type of Entry: This gives you two options to select whether the prompt list entries are “Numeric” or
“Alphanumeric.”

Create new prompt

Prompt Assignment:
Data Collection Mode:
Name of the field:

How field name is displayed in column
headers:

Question to be displayed on clocks:
Color restriction:

Visible/Editable:

WebClock 2.0 Display Behavior:

What should happen if the employee
doesn't enter anything for the clock
prompt?

Length of Entry:

Prompt List:

Type of Entry.

Save| [Close

Accounting, Customer Service, IT, Tech

Use Prompt: X
Collect on Clock IN

A4
L'

Department (Required)

Dept

Enter Dept

No restriction

isible, Editable W

Display prompt on Web Clock as drop-down selection »
Don't allow it, force them to enter something

Minimuwm: 0 Maximum: 30

(50 Fac)

P . 1 .
4 A-106, A

A—-LU3

(82 characters)
s [t can be a mammum of 3200 1otal charachens
This et L i 3200 1otal ck |

Alphanumeric w




Maintenance Menu
Manage Clock Prompts Continued

Step 6. Click “Save” when done. You should now see both prompts listed on the “Manage Clock Prompts”

page.
Online Timekewping - M Active Prompls
MAIN MENU Field Name: Tips
. Column Header Text: Tips
Terakeeping Dema Clack Display Text: Enter Tips
Numens Prompt | Collect at Clock Ot
. Eniry is not required
# Dashboard Visibibe and Editable on time cards
 Time OF Reguests (2] Decimal numbers [dollars and cents) collected.

- Field Mame: Department
@ scheduling Column Header Text: Degt
) Clock Display Text: Enter Dept
& Employee Setip Collect at Clock In
Ma ber of characters: 30
Time Cards Labor Prompt X En;;rmi:‘":‘e:md' aracters
If enterad, input must be one of:
Accounting, Customer Service, T, Tech Support. 100, 200, 300, 400, 500, A-105, A-106, A-107
Today's Entries Wisible and Editable on time cards
Alphanumeric entry (numbers and letters can be entered)

Add Prompt |Cancel

Yesterday's Entries

Prawious Period - End: 8/14

i
[ ]
i Current Period - Sar: 815
1]
E} Select Other Pernods

# Maintenance Menu

Adjust Accrual
& Balances

£2 Employes Groups

£ Finalize Pay Pericd

£ Manage Clock Prompts
o Duick Add Time Card

Entries

Note: To make changes to a prompt, or to delete a prompt, click on the prompt. You can then make your edits
and save, or delete the prompt.
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Maintenance Menu
Quick Add Time Card Entry

The Quick Add Time Card Entries page allows you to add the same type of entry to multiple employee time
cards at once. This is most commonly used for adding Holiday hours and/or Bonus dollar amounts. You can
select all employees, specific employees, employees from a specific group or by certain criteria. This feature is
a great time saver and allows you to have control over the hours/dollars applied.

Quick Add Batch of Entries To Time Cards

This screen is used for adding the same entry to multiple time cards, such as hours worked, holiday pay, and bonuses.

@ All active employees
specific employees
All active employess in group
Select by criteria

Add entries to which employees?

Add entries for what date?

Add what kind of entry? Regular -
Hours to add

Optional edit comments

Submit
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Maintenance Menu

Unmatched Punches

Unmatched Punches are punches that were received from a clock but cannot be matched to any employee.
These punches typically belong to new hires and their punches will automatically be matched as soon as
their information has been added to the timekeeping system. Otherwise, the punches may have come from
miss keyed data. If this is the case, they can be matched and reprocessed through here.

Unmatched Punches

The following are punches recenved that could not be matched to any employes, I these punches balong 1o new-hires, the punches will sutamatically be matched s s66n 8%
the new-hires have been entered inte the system.,

Select For Deletion Humber In/Out Punch Dite/ Time Sanlarcen
Select All

2576 In /42013 T:56:28 AM Clock 749801470096

Delete S-Ele_:t_er;l
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Reports Menu

Select by Criteria

“Select by criteria” is a search tool which gives the ability to refine your search or create multiple
comparisons when searching for specific employees. This search tool can be found on many of the reports,
as well as options “Adjust Accrual Balances,” “Employee Groups,” “Quick Add Time Card Entries,” and
“Login Maintenance.”

In the example below, the “Select by Criteria” is set to search for any employee who has department 100
set in the “Department” field in their “Employee Setup” profile.

" All active employees
" All employees (including inactive)
' Specific employees

“ Select by criteria ‘
For each employee + _include if _.

Department | |= -||100

To broaden or expand your search, click on the “Advanced” button.

" All active employees
" All employees (including inactive)
' Specific employees
@ Select by criteria
For each employee * _include if__.
Department * = « 100

Advanced ||
Advanced Custom Selection Help

For help in using the “Advanced” search tool, click on “Advanced Custom Selection Help” located directly
below the “Advanced” button.

" All active employees
" All employees (including inactive)
' Specific employees
“' Select by criteria
For each employee ~ include if._.
Deparment v = + 100

| Advanced |
Advanced Custom Selection Help ‘
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Reports Menu

Select by Criteria Continued

Advanced Custom Selection Help

You can combine multiple comparisons with AND and OR. You have a choice of capital AND/OR, and lowercase and/or.
They work exactly the same, except when and/or are both combined. The lowercase ones tell the system which
comparisons to consider together (as illustrated by underlining).

Consider: Location=4 AND Department=1 or Depatment=2 or Department=3

Using a lowercase "or" between the department choices ensures that the department choices are evaluated together as a
group before considering Location=4. Someone must be in Location 4 regardless of their department in order to be included.

Compare to: Location=4 and Depatment=1 OR Department=2 OR Depatment=3

In this example, Location=4 and Department=1 are considered together. The comparisons for Depatment=2 and
Department=3 are completely separate. Someone in departments 2 or 3 will be included regardless of their location.

Filters are not case sensitive.

[ Save ] [ Cancel ]
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Reports Menu

Accruals Report

The Accruals Report gives you the ability to view balances of employee accrued earnings such as Paid Time
off (PTO), Sick Time, or Vacation. This report tracks and manages accrual balances of employee(s).

Step 1. To run the “Accruals Report,” select “Reports Menu” from the left pane.
Step 2. Click “Accruals Report.”
Step 3. Decide which employees to include.

Step 4. Select “Balance” or “Accrual Ledger/Detail Report,” which gives a detailed report of balances adjusted,
earned and used.

Step 5. Select “Balance(s) to include.” In the example below there are three options; however, depending on
your accrual policy you may have one or more to select from.

Step 6. Click “Run Report.”

& Maintenance Menu &l Accruals Report

1l Reports Menu
@® All active employees

' Specific employees

' All active employees in group
O Select by criteria

1 .
"l Aceruals Report Employees to include

ul Approvals Report
il Audit Log Report

- f @® Balance
. e of report
sl Detail Report yp P O Accrual Ledger/Detail Report
il
"l Labor Report Show balances as of [10/19/2013 |
ul Punch Notes Report
LIPTO

il Summary Report

_ v ep Balances to include VI Sick
a [ime Off Request [ ] Vacation

Report

ul Work Month Report Run Report

il Work Week Report
o Settings Menu

Step 7. You have three options: “Print,” “Export to CSV,” or to view the report online.
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Reports Menu

Accruals Report - Continued

Example of a “Balance Report.”

# Maintenance Menu @l Available Accrual Balances as of Saturday, October 19, 2013

1l Reports Menu . ,
|Print| |[Export to CSV|

ul Accruals Report All balances are as of the end of the listed reporting date.
il Approvals Report Name Sick

ul Audit Log Report Accruals, Austin 24.00

ul Detail Report Forgetful, Frank 5.00

™ Labor Repor e

"3 Punch Notes Report Restaurant, Roberto  20.00

il Summary Report Simple, Susie 16.00

il Time Off Request Totals 100.00

Report

Example of an “Accrual Ledger/Detail Report:”

Online Timekeeping « 8l Accruals Report as of Wednesday, October 23, 2013

MAIN MENU [Print| [Export to CSV|
All balances are as of the end of the listed reporting date.

Timekeeping Demo

Accruals, Austin Sick
# Dashboard 10/9/2013 24.00
@ Time Off Requests (0) 10/19/2013 24.00
. Forgetful, Frank Sick

@ Scheduling
10/9/2013 8.00
& Employee Setup 10/19/2013 8.00
Time Cards Groups, Gavin Sick
[&] Yesterday's Entries 10/9/2013 20.00
. 10/19/2013 20.00

Today's Entri

() Today's Entries Job Code, Josh Sick
4l Current Period - Start: 10/20 10/9/2013 12.00
f@ Previous Period - End: 10/19 10/19/2013 12.00
O Select Other Periods Restaurant, Roberto Sick
10/9/2013 20.00
# Maintenance Menu 10/19/2013 20.00

1l Reports Menu Simple, Susie Sick
10/9/2013 16.00

10/19/2013 16.00

1l Accruals Report



Reports Menu

Approvals Report

The Approvals Report allows you to quickly view which employee timecards have been approved and by

whom. You are also able to see missing punches and total hours for the pay period. Clicking an employee's
name will act as a quick link to their time card.

Approvals Report

Show Approved GEQ
12172012 thru 12152012
13 amployeas are active this pay peioed.
13 of them hawve NOT approved feir own time card
11 supervsors are actve this pay period
11 of them hawve NOT approved Eme for 13 employees,
Managament has NOT approved the time cands,

Name Approval (Employee [ Supervisor { Manager) Missing Punches Hours
Training (jod)
ALVARINAS, ANDREA Mol Approved | Nof Approved | Net Approved 1] 0,030
HE HK [ann)
George, Tameshia Mol Approved | Mot Approved [/ Net Approved a 0.00
Music (Bubbles)
Jackson, Michael Mot Approved ! Mol Approved | Apgroved 12 1204
AC ST ()
Jones, Chrstina Mot Approved | Mot Approved [/ Mot Approved Q 0.00
LALW()
Jones, Dorothy Mot Approved | Mot Approved [/ Mot Asproved 1} 0.00

NS NA ()

Note: To have the Approvals feature available, contact your provider. Additional fees may apply.
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Reports Menu

Archived Data Report

The “Archived Data Reports” area provides access to selected reports found in the classic timekeeping
system. The reports display system data collected prior to migrating to the Glue timekeeping system, and are
valuable for reporting purposes.

Step 1. From the home page select the “Reports Menu.”
Step 2. Select the “Archived Data Reports.”

Step 3. Click on any of the reports displayed in the right pane to access the historical data.

1 Reports Menu “f Archive Reporis )
Menu Archived Data Reporis
ol Accruals Reporl

Detail Report

ul Approvals Repod Downdoad Waming You are aboul to view dalta recorded in another system poar to migrating to your curment account
Aclnaty Fies For a complete report, be sure to select a date range that contains data recorded within the previous sysiem
ul Audit Log Report Summary Report | (P07 10 the migration date). Data requested for days after this date must be generated from the current
il Clock Tarminal Notos Time Cards syslem and will appear blank n “Archived Data Reports ©
i Waork Month
o Paily Auto Email Repart
Report Wark Wook
ol Detad Report Report

ol Download Activity Files

Employes Activity
Bosard

il | abor Report
al Log Repor

ol Punch Noles Reporl

ol Summary Report

Time Off Request
Repor

‘Work Month Report

ol Waork Weeak Reaport

ul Archived Data Repons

©* Settings Manu

HELP & SUPPORT

Accountant Resourcas
CRM/KBasa/idea Exchange
Terms of Llse

Hexip
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Reports Menu

Audit Log Report

The Audit Log Report will display any changes made to the employee’s time cards. This report also tracks all
edits, deletions, and approvals made on the time card from an employee, supervisor, manager, or timekeeping
provider.

Step 1. To run the “Audit Log” report, select “Reports Menu” from the left pane.
Step 2. Click “Audit Log Report.”

Step 3. Select a “Pay Period” or enter a specific date range.

Step 4. Decide which employees to include.

Step 5. Click “Submit.”

# Maintenance Menu , Audit Log Report

ill Reports Menu
® 5M16M13 thru 5/31/13 (current)

il Accruals Report 5M1M3 thru 51513 (prior)
a A e Rapart 4116113 thru 473013
WwHAPPIOVAR Repa 4/1/13 thru 4/15/13
ol Audit Log Report Pay Period gﬂfg?ihﬂr:ugﬁ:::;,E
g Daily Auto Email 2MEM3 thru 2/2813
Report 21113 thru 211513
il Detail Report MDrEEzErﬁg:;:SN thru

ul Download Activity Files ® Allactive smployess

Specific employees
All active employees in group
Select by criteria

Employes Activity
Board

ul Labor Report

ul Include which employees?

Submit
il Punch Motes Report —

ul Summary Report

Time Off Request

il
' Report

ul Waork Week Report

= 4 Settings Menu
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Reports Menu

Audit Log Report Continued

Step 6. Select from one of the following three options to “Filter By,” or select all.

o Edit: All edits made on an employee’s time card.

e Delete: Any deletion of information on an employee’s time card.

e Approval: All approvals made by the employee, supervisor or manager. Note: The “Approvals” rule
must be active for the information to be displayed.

Audit Log Report

Filter By Demo
7 Edit 5/13/2013 thru 5/15/2013
¥ Delete
? Approval

Employee Reason Source
Forgetful, Frank Clock GREEN ST (901404484)
Mileage, Millie Clock STATE ST (901317766)

2013-05-13: Punch edited to 8 1. Susan Weight[sweight](192.168.121.116 [UTC

PTO, Paige ok Rotrs 2013-01-14 23:36:58]) new record:
CATEGORY=Sick; time: 8 hours
. ; 1. Susan Weight[sweight](192.168.121.116,[UTC
PTO, Paige 2% (a3 Ppchedied i 8 2013-01-14 23:37:05]) new record:

Sick hours CATEGORY=Sick; time: 8 hours
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Reports Menu

Custom Reports

Custom Reports will help you get the data you need from your timekeeping system. Through the
custom reports section you will be able to choose a date, the employees to include, and select any of
the reports listed in the report section. Since the reports are basically a template of selected settings,
the reports can be run again and again with different dates and employees. Follow the steps below.

Starting from the home page, click “Reports Menu” and select the “Custom Reports” link. Note: If the
“Custom Reports” link is not available, contact your timekeeping provider to request this tool.

Step 1. Select a pay period from the drop down or enter a specific date range.
Step 2. Decide which employees to include in the report.

Step 3. Click on the report name to view the report.

" > INSTRUCTIONS @
A

Select a date for your report:
@ [7/13/14 thru 7/19/14 (finalized) v

) EfF)

All active employees
all employees (including inactive)
Specific employees

@ All employees in group(s)

DPT 300 v
Select by criteria

Click report's title to run a report:

Title Description Owner Created Updated
Email List List of all employee emails. TimekeepingDemo 7/24/2014 772412014
Supervisor List List of Employees and their Supervisor ~ WebinarC 782014 7/8/2014
Commissions Commissions by Departments TimekeepingDemo 7/24/2014 712412014

V5 (0429E)




Reports Menu

Custom Reports - Continued

Step 4. To print the report, click on the printer icon; located at the top right of the screen, or download

the report as a CSV or PDF file.

Custom Reports - Timekeeping Demo - Commissions

Dates: 7/13/2014 - 7/19/2014 Custom_Report_for__7/13/2014_7/19/2014 0 ﬁ
"Drag a column header and drop it here to group by that column
First Name Last Name Category Additional Pay

Austin Accruals Commission $125.00

Frank Forgetful Commission $63.87

Gavin Groups Commission $117.32

Gavin Tugboat Commission $73.50

Josh Job Code Commission $100.92
Paige PTO Commission $75.00
Roberto Restaurant Commission $87.65

Sally Salaried Commission $250.00

Susie Simple Commission $121.50

$1,014.76

M |4 |i| b M Page: |T of 1 E Page size: | 9 || Change Item 1to 9 of 9

y

The report also allows the following functionality:

e Columns may be moved around by clicking on the column header and dragging it to the
desired location.

¢ Columns may be sorted by clicking the column header.
e Columns may be resized by hovering between the columns until the double ended arrow
appears.

e Column headers may be used to group the columns by clicking the header name and dragging
it directly above the header bar.

e Additional options such as filtering may be selected by right clicking on a column header.
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Reports Menu

Custom Reports - Manage Custom Reports

The “Manage Custom Reports” feature gives those with client level logins the ability to write their own custom
reports. As the creator of the report you will have the ability to modify or delete the reports you created.

Permissions can be given to allow supervisor level logins the ability to view specific reports, based on their
permissions.

Step1. To access the “Manage Custom Reports” feature go to the “Reports Menu” and click on the link. (See
illustration 1.1).

Note: If you do not see the “Manage Custom Reports” link, contact your timekeeping provider to request this
tool.

Step 2. Click on “Modify” or “Delete” to make changes to a report. The “View” option will only allow you to view
the report settings when you are not the “Owner” or creator of the report.

Step 3. To create a “Custom Report” click on the “Add New Report” button.

Online Timekeeping 4 ] Custom Reports Manager

MAIN MENU

Timekeaping Deme
Ny [] Manage Cunbom Reports

M Dashboard ." 3 INSTRUCTIONS

B Tine 08 Requests [0)

@ Schadufing Title Descrption FRTEAT creses
X Employes Setap

Tiod Carde - Emall List List of all employes emails Timekaspir 7242014
| Yeslerday's Entries Suparvisor Lisl Lisl ol Employees and thedr Supervisor  WebinarZ . 7872014
[0 Today's Entrias Commissions Commissions by Depatments Timekeepir TI242014
il Currenl Pedod - Skarl. 7720

i Previous Pesiod - End. 7119

E'l Ralact Othar Parlods

& Muintsnancs Menu
W Reports Meou

e Mobie and Web Chock

ALCEnS
Pay Peiod Semmary

Pay Perad Suh-Tatals

Manage Custom

b

=

b Cuslom Reports
° Repors

b

Tems Card Audit Log

il Accruals Regodt

il Approvals Report
. o . Add M Hepoat
Duaily Aulo Emad N e
ul
Repon

(llustration 1.1)
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Reports Menu

Custom Reports - Manage Custom Reports Continued

Step 4. Enter the “Report Name” and “Report Description” to easily identify the report in the “Custom Reports”
list. (See illustration 1.2).

Step 5. Select which fields from the “Employee Setup” page to include on the report.

Step 6. Choose the data to include from the employee time cards which may include “Clock Prompts” collected
when the employee punches IN/OUT.

Step 7. Organize the selected columns by clicking and dragging the column in the order that works best for
you.

Step 8. Select the Supervisor box to allow supervisors to access and view this report. Supervisors will only be
able to view employees based on the employee visibility permissions they have been given.

Step 9. Click “Save.” You will then be redirected to “Custom Reports” where you will be able to access the
reports created through “Manage Custom Reports.” (See illustration 1.3).

Custom Report Settings 9

| > INSTRUCTIONS |
b

Report Name: [Sample

Report Description: [Sample Report

~ Employee Setup Data Fields (Select fields to display)

O Department O Designation [ E-mail
[] Employee Code [] Export Block W First Name
[] Home 1 [ Home 2 [ Home 3
¥ Last Name [ Last, First [ Location
[ middle Name [ Mobile Enabled 1 Mobile Punch Enabled
[] Options ] Phone [] Record Number
[] separation Date [ start Date Wl Supervisor
[ Title [ Web Clock Enabled
= Time Card Data (Select fields to display) @
Clock Prompts
¥ Hours Category [J Missing Punches
[] Edited Punches Additional Pay W] Dept
W Mileage
~ Column Order (Click and drag columns to change their order)
Last Name First Name Hours Category|AII v|' Additional Pay Mileage Dept Supervisor

Supervisor
Access (By default, all Client (Manager) level and above users can access this report. Check below to allow Supervisor level users to also access this repor

[] supervisor Level Logins can access this report @

@ | Cancel | | Save |
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Reports Menu

Custom Reports - Manage Custom Reports Continued

Note: See the How-To for step by step instructions on how to use the “Custom Reports.”

EET

MAIN MENU

7| [&] custom Reports
Timekeepig Dermo

(75 WETRUGTIONS
f Dashboard b

Select a date for your repodt

i Time OF Requists [{)
st i il & 04 then TG4 (current)

@ Scheduing
4 Ermployee Setup & Al active emphorees

Al emplopees fintluding inactive)

Time Cards .
Speofic BMpACRRS

{8 Yesterday's Eniries Al emplayess o groupls)

Y Today's Entries bt i

i Currest Period - Starr 700 Gl report's Be to nun a repart
A - Trite
M Previeus Perod - End THE
O Salact Othar Per Emad Lzt

# Maintenance — Supervisor List

il Raports Menu Commessions

Desoriptian

Lt of sl emplogee emads
Sample Report
List of Employess and their Supenesor

Commissions by Departments

Crenigr

Timekeepng Deme

TimekeepingDema
Webinar

Tirrsekezping Demn

Created

H2AR04
Tr242014
T4

Ti24014

Updated

TR HA

Tr242014
THIFA0 4
TR4MA

e Mobide and Web Clock

Accoss

k2 Pay Perod Summary

ke Pay Penad Sub- Totals

ke Cisstom Repans

& Marnage Cuslom
Repaoris

ke Tirme Cord S Log

ml Azenuals Repot

(lllustration 1.3)
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Reports Menu

Daily Auto Email Report

With daily auto e-mail subscriptions, a report can be sent regularly to a specified e-mail address. The report
can be run either for an entire company or for a specific department or location using the filtering feature.

Step 1. To receive your “Daily Auto Email Report” you will need to subscribe. You can set up a subscription by
selecting the “Reports” Menu located on the left pane. From this “Reporting” menu, click the “Daily Auto Email
Report” link to complete the subscription (see illustration).

Time Cards Daily Auto Email Report
B Yeslorday's Enfras

MY Todav's Enk Listed balow afé al the padple who are subscribed 1o the Daily Aulo Email Reporl. This repod iS5 a summary of the actnaty that occurmed
T Today's Entros disting the pay period. The repod breaks the actvily down and growps it by Pay Period, Week. and Daily Activity

y  Currend Paned - Start: 11110

&

Populate from existing legin: If you ssect Somaone from ths 1St this repon will sulomatically contain thi emphoyees thisl ang visibhe o it

Bl Provious Ponod - End: 119 g
o s s Employes Group Filter: Lisa the employes groups bo sat fiters or bo add extra filbers for the employees thal a gaen login can soo. The
dect Other Por
SHock (i Eanos visible employees of the given login will take precedence over the employes group filter,
MNote: Clock Fromgd informaton will not be included m the report o the logm Tiekd is e popsated
& Maintenance Menu
sl Reports Menu Sand or View a Report Now
Logm -
il Accrgai Bopor
Retigieni
ol Approvals Roport Emnl
il Audil Log Repod Cuoup Filter -
Dusdy Awilo Ermai Tare

- Sond tow | [ Viow How

ol Dedai Rapon

Wl Downlosd Actrvily Files Daity Email Subscriptions: Emails ksled balow will receiva a daly email with yesierday's punch aciivity and a summary of emgioyes’s
- E mplioyee Activity hoss in the curmend pay Wru:u_:l
" Board Remeesied Send Time 07.00 Sal
ol Labor Repon Bagin Fo Sand

p Actions Login (optional) Reciplent Email Employee Group Filter P Ran For |(Status| Email
al Punch Noles Repo ik S
ol Summarny Raport Eidil

) . Oclober  Movember |, -

il .|..|.,- Ot Resguesi Db Marcus Marisgos I CLR AN Com 02 2013 11, 3043 Actree . | Sond

P Deccinvabo
al ‘Wark Moath Rapon =

Save - x

ol Wark Week Report Emipices Groups

] Settings Menu

From the subscription screen, you may operate in several ways:

Populate from existing login: If you select someone from this list, the report will automatically contain the
employees that are visible to that login.

Employee Group Filter: Use the employee groups to set filters or to add extra filters for the employees that a
given login can see.

Note: The visible employees of the given login will take precedence over the employee group filter.
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Reports Menu

Detail Report

The Detail Report displays time card information in a calendar grid format. It will show detailed information day
by day including in/out times, total hours and information collected through active prompts. There are many
ways to sort and filter, however this report does not display pay for hours worked or lunch minutes.

|=:‘u7| employees Find Demo Helle Deme

# Maintenance Menu Payroll Detail

il Reports Menu

b Accruals Report Blank, Barry Wed 1/18 Thu 1717 Fri 1./1% gat 1/1%
]
sl Approvals Report o 1/2 " Tue 1/22 Wad 1 Th f Fei 1/2 " 6
ul Audit Log Report
09 REpo Sun 1/2 Mon 172 Tus 1/2% Wed 1/3 Thu 1/3
" Daily Auto Email
’ Report Thu 1717 Fri 1./1% gat 1/1%
Forgetful, Fr - p— — - - "
. Sun 1/20 Mon 1521 Tus 1722 Thu 1,24 Fri 1725 Bat 1/2&
ul Detail Report . Toda-a26p | 637a-354p | T03a-T04a | T0la-342p | 6hba-T06a
) : 7-521p | Regular T04a-35Tp | Ragular T06a-344p
ul Download Activity Files o reen Htrest Ragular s 9.8 | megular WRE 8,69 | Regulas
e e HES .35 HES 8.89 HRS B8O
l Labor Report Regular 43.83 Sun 1/27 Men 1028 Tus 1/29 wWad 1730 Thu 131
i Overtime 5.0%5 EhHa-d40p GABa- =
il Punch Motes Report TOTAL HRS 53,88 “:gu]"
WRSE 4,83
il Summary Report
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Reports Menu

Download Activity Files

The “Download Activity Files” report is used to create and export timekeeping data out of the timekeeping system to
upload into your payroll software. This should remove the need for manual data entry.

To access the “Download Activity Files”, select the “Reports Menu” found under the “Main Menu.” Next, follow steps
1 thru 7 to create the file you can upload into your payroll software.

Step 1. Select the “Pay Period”.
Step 2. Select “All Employees” or use the filter options to select specific employees.
Step 3. The “Additional Filtering” drop down field displays only if “Clock Prompts” are active in the system.

Step 4. To create the file, click the “Download” radio button. To view the file in a browser, click the “Show in
Browser” radio button.

Step 5. Enter the custom file format code. If you don’t know the format code, contact your service provider.

Step 6. Click the “Submit” button.

# Maintenance Menu Download Activity Files

11l Reports Menu

& 111013 thru 11/16/13 (current)
il Accruals Report 11313 thru 11/9M13 (prior)
1072713 thru 11/2/13
10/20M13 thru 10/26/M13

il Approvals Report

il Audit Log Report Pay Period [.!) :g;‘éi!;:imﬂrﬂ:u1 ;?;;?11;3
an Dally Auto Email 0/29/13 thru 10/5/13
Report 8/22/13 thru 9/28/13 (finalized, processed)
ul_Detail Report More pay periods...
Enter range: thru

1l Download Activity Files & Al acti I
active employees

' Employee Activity All employees (including inactive)
Board Employees to include Specific employees

I Labor Report All employees in group(s)

Select by criteria
I Punch Notes Report

* Additional Filtering

I Summary Report

o 0 A s

. “ Download
Time Off Request What to do with file _
il
' Report Show in browser
il Work Month Report File format name
il Work Week Report Click to proceed Submit

o Settings Menu

HELP & SUPPORT
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Reports Menu

Download Activity Files- Continued

Step 7. Once you click submit you will be directed to open, or save. To view the file, select “Open With”, and
choose a format to view the file in. To save the file, select the “Save” option and save the file to your desktop,
timekeeping folder, or someplace you can easily find when you are ready to upload the file to your payroll software.

Dpening payroll.ixt Iﬁ

You have chosen to open:

|| payrollixt
which is & Text Document (560 bytes)

from: hitps://www.payrollservers.us

What should Firefox do with this file?

(7) Dpenwith | Motepad (default) -
m i@ Save File

Do this automatically for files like this from now on.

| ok || Concel |
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Reports Menu

Employee Activity Board Report

The “Employee Activity Board” report is best used for an employer or supervisor to view the In/Out status of
employees, at a glance, as well as their current job code, department, location, etc., collected by a prompt.

Step 1. To run the “Employee Activity Board” report, select “Reports Menu” from the left pane.
Step 2. Click “Employee Activity Board.”

Step 3. Select a “Labor Code to Include.” Labor codes will not populate if clock prompts are not active. Skip to
the next step to view an employees’ clock In/Out status.

Step 4. Click “Go” to run the report.

1l Reports Menu t} Employee Activity Board

ul Audit Log Report

il Clock Terminal Notes Shows clock information about employees in near real time.

) ) Department
ol Daily Auto Email @» JobCade
Report

ul Detail Report

L Labor Codes to include
il Download Activity Files

al Employee Activity
Board

ul |Labor Report
ul |Log Report «9
ul Punch Motes Report

ul Summary Report

Time Off Request
Report

ul Work Week Report
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Reports Menu

Employee Activity Board Report- Continued

Notes:

Auto Refresh: The system will auto refresh the timekeeping data every few minutes to keep the report current.
The “Last Update” box will show the last system refresh.

Column Sort: To change the order of any specific column, click the up/down arrows directly below the column
header name.

Employee Activity Board

This page allows you to see in near real time the number of employee's who are clocked in to a selected labor code.

Last Update

Fri May 17 2013 -

11:07:23 AM

Location, # of Employees Employee *StatuE Last clock in o Location,

LocationB 1 Harmless, Haylee in 72013 7:57:00 AM  Location A

LocationC 1 Apple, Austin in 5/17/2013 7:54:00 AM  Location B

Location A 2 Doe, Jane in 5/M17/2013 8:04:00 AM  Location C
Forgetful, Frank  in SM17/2013 8:14:00 AM  Location A
Darts, Darcy out 5/13/2013 12:30:00 PM

Simple, Susie out 5172013 8:01:00 AM
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Reports Menu

Labor Report

The Labor Report is best used for tracking and reporting total labor hours and earnings per job, department,
task, etc. This report is completely customizable, you will select ALL information you want displayed in the
report. Sorting and filtering at the user’s discretion makes this report a valuable addition to the timekeeping
system.

Step 1. Select Reports found on the left pane. This is where the Labor Report can be found.
Once you have selected the Labor Report, there are many configuration options available.

Step 2. Choose a specific date range and select the employees you want included in your report. Click
Continue.

Find emoloyess Find Demo Hello Demc

(& Scheduling .
Labor Report
X Employee Setup
Shows total hours and eamings summarized and subtotaled based on user selected fiekds.

& 1MEM3 thru 1/31M12 (current)
11113 thru 111513 (prior)

Time Cards

1 Yesterday's Eniries

. 12/16/12 theu 12/31/12

T Tod Entn

1) Toey's Entries 1201712 theu 12/15/12 (first finalized)
i Current Period - Start: 116 1111612 thru 11730012

Select Pay Penod 1109742 theu 11115012

r.'*-a Previous Period - End: 11156 1016412 thru 10031712

%) Select Other Periods I'-r‘.a.'»a-1 gaLFai:::s1 e
: Enter range: thru
& Maintsnance Menu * All employees q
11l Reports Menu Select Employees iﬁiﬁ:ﬁ::gz:):l::foupm
ul Accruals Report i bt
ol Ripraia e Continue

il Audit Log Report

Daily Auto Email

]
(1] Report

ol Detail Report
ul Download Activity Files
ul | abor Report ﬁ
ml Punch Mates Repdr

Step 3. You are able to drill down by picking the Value Fields which include Hours, Missing and Edited
Punches, Wages, Numeric Prompts, etc.

Step 4. The Property Fields include Punch Information: Pay Categories, Labor Prompts and Pay Rates.
Additional Employee Information can also be added to the report which is all data collected from the Employee
Setup page.

Step 5. You can then re-arrange the Property Fields by the simple drag-and-drop method.
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Reports Menu

Labor Report - Continued

Step 6. And lastly, you have the option to subtotal and/or determine what field you would like shown per
Property Field. Your selection will turn blue and the Show All button will change to display the number of items

you have selected.

Note: The filter will only display the activity that has been collected for the pay period selected.
Example: The available jobs are 100,200,300 but no employee worked in job 300 during the pay period; the
property field Job would not display 300 as an option to filter by.

Find Demo

Select Employees

Select Amounts
(Value Fialds)

Select Additional Fields
{Property Fields)

Select Breakdown &
Filter Oplions
(Selected Fislds)

Hello Demo | Home | Help | Log Out

e
Specific employess

All employees in group(s)
Select by criteria

4 Hours

4 Tips
Mileage

‘4 Missing Punches
Edited Punches
Wage
Additional Pay

Click the items from each group that you want to see on the report. Each item you select will appear in the
Selected Fields area below. (Click the arrows to expand and collapse the choices for each group. )

v+ Additional Punch Information &

+ Additional Employee Information &

alvays come after the Property Fields,

You can re-arrange these items by clicking on the jtem name and dragging, however the Value Fields must
Choose the appropriate options for each item.

DEFT ®| Job @© Ccategory ®
Subtotal Show (3 items) = tal Show All = Subtotal Show All =
. Show
First Name & |Last Name -
Hours Tips 'ﬂ'-llal'
Subtotal Show All = Subtotal Show All = _
DoubleTime
Run Report
FTO
Sick
Vacation

Note: All the options shown above are specific to the account’s configuration. The reporting options will vary

accordingly.
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Reports Menu

Mobile & Web Access Report

The “Mobile and WebClock Access” report is a user friendly report that will save time in defining
which employees have been given access to use WebClock, Mobile Access, and Mobile Punch.
WebClock allows employees to clock in or out from a web browser. Mobile access allows employees
to access the mobile app. Mobile punch gives supervisors and employee’s access to punch in or out.

To view the report, follow the steps below.

Step 1. Click on the “Report Menu” to open its list of options.
Step 2. Select the “Mobile and WebClock Access” report link.
Step 3. Click on the “Run” button to view the report data.

Step 4. To print the report, click on the printer icon; located at the top right of the screen, or select the
download icon to export the report as a CSV or PDF file.

Online Tirsekesping Mohibke and Web Clock Azceas Repoi
REASH BEHL Chings OpBon | Mohis i Wit OIS AHHEE Masse ﬂ +
2 < i
Tenekeepng Dema Drag & colurm header Bnc drop i hese 1o group by that colma
Firsi Mams Lasi Nama = Mobdio AcConas Maobilo Punch Whols Clooic
M Opsrboan Aaanti - He [ Vi
il Terem OF Roguests |0 Feank orgetul Ha Mo L
@ scrasturg an Greups B Mo Ha
& - Ernployes Setup Josh Job Coade - Ha Yes
FPaige PTG B o i
Time Cards Fsbann Remtarat (™ Mo Yirs
R Yesberdey's Drine: iy e Lo Mo Py
M Today's Emres Suse Sumple Yes Yk Vs
#2  Cinrent Prncd - Start 1730 G fugam M el fes
A Prevous Peood - Ent TS
T Sebect Olinr Perict

ol Frapents Mena

Kichee and Weeh Clock
b Aconss
£ Pay Period Summary

iy bty Ermi
Fogpoi

The report also allows the following functionality:

e Columns can be moved around by clicking on the column header and dragging it to the desired
location.

e Columns can be sorted by clicking the column header.

¢ Columns can be resized by hovering between the columns untinl the double ended arrow
appears.

e Column headers can be used to grop the columns by clickin the header name and dragging it
directly above the header bar.

¢ Additional options such as filtering can be selected by right clicking on a column header.
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Reports Menu

Punch Notes Report

The Punch Notes Report will display the notes added to the employee's time cards. As with the other available

reports, you are able to select the date range and which employee’s notes you would like to view. This report
has been used for annual reviews and any other reason necessary.

Notes Report

Show Punch Notes -- for a pay period or custom date range.

2 1/1/13 thru 1/15/13 (current)
' 12/16/12 thru 12/31/12 (prior)
12/1/12 thru 12/15/12
> 11/16/12 thru 11/30/12
bav Period © 11112 thru 11/15/12
ay Ferio © 10/16/12 thru 10/31/12

2 10/1/12 thru 10/15/12
o 9/16/12 thru 9/30/12
More pay periods...
Enter range: thru

Report Options [ Exclude Comments

@ All employees

Include which employees? - Specific emplo?'ees
© All employees in group(s)
© Select by criteria

Submit]

Punch Notes Report

Employees

Jones, Dorothy (Employee Code: 9583)
2012-12-04  Notes: Dorothy stayed 1/2 hour late to help with project XYZ.
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Reports Menu

Time Card Audit Log Report

The “Time Card Audit Log” report will display an audit trail of all manual changes that have taken
place on the employee time cards (excluding any actual punch activity). The report includes auto
generated hours that have been applied automatically such as holiday or salary hours and also
displays notes that have been made to the time card.

Step 1. To run the “Time Card Audit Log” report, select the “Reports Menu” and click on the “Time
Card Audit Log” report link. (See illustration 1.1).

Step 2. Select a pay period from the drop down menu or enter a specific date range.

Step 3. Decide what options to show on the report. In the illustration below, “Show Home Supervisor”
to include each employee’s home supervisor as entered in their “employee Setup” profile.

Step 4. Choose the employees to include on the report. In the illustration below, an “Employee
Group” set up with employees in department 300 was selected.

Step 5. Click “Run” to view the report.

MAIN MENU

Timekeeping Dema

M Dashboand
izl B Time Card Audit Lag Optiens

W Time Off Reguests (0)
@ < & | Ti04 theu TRGM D (cwrent) l@

Scheduling
2 Employee Selup

Em

Time Cards o HT "
) Yesterday's Errie v Hi
B To o
fis it Perd All active employees
B Prewious Penod - End Al employess (nchuding mactve)
] ecl Other Period Speciic employees

& Al employees i group(s)

DFT 300

v
Select by crtena
Canel Run

# Malntenance Menu

il Reports Menu

(lllustration 1.1)
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Reports Menu

Time Card Audit Log Report- Continued

Step 6. Click on “Change Options” to change the date, employees selected, or fields to show from
“Employee Setup.”

Step 7. Print or download the report as a CSV File or PDF File. (See illustration 1.2).
The report also allows the following functionality:

e Columns can be moved around by clicking on the column header and dragging it to the desired
location.

e Columns can be sorted by clicking the column header.

e Columns can be resized by hovering between the columns until the double ended arrow
appears.

e Column headers can be used to group the columns by clicking the header name and dragging
it directly above the header bar.

e Additional options such as filtering can be selected by right clicking on a column header.

Dates: 77202004 - 7/26/2004 | Chamge Options |~ Time Card Audit Log ﬁ +
Drag a column header and drop it groug by thal column
Employee Employee i ' " Changed Dt Tirme
First Last : isor Date Action Detalls By of Change Li
oy & Wahinar .
= Susie Simple, Haurs: 8; Dept=; Mileage=0; i QF222014
Austin Accruals 07242014 Add | . Cliant
Gavin Groups Catagery: Heliday [Webinarc] 04:24 PM
; = -0 Wabinar
Frank Forgetil  Susle Simple 077242014 Add Hauss: &; Duples Hilnsge=t; Client s
e [Wishinar(]
i . Marcus - Hours. 8, Calegory. Salary, o .ﬁ'm:;. 04mE2014
Sivin Groups Manager D4 Al Dant=0ET 500 Gaeneralied 10-16 AM
danag i S00; Ling
. e . Aulo e
Gavin Groups Monagr 07222014 Add e S Generated  gg ey’
' Line
A At
Gavin Groups ;"f:‘;fl 0722014 Add : 'W’EUE-pFﬂiﬂrﬂ 1y Salany Generatey 0002014
: ! Lina
i -, Marcus - Hours. 8, Calegory. Salary, -, Am:’ 04ME2014,
Sivin Groups e DrR24r14 Al Dient=0ET £00: Gaeneraled 10-16 AM
el o o Lina
i Marcus Haours & Calegory. Salary, 'ﬂ'ulu_ 04mE20n14
Gavin Groups Manager 077252014 Agd Dagi=DFT 500; Generated 10-16 AM
- ! Line
Wabinar
‘ Marcus Haowrs: §; Dept=; Mileage=0; QTiZ22014,
Gavin Groups Manager 0772472014 Add Calegory. Holiday ,C"_Em ~ 0424 BM
[Webanar]
Marcus —
Gavin Groups i;"_l‘::“:r 0772452014 Dl Dhebarbieel Managur u,‘;".ff"_zg;\f 208 72167 2
ronag [MarcusManagn
Josh Job Code  Gavin Graups 0772412014 Add Ll AL g L "G 07222014,
Catagory: Heliday [Webinarc] 04:24 PM
Wabinar
Susle Simple, | Haowrs: §; Dept=; Mileage=0; Q222014
Puigs PTO Gavin Gooups OTR42014 A Calegury. Holiday ,C"EM y 0424 FM
[Wizhimar(l]
Paige PTO ﬁ'ﬁ_‘i‘l’t ?;I:TE::: DTr2N2014 Approval Employee 1005 nﬁf :"EES' 50.73.45.241
Palge PTO Sl ‘::':‘If:': DTRIZ04 Approval Employes 1005 o1zl spraas24
Paige pro  SusleSimple.  4roap01s  Approval Employee ops  OI22013. g 1 a5 24

(lllustration 1.2)

V5 (0429E) 9 5




Reports Menu

Time Card Audit Log Report- Continued

Note: The “Time Card Audit Log” can also be viewed from the employees’ individual time cards by
selecting “Show Time Card Audit Log” from the “Time Card Options” drop down menu. This view will
only display audits related to the selected employee’s time card. (See illustration 1.3).

Time Card - Gavin Tughoat Mr. (7]

Timekeoping Demo
TI202014 theu Ti26/2014
Dept 09T 300

Tughoat, Gavin Mr.

-
o < Previous Pay Pesicd | Mext Pay Pariod » Pay Period Finder

Tin
=h [ L] In Dt DNeenk Clugnry Hours Amsouni Dapt Mitaage
She ]

Show Unroundad Timas
Show Time Card Audk Log
Appiove Time Card Y = e
)| A Vacation B:00

Thu 7i24 Tirmwe Cared Al Log ] 50.00

=

Fii Date range: 7/20/2014 thru 7/26/2014

Sal TI26

" Date/ Time of P
Date  Action Details Cha Changed By 0000
e 022014 A Howrs & Calsgary: Vacatian OFA2074, 0337 PM i':".;.“ai‘;“a'rg'l""" 208 T3 16T 2 i
¥
' Hows: 8 Dupt=, Mileages0, Categary ’ 434 B Wabinar Cleni ADDL PAY
07242014 Add Haliday OTRH2014, D424 PM [Webinar]
$0.00
7252014 Add Mo 8 Catigory: Vacation 077232014, 0332 PM F"H.“Ei":“:rg;“"“ 20872 167 2 5000
Wb
S0.0:0
TOTAL EDITED PUNCHE S 3
Accrual bakances as of Balance including planned time
Treaes  Plannsd Tl Off as of 1362014

(lllustration 1.3)
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Reports Menu

Time-Off Request Report

The “Time off Request Report” displays both approved and rejected time off requests. This report can be
run for a specific date range, as well as specific employees.

Step 1. To run the “Time off Request Report,” select “Reports Menu” from the left pane.
Step 2. Click “Time off Request Report.”
Step 3. Decide which employees to include.

Step 4. Enter the date range, or use the pop up calendar (accessed by clicking in the date form field) to
select the desired start and end dates.

Step 5. Click “Run Report.”

"I Reports Menu @l Time Off Request Report

il Accruals Report _
W Audit Lo Report ® All active employees
' udit Log Repo ) :

Employees to include Specific employees

il Clock Terminal Motes - All active employees in group
. Select by criteria

il Daily Auto Email
Report
) Start Date [11/1/2013
nl Detail Report Show time off requests between
a1l Download Activity Files End Date  [11/30/2013
a1 Employee Activity _ _
Board [Run Report]

1l Labor Repart
il Log Report
il Punch Mates Report

uill Summary Report

ol Time Off Request
Report

il Work Month Report

Step 6. The online view is displayed. To export the report, click on the “Printer Friendly” icon to print and
or save the report.

Time Off Request Report

i '.
# < Printer Friendly

Employee Request Status Comments Category Requested Start Requested End From To Total
Date Date Date Hours
Job Code,  6/27/2013  Approved Employee Comments: Thanksgiving with the in-laws Vacation Monday, Wednesday, - - 24

Josh November 25, MNovember 27,
Request Time Off Approved - Supervisor Comments 2013 2013
ApprovedApproved Hours: - 11/25/2013: 5:00 -
11/26/2013: 8:00 - 11/27/2013: 8:00 -



Reports Menu

Work Month Report

The “Work Month Report” is designed to help clients with the Patient Protection and Affordable Care Act
(PPACA) by providing total hours for each employee based on hours worked or all hours reported on the time
card, with the exception of unpaid hours. The hours are broken out by full-time (FT), full-time equivalent (FTE),
and non-full-time (NONFT) employees for a month’s time period.

Step 1. Select the “Reports Menu” from the left pane.

Step 2. Click “Work Month Report” found at the bottom.

Step 3. Choose the number of months you would like to include in the report, or

Step 4. Select the specific month/months.

Step 5. Enter the number of hours that are considered to be a full-time work month (commonly 130 hours).
Step 6. Determine which employees to include, for example, employees in a specific group.

Step 7. Choose which pay categories to include.

Step 8. Choose how the report should initially be sorted (The report can also be sorted while displayed).
Step 9. Identify what data to include (Tip: Try all three options to determine your preference).

Step 10. Click “Submit.”

@ Current Period - Start: 11/23
B i Work Month Report (2]
[@ Previous Period - End: 11/22

O  Select Other Periods Shows total hours for each employee, broken down by full-time and non-full-time. To report Salary or
Seasonal Employees you will need to put the keyword "Salary" or "Seasonal” in to the Employee Setup
. Options field
# Maintenance Menu —
_ One Month
a1l Reports Menu O Two Months
® Three Months
Mobile and Web Clock ) Eour Months
) ) Four
Access Report Months O Five Months
. O Six Months
ks Pay Period Summary O 1 Year
kv Pay Period Sub-Totals - Select Months
Hours for determining a Full-Time 130
kv Custom Reports Work Month.
b T ) @® All active employees
Time Card Audit Log O All employees (including inactive)
i Detail Report Include which employees? O Specific emplo_yees
) All employees in group(s)
sil  Labor Report O Select by criteria
sl Punch Notes Report Category Options @® All Categories

O Select Categories

“b Summary Report ® Name (Last First)

O Employee Code

Show Summary

ul  Work Month Report Show Data Show Employee Details
¥

ul  Work Week Report Show Monthly Breakdown

£ settings Menu

Time Off Request Sort By

o Report
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Reports Menu

Work Month Report - Continued

The Work Month Report can be exported to a .csv format.

Work Month Report

Timekeeping Demo
117172014

[Print] [ Export to CSV |

Report Date : 2014-11 to 2014-11
Type Total Employees Total Hours Average Monthly Hours

Full-Time Equivalent Employees

Salary Employees 1 - -
Seasonal Employees 1 - -
Full-Time Employees 1 143.62 143.62

Non-Full-Time Employees 9 614.40 68.27
5
7

Total Full-Time and Equivalent Employees
*The hours in this report exclude any hours listed in the "Unpaid” column on timecards.

# Name Start Date  End Date Employee Home Home Home Days Total Average Employee 21M4-11
Type Department Location Supervisor Worked Hours Monthly Type
. Hours, (Calculated),

- - - Y Y
- L b4 L4 L4

L L3

Y -
s L4 -

1 Accruals,  2003-10-01 Hourly Full  DPT 300 Maple Susie 18 14362 143.62 Full-Time 143.62
Austin Time Bivd Simple,
Gavin
Groups
2 Bulletin, 2014-10-20 Seasonal  DPT 100 Corporate  Susie il 64.37 64.37 Seasonal 64.37
Bethany Simple
3 Forgetful,  2011-10-01 Hourly DPT 300 Main Susie 16 8317 83.17 Mon-Full-Time 83.17
Frank Street Simple
4 Groups, 2010-06-23 Hourly Full  DPT 500 Maple Marcus 2 16.00 16.00 Mon-Full-Time 16.00
Gavin Time Bivd Manager
5 JobCode, 2012-10-01 Hourly DPT 200 Main Gavin 14 67.33 67.33 MNon-Full-Time 67.33
Josh Street Groups
6 Mileage, 2007-03-05 Hourly Full  DPT 300 Corporate  Susie 17 77.55 77.55 Mon-Full-Time 77.55
Marcus Time
7 Overtime,  2007-03-05 Hourly DPT 100 Main Gavin 14 75.97 7597 MNon-Full-Time 75.97
Oscar Street Groups
8 PTO, Paige 2012-10-01 Hourly DPT 300 Corporate  Susie 12 74.02 74.02 Mon-Full-Time 74.02
Simple

Note: The ACA requirement states that if the combined total of Full-Time Employees and Full-Time Equivalent
Employees are 50 or more, health insurance is required for all Full-Time Employees.
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Reports Menu
Work Week Report

The “Work Week Report” is designed to help clients with the Patient Protection and Affordable Care Act
(PPACA) by providing total hours for each employee based on hours worked or all hours reported on the time
card, with the exception of unpaid hours. The hours are broken out by full-time (FT), full-time equivalent (FTE),
and non-full-time (NONFT) employees for a month’s time period.

Step 1. Select the “Reports Menu” from the left pane.

Step 2. Click “Work Week Report” found at the bottom.

Step 3. Enter the Beginning Date to determine where the report should start.

Step 4. Specify the number of weeks the report should include.

Step 5. Enter the number of hours that are considered as a full-time work week.

Step 6. Determine which employees to include, as an example, employees in a specific group.
Step 7. Choose how the report should be sorted.

Step 8. Identify what data to include.

Step 9. Click “Submit.”

& Maintenance Menu Y Work Week Report O

1l Reports Menu
= Shows total hours for each employee, broken down by full-time and non-full-time. To report

Mobile and Web Clock Salary or Seasonal Employees you will need to put the keyword "Salary” or "Seasonal” in to

b Access the Employee Setup Options field
b Pay Period Summary Ending Date of Report

Count of Weeks to Report [4 ]
ks Pay Period Sub-Totals = :

Hours for determining a Full-Time

Work Week.
ks Custom Reports ]

® All active employees
b Time Card Audit Log -f:} All employees (including inactive)
_ Include which employees? -C:} Specific employees

ul Detail Report O All employees in group(s)

sl Labor Report () Select by criteria

® All Categories

sl Punch Notes Report Category Options O Select Categories
ul  Summary Report S ® Name (Last First)
0 Y ~ \
.1 Time Off Request ~) Employee Code
Report Show Summary
wl  Work Month Report Show Data Show Employee Details

Show Weekly Breakdown

ul Work Week Report
£ Settings Menu
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Reports Menu

Work Week Report Continued

This report may be printed or exported to a .csv format.

Work Week Repon

Timekesping Demo
142014 thru 12472014
P‘nNSLu'rmar'r_ Port Employass | | Export o G5V

Erper Date : J014-11-0d Eo A014-11-1
Type Total Employees Total Mo Average Weekly Hourt
" Full-Time Emgloyass 3 360,88 ' 4010
Non-Full-Tame Employess -] 454 95 18 98
Total Full-Tema Employess 3

“Tha hnars in this report axclude any hours kgted in the "Linpaid” column on limacards )
Rrpart Dabe @ ST14-11-04 be MO14-11-24

= AiibgE o A
& Maithe S it Ln';:h:'ree Hame Heme Home ) Dyt it ._.\‘."EE '-"!'-:"F.r*—'ﬂ Type JE-..Lﬁ L4 thu ':'.-.'.l-.i.'t'Jlihr\.- ll.'i-'mjf'!hlu
YpE Depariment Location Tupervisor  Worked Hr i (Caloulsted) 102472014 1171772014 117072014
Busie =
1 Aceruale, Ausetan | 20009001 Houdy DPT 00 Maps Bhd 2‘:\'5" 15 12003 4001  Full-Time 4000 40,03 40,00
Gaeups
2 Bullgtin, Bethany Hoarty OET 100 n 8437 2146 MNon-Full-Time 17,02 22,80 24.55
[
3 Foegethdl Frank | 201909000 Hourdy OFT 00 E;:I':;"Bl é:m:' 11 6217 2072 MonFullTime 2098 1838 22,80
P
4 GroupsGaan 2000062 TOUNPRE porong . Mape By MECUS 15 12000 40.00 Full-Time 40,00 40,00 £0.00
Timg Manage
Main Gain E
5 | & Iy 12110 | 1 4633 1544 MonFullTi 4.07 1887 124
&  Job Code. Jos 20121001 Houdy DPT 200 Sl Groups 1 533 tenFull-Time  14.0 a8 340
6  Miesge. Marcus 20070305 Hourly DFTI00 Goporste  Susie 14 £9.10 1970  Non-Full-Time  17.88 16,33 458
7 | Owetime, Oscar | 200703058  Hourty peTiop MET Bimin 1 5267 1766 MonFullTime 1800 18 65 16 30
Sitreal Groups
B PTD, Paige 2012-10-01  Hourdy DPT 300 Cosporate g:’::;' L] 5302 ITET  MHonFullTime 17.00 16.17 19,85
g | Restmtant 201240-00  Hour peTgon  Maw poestit 13 553 1878  MonFull Time 1767 1T 2460
Rabarto = e Streat Groups & Eh b :
I
10 Simgle. Suste  2012-H-01 DRT 5o Main Mayties 1% 12085 4075 Full-Time 40.00 4010 40.75
Slrwel Manags

Note: The ACA requirement states that if the combined total of Full-Time Employees and Full-Time Equivalent
Employees are 50 or more, health insurance is required for all Full-Time Employees.
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Settings

Employee Bulletin

The “Employee Bulletins” feature allows you and your supervisors to add an “announcement” that will appear
on the dashboard of the “Employee Self Service” portal. The announcement can be applied to all employees
for general information or to specific employees depending on the message you are relaying.

Step 1. Select the “Settings Menu” from the left pane.

Step 2. Select “Employee Bulletins.”

Step 3. Click the “Add New” button.

Step 4. Name the bulletin. Example: ‘Annual Review’

Step 5. Select the start date of when you would like the announcement posted.

Note: If no end date is selected, the announcement will stay active until it is deleted or an end date has been
added

Step 7. Select the end date of when the announcement should be removed.

Note: If no end date is selected, the announcement will stay active until it is deleted or an end date has been
added.

Step 8. Choose the employees that the announcement should be visible to.
Step 9. Key or copy/paste the announcement into the box provided.
Note: The announcement will appear exactly as you have entered it.

Step 10. Click “Save” once complete.

[Fird argio e Fend Demo Hallo Dama | Home | Help | Log Cul

o < e e

RN MENU Thia acrean iy ussd b crasie annconcamanis that wil sppesr on the dashbaand whan an ampioyes iogs in to ESS
i tre start date s not supplied then the anncuncement will star to appear immediately after i s saved

Dama I i and date is ot supclied fhen e annourcemen] will appear freves wntl i s delsted

A Homo - Dashboars Buletn Mame
Annual Revies

i Time OF Regquests |0
Stort Date

=

(@ Schecuing T

A Emgloyss Sefup
Erd Diatn

Time Cards T2

BB Yisleday's Enrien ErplyBais)

Al active employees

17 Tosays Entres * Spacitc smplogees

B Cument Pariod - Saart 77 from within Acthe Empioyees | = Check All | Unchock, a1
B Provisus Parad - End 632 # Blank, Bamy Location, Lecn FTO, Paige Shit Samas|
i VD L - & -
T Select Otrer Pa Forgetfhd, Frank tdiwage, Mile Restaurant, Robaco Simple, Susis
Lo R Paricds
Job Cods, Jogh Proenpis, Paul Reounded Ricky
& Walnbenance Manu ATV ST I 00
Sect oy crmania
il Repoais Meni
Arnguricement
O Semings Menua Yaur anrual review bn acheduled for Jaly
at 1d:C0a,
& Emplayee Bisleting
B Logn Marbenarcs
& Processing Rulss
£ Usdass Parsanal Infs Save Rafurn i list of smployes announcemants
& verily Trarame



Settings

Add a Supervisor Login

To give access to a set of administrative capabilities for a particular login account, create supervisor logins. The
administrative account settings are accessible via a login and password that you create. Permissions and
restrictions can be assigned upon login.

Step 1. From the “Maintenance Menu” on the left pane, select the "Login Maintenance" link. (See illustration 1.1).
Selecting the "Login Maintenance" link will display your current login accounts. Note: You can change or delete any
of the login accounts by selecting the login name and using the options provided.

Step 2. Click the "Add New Login" link which is found at the top of the page. (See illustration 1.1).

Online Timekeaping -4 3 Login Maintenance

MAIN MENU + M New Lasgin
Timakeaping Demo
M Dashboard R il AcuniTime. | Mame Emai Phene Heatrictine
L crabdan Superisos & . ; .
& Time O Roequests (0) Timkeegpng Deme  Marcushianager & Manisges, Marcus marcusEmanager com Filtizred
Sen Timkecp SupenISon
@ schaduing Timekesping Demo Li.u;imi.l-:;rw P é $ Simple, Suss suparvisoniiitenekespaig com Filtered
X  Emploves Selup i .
lmeeeegung Demo - TimekeapingDemo  Chend Darne, Timekeeping  demog@hmeakesping com 555-555-5555  Mono

Time Cards

81 Yesterday's Entries

ff1 Today's Enlries

)  Cument Persod - Starl. 7/20
Priviaus Penod - End: T8

Select Olhar Poriods

Maintenance Menu

Adjust Acceal
Balancas

Emgioyes Groups

Finalite Pay Pariod

Biomatnes Maiananoe,

Login Maintanancs

g ook B | @

Managae Clock Prompls

o Quick Add Time Cand
Enbrigs

@ Unmaichad Funches

(llustration 1.1)

Step 3. This screen allows you to add a new supervisor level login/password combination to the system. Complete
the “New Login”, “New Password”, “Confirm New Password”, “First” and “Last” name fields. The supervisor will be

prompted to complete the remaining fields during their first login. (See illustration 1.2).
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Settings

Add a Supervisor Login Continued

Add New Login

This screen lets you add a new login/password combination to the system. This is only for
adding employer or supervisor access, not for employees to clock in or out with the web
clock.

The new password must be at least eight characters long AND have two different
classes of characters (e.g., uppercase, lowercase, symbols, or numbers).

@ Supervisor Login Limited access to a single client account, such as view-only, or
for Webinar Client access to a partial list of employees.

User Information:

New Login:

New Password:

Confirm New
Password:

First Name:
Last Name:
Phone:

E-mail Address:

Confirm E-mail:

Save

(lllustration 1.2)

Step 4. After you have saved the login and password, you are able to set permissions/restrictions. The restrictions
section is based on the “Supervisor Account Employee Visibility.” Select which employees the supervisor will be
able to view. If using “Time Card Approvals,” select which employee time cards the supervisor can approve. (See
illustration 1.3).

Step 5. Once complete, Click “Update Employee Visibility Settings.”

Step 6. Next, determine which permissions the supervisor will have access to from the list of options in the
“Supervisor Account Permissions.”

Note: If this client was previously active on the TimeWorks system, enter “Archived Data Reports” in the “Enter
Named Permissions” field. This provides the supervisor with access to view history from the TimeWorks system
through select reports.

Step 7. Once complete, click Update Permissions.
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Settings

Add a Supervisor Login Continued

SUPERVISOR ACCOUNT EMPLOYEE VISIBILITY

Which employees is this supervisor allowed to see?
If you select by group or criteria, the specific employees that can be seen will automatically follow changes that are made ta
employee setup.

D All active employees

@ Allemployees (including inactive)
D Specific employees

@ All employees in group(s)

DPET 200 -

) Select by criteria

Will this supervisor login need to view employee time cards when they work in their group, but are not directly reporting to this
Supervisor?
A common example is an employee covering a shift at an alternate location than their usual assigned "Home" location.

Alternate employees visible to this login

This login can view employee time cards if .
Dept - = - Department 300

Advanced Custom Selection Help

Of the employees this supervisor can see, for which employees is this supervisor allowed to approve time cards? Choose All
Employees if the time cards that can be approved are the same as the time cards this supervisor can see.

2 No employees

D All active employees

D All employees (including inactive)
' Specific employees

@ All employees in group(s)

DPT 200 -

0 Select by criteria

l Update Employee Visibility Seﬂings@

SUPERVISOR ACCOUNT PERMISSIONS @

Select features that this supervisor is allowed to acess. For special permissions, enter the name of the permission or
permissions separated by a comma in the box below.

Enter Named Permissions: Archived Data Reporis
[Tl Can See Wages

Can Edit Punches

Can Access Employee Setup

Can Edit'Delete Unmatched Punches

[ Update Permissions@

(Illustration 1.3)
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Settings

Processing Rules

“Processing Rules” found in the “Settings Menu” will list all of your active company-wide rules. For questions
concerning this list, please contact your timekeeping service provider.

Note: The image below is of a demo account; your list will differ depending on your specific settings.

Online Timekeeping -«
Active Rulas for Damao

MAIN MENU
Deeres Rule Mame Description Activation
Status
M Home - Dashboard AccrualFactor Adds an Accrual Factor fisld to Employes Setup, accessible as "empioyes accrualfactor in scripts SUCCESS
B Time 04 Reguests (0) AccruaDownSonpt  Enables deductons of tracked Sick, Vacation, PTO. and similar balances when entered on time card. SUCCESS
@ Scheduling AccrusllpSorpt Enables earming of Sick, Vacation, PTC, and similar balances in progortion 1o tanure. SUCCESS
'3
L FEmployes Senh # Autolunch Automalically deducts a break from an emplayes's time card any time they are clocked in fiar mare than a SUCCESS
P A cerian numbaer of hours. This rule adds Aule Lunch Hours and Auto Lunch Minutos to each employes in
Emgloyes Setup. Autd breaks can be cverridden in the punch editor.
Time Cards
ClackPrampts Allows data itemna lo be collecied ol clock in and out SUCCESS
%) Vesterda ¥5 Entraes
Demolata Pasitions dumny data inta a recent date range in support of the onling dema. SUCCESS
1 Teday's Entries S i 3
o ESZRule Allows you 1o sal employes restrclions with EZS SUCCESS
& Curent Pencd - Start 3116 = - " o n
0OT40 STAMDARD OVERTIME RULE, OVERTIME AFTER 40 HOURS PER WEEK SUCCESS
_*ﬂ'] Previcus Period - End: 318 . . ) -
CutPunchCompletion  Allows employess 1o punch in while already punched in, in order to change labor alocation. Avlomatizaly fills SUCCESS
El Salest CHher Pariods in the OUT punch wharever thers ane two or mone consacutve IN punches in a row.
PayHates Enables pay rata tracking. Adds ‘wage columng to Bme cards. Adds PayRate fiald(s) to Employes Setup SUCCESS
# Maintenance Menu FayRareSerigt A seripling rule. The serigt is run ones ger tee casd ing Suring the SatPayRals phass Any dafaull pay rate  SUCCESS
i will already have baen ast This rule can bs used to changa it Pey rets is aet by changing the PAYRATE
wil Reports Menu fiable
o4 Scttings Menu FunchCalegaries Adds additional pay calegories o the Time Card screen (when in edil mode). By defaull, ihe edil screen SUCCESS
includes RegularOT, Sick, Vecation, Holiday, Parsonal, Misc, Banus, and Commission
£ Login Maimenance ) B
RepartingDateScript  This rule allows the scripting to manipulate the rapodting date of punches via Yesterday and Tomomow SUCCESS
'ﬂ‘ Frocessing Rukes commands.
9
£ Update Personal Info ReundTeSchesuleM  Reunding rule for the acheduling feature. See the parameters for mone infonmation SUCCESS
£ Verity Trenamil Scheduling Enabies the Scheduls In, Schedule Oul and Scheduled Hours colurmng on the time card Note: The clent SUCCESS

Glue states must be Migrated or Hative for this 1o take effect
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Employee Self-Service (ESS) Portal

Employee Self-Service Portal

The “Employee Self Service Portal” provides employees a set of self-management options for their personal
time and attendance activities.

Note: This feature requires a discussion with your timekeeping provider and additional fees may apply.

Each option below is universal and available to all employees when activated; however, the option to edit the
time card can be set specifically for each employee. Each option can be activated and deactivated depending
on your specific requirements.

1. The “Welcome Dashboard” serves two purposes. “Announcements” for the employee, and a quick view
for the current pay period “Statistics.”

2. The “Announcements” are messages from a supervisor or management informing you of upcoming
events, meetings, etc.

3. “Statistics” gives you a quick view of the current pay periods stats such as the number of hours worked,
edits made to the time card, requests for time off, etc.

4. The “Web Clock” allows an employee to clock in or out from within the ESS portal.

5. The “Time Card” is a standard feature that gives the employee the ability to view their time card. An
option is available to allow employees to add notes, edit, or add time punches to their own time card.

6. “Schedule” is a great way for supervisors or managers to inform their employees as to what their
schedule will be for a specific date range.

7. With “Request Time Off’ the employee can manage and send requests for time off to a supervisor,
manager or both.

8. With the “Accruals Report” the employee will be able to enter a date range and view accrual balances
such as vacation, sick, or paid time off (PTO).

9. The “Personal Information” section gives an employee the ability to update their own basic information
such as password, phone number, and email address.

Employee Self Service Portal - Timekeeping Demo

Welcome Dashboard
@ Dashboard

@ Web Clock Susie Simple, welcome to your employee portal.
"""""""""""""""""""" @ Announcements:

@ Time Card 12/9/2014: Your annual review is scheduled for Tuesday December 16th
"""""""""""""""""" at 10:30am.

@ Statistics:

o Total hours worked this pay period: 0:00

o Total missing punches: 0

Accruals Report o Edits made to your time card this period: 0
---------------------------------- o Pending Time Off Requests: 0

o Total time card notes for this period: 0

@ Personal Information




Employee Self-Service (ESS) Portal

Employee Self-Service Schedule

The “Employee Self Service” (ESS) portal is a great way for your employees to have access to their schedule,
making it easy for them to know when they are expected to be at work. Both the employer and supervisor can
set up, and maintain, the employee schedules.

Employee Self Service Portal - Timekeeping Demo

View your assigned schedule below.

Dashboard
_________________________________ View a pay period by date: 12/10/2014 -GO
Web Clock
"""""""""""""""""" < Previous Pay Period | Next Pay Period >
Time Card
Schedule Sun 12/7/2014 ‘ Mon 12/8/2014 ‘ Tue 12/9/2014 Wed 12/10/2014 Thu 12/11/2014

IN IN  9:00 AM IN  1:00 PM IN  10:00 AM IN
--------------------------------- ouT OUT 4:00 PM OUT 6:00 PM OUT 500 PM out

""""""""""""""""""""" Fri 12/12/2014 ‘ Sat 12/13/2014 ‘

--------------------------------- IN  9:00AM IN  8:00AM
OUT 5:00PM OUT 430PM |

ATimekeeping

V5 (0429E)




Employee Self-Service (ESS) Portal

Time-Off Request Employee Steps

From the ESS Portal, click on “Request Time Off,” and follow the steps on the page to submit a time off request. Click
on the “Instructions” arrow (>) for a general overview of the “Time off Request” process. Click on the “Calendar” arrow
(>) to view approved time off for the entire month. If an employee needs access to the ESS Portal, see the ESS How
To article.

Step 1. Login to the ESS Portal and click “Time off Requests.”

Step 2. Click the “Add New Time off Request” (>) to view options.

Employes Self Service Portal - TimeKeeping Demo

o B
Dashibxoand [ * INSTRUCTIONS ,J
‘Web Clock r

| » GALENDAR |

e i
Time Card

»  Add New Time OR Hoquest

Time Off Requeasts

Accruats Report r' %
Il » Pemding (1)

Rarsonsl Inormiation. |
|| » Approved (1)

» Conditionally Approved (0)

» Rejected (3)

Log Cul

Step 3. Click the blue “Department Time Off List” button to see if other employees in the department have time off
already approved (see screen view below).

Step 4. Select the “Category” that best represents the request such as vacation or sick time.
Step 5. Select single day, multiple days or a partial day.
Step 6. Enter a “Description” for the requested time Off. This field is required.

Step 7. This section displays the name of the supervisor that the email notification will go to by default when you
submit your request. There is an option to send your “Time off Request” to another manager as well.

Step 8. Review the form, and click “Save Request” to submit your request.
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Employee Self-Service (ESS) Portal

Time-Off Request Employee Steps - Continued

ﬁ

Tvoe Accrual balances as Planned Balance including planned

- of 1212112013  Time Off time as of 12/21/2013

SICK 8 hours 0 hours 8 hours
VACATION 48 hours 0 hours 48 hours

MNote: The balance including planned time does not account for future time accrued.

Category PTO -

@ Single Day

Date

Hours

Multiple Days

Partial Day - Times

Description

(6]

The following people will receive a notification of this time off request

s Susie Simple
+ Gavin Groups

(Optional) Send an email notification to the following managers
Timekeeping Demo

8}

V5 (0429E)




Employee Self-Service (ESS) Portal

Time-Off Request Employee Steps Continued

Once a “Time off Request” is made the request will move to the “Pending” section. From there, the request will either
move to the “Approved,” “Conditionally Approved,” or “Rejected” section depending on the supervisor or manager’s
decision. The employee will be notified of the decision via email.

” o« " o«

Details of a request can be viewed from the “Pending,” “Approved,” “Conditionally Approved,” and “Rejected” sections.
For example click on “Approved” to see the list of “Approved” requests (as seen below). Click the (>) on a specific
“Approved” request to view details.

Employee Self Service Portal - Timekeeping Demo

» INSTRUCTIONS

» Add New Time Off Request

( » CALENDAR
s

» Pending (0)

SN D

v Approved (2)

( > 12/12/2013 PTO, Paige Thursday, December 26, 2013 - Friday, January 3, 2014 APPROVED )
( ~ 12/16/2013 PTO, Paige Friday, December 20, 2013 APPROVED )
e ~

On 12/16/2013 you requested the following days off using PTO time: Friday, December 20, 2013

This equates to:
Friday 4
Total 4

Employee Comments: Family party.
Supervisor Comments: Approved by Timekeeping Demo and no comments provided.

\\ vy

| » Conditionally Approved (0)

» Rejected (3)

\PANPAN

S
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Employee Self-Service (ESS) Portal

Time-Off Request Employee Steps - Continued

If a supervisor or management changes the “Category” or number of “Hours,” then the “Time off Request” will be

moved to “Conditionally Approved” (see example below). From there the employee has the option to add a note or
to “Approve” or “Reject” the change.

Note: The change will display in bold blue, just as an edit or addition displays in bold blue on the time card.

=

~
» Conditionally Approved (1)

-

(v 12/16/2013  Simple, Susie Tuesday, December 24, 2013 CONDITIONALLY APPROVED * &)
4

Original Request

On December 16, 2013, you submitted the following time off request:

Date Category Hours
Dec 24, 2013 PTO 3

Total 8

Proposed Request

Your Supervisor has changed your time off request to the following:

Date Category Hours
Dec 24, 2013 Sick )

Total 8

Employee Comments: Vacation
Supervisor Comments: Hours used should be Sick pay.
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TimeWorks Mobile

TimeWorks Mobile For the Employee

The TimeWorks Mobile app allows employees to track their hour’s on-the-go, punch IN\OUT, view
available time off hours, and more. The mobile app is available on either the iTunes™ App Store (I0S
devices) or GooglePlayT™ App Store (Android devices). The app can be downloaded for free.

Follow the steps below to access and use the mobile app.

Step 1. Download TimeWorks Mobile app from iTunes, for the iPhone and iPad, or from the Google
Play Store for Android phones and tablets. Look for the TimeWorks Mobile app icon below.

TW

Mohile

Step 2. On your mobile device open the “TimeWorks Mobile” app and enter your user name and
password (Fig 1.1). If this is the first time you are logging in, you will be prompted to change your
password. Enter the password, which you should have received from your supervisor/employer, and
create the new password (Fig 1.2).

Note: If the supervisor login and the employee login are the same, the supervisor will be directed to
the supervisor portal and cannot access the employee portal. A separate user ID and password
(different from what is setup in Login Maintenance) will need to be setup in the supervisor’s
“Employee Setup” profile.

seccc Marfzon LTE B:14 AN T - Back TimeWorks Mobile
TimeWorks Mobile Change Password
You are required to change your
Ploase Log in password.
i Instructions: Passwords must be at
Usarname

least eight characters and contain
at least two types of characters
{uppercase, lowercase, symbol or
number).

Version 1.6.1

Password

Mew Password

Confirm New Password

Submit
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TimeWorks Mobile

TimeWorks Mobile for the Employee Continued

Step 3. “TimeWorks Mobile” offers several options to the employee. See below for details (Fig. 1.3)

ﬁ’ TimeWorks Mobile TimeWorks Mobile

osstbowd |
Austin Accruals :

End of Pay Period Sat Sep 20 2014

m ClockOut (©)  Submit
Current Hours Worked  26:14
@ Announcements (0} Time Off Balance (Hr) 7189
N

End of Pay Period Sat Sep 20 2014 Request Time O

Current Hours Worked 2812 (£3 My Time Card
Time Off Balance (Hr) 7168 ) My Schedule

My Info

Request Time Off
Figure 1.3 TimeWorks Mobile Main Menu

Figure 1.4 TimeWorks Mobile Main Menu

1. Menu icon, see Fig. 1.3. Tap on the menu icon to access additional features. See Fig. 1.4.

2. Clock IN and OUT by tapping on the “Clock IN/OUT” button, and then tap the “Submit” button. This
option will not display if you do not have permissions to clock IN or OUT on the mobile app.

3. View “Announcements” from your supervisor or manager. Tap the (+) symbol.
4. Displays the last day of the current pay period.
5. Tap the arrow to see an overview of hours e.g. regular or overtime hours.

6. Tap the arrow to see an overview of accrued hours such as Vacation or PTO. NOTE: This feature
will only display if accruals are tracked through your timekeeping account.

8. View your time card for the current pay period one day at a time. Also, If give permissions you may
edit existing punches, approve your time card, and view “Pinpoint GPS” information.

9. View your schedule one day at a time for the current pay period.

10. Tap the arrow to see employee name, department, email, employee number, etc.

Step 4. Tap on the menu icon (see number one of figure 1.3) to access the following features (Fig.
1.5).
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TimeWorks Mobile

TimeWorks Maobile for the Employee Continued

The TimeWorks Mobile app allows employees to track their hour’s on-the-go, punch IN\OUT, view
available time off hours, and more. The mobile app is available on either the iTunes™ App Store (I0S
devices) or GooglePlayT™ App Store (Android devices). The app can be downloaded for free.

Follow the steps below to access and use the mobile app.

Step 1. Download TimeWorks Mobile app from iTunes, for the iPhone and iPad, or from the Google
Play Store for Android phones and tablets. Look for the TimeWorks Mobile app icon below.

TW

Mohbile

Step 2. On your mobile device open the “TimeWorks Mobile” app and enter your user name and
password (Fig 1.1). If this is the first time you are logging in, you will be prompted to change your
password. Enter the password, which you should have received from your supervisor/employer, and
create the new password (Fig 1.2).

Note: If the supervisor login and the employee login are the same, the supervisor will be directed to
the supervisor portal and cannot access the employee portal. A separate user ID and password
(different from what is setup in Login Maintenance) will need to be setup in the supervisor’s
“‘Employee Setup” profile.

wecoo Marizon LTE B4 AM T - Back TimeWorks Mobile

TimeWorks Mobile Change Password

You are required to change your

Instructions: Passwords must be al
least eight characters and contain
at least two types of characters
(uppercase, lowercase, symbol or
number)

Varsion 1.6.1

Lisarnamea

New Password

Confirm Mew Password

Submit

Figure 1.1 TimeWorks Mobile Log in Figure 1.2 TimeWorks Mobile Password
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TimeWorks Mobile

Pinpoint GPS for the Employee

TimeWorks Mobile app Pinpoint GPS captures the location of where an employee is when they clock
IN/OUT. There are two views provided: 1) a map with pinpoints, and 2) the address with nearest
location.

Before using the Pinpoint GPS feature you will need to accept the permissions to allow Pinpoint GPS
to activate the location services on your mobile device.

Step 1. From the dashboard page on your mobile device tap on “My Time Card.”

TimeWorks Mobile

Josh Job Code

Clock Qut (&) Submit

Announcements (D)
R
End of Pay Period Sat Dec 06 2014

Current Hours Worked 00:00

Time Off Balance (Hr) 70

Request Time Off

My Time Card @

My Schedule

Pinpoint GPS only applies to punches made with the TimeWorks Mobile app. On the time card the
red pin icon (looks like an upside down rain drop) indicates the time punch was made from a mobile
device.

If the icon appears with a slash through it this means that Pinpoint GPS was unable to capture the
location data, hence the location data is not available.

Step 2. Tap on the time punch to view the Pinpoint GPS coordinates.

Note: You may also tap on the “Map” button located in the top right corner to access the Pinpoint
GPS map.
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TimeWorks Mobile

Pinpoint GPS for the Employee Continued

Back TimeWorks Mobile L) Map

Prev Pay Period Mext Pay Period [

Man
1211/2014 2:02 AM T18 PM

§ 1s2PM 401 PM

Tue
121272014

Wad
1232014 ) @ 11:10 AM

§ 110aM Clocked In

Thu

u 121472014

Fri

121572014

% Prev Payv Period Mext Pay Pericd | -
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Step 3. To exit the Pinpoint GPS map tap on the (X) button located in the top right corner.

Note: To view more of the map tap on the plus (+) or minus (-) buttons.
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TimeWorks Mobile

TimeWorks Mobile for Management

The “TimeWorks Mobile” app allows client and supervisor level logins to track employee hours,
approve or reject time off requests, clock employees IN/OUT, and view basic employee information
including Pinpoint GPS on both Apple and Android devices. Follow the steps below to access and
use the “TimeWorks Mobile” app.

Before using the mobile app, you will need to contact your timekeeping provider to have any or all of
the following options enabled:

Option one: “Mobile Enabled,” which allows access to the “TimeWorks Mobile” app, and adds a field
to the “Employee Setup” for employee by employee access to the mobile app. (see illustration 1.1).

Option two: “Mobile Punch Enabled,” which allow employees to clock In/Out through the mobile app,
and adds a field to the “Employee Setup” for employee by employee access to mobile punch.

Option three: “Add GPS to Mobile Punch,” which allows access to view the location and
address of where an employee clocked In/Out of.

Note: The mobile app must be enabled in order for employees to clock In/Out.

Online Timekeeping Y Employee Setup e

MAIN MENU Identity
Timekeeping Demo Employee Code 1006
First Nama Susig  Clients can clock in/out any employee
M Dashboard Mi when “Mobile Punch Enabled” set t
iddle Name en “Mobile Punch Enabled” set to
) “Yes,” and can view Pinpoint GPS on
& Time Off Requests (0) Last Name Simpl employee time cards when enabled.
@ Scheduling Designation
L Employee Setup Phone -{ Supervisors can clock infout any employee
E-mall susiegtin  When “Mobile Punch Enabled” set to “Yes,”
& Add Mew Employes @ AND their “Login Maintenance” settings

Start Date 12-10-0 ajlow them to view the employee’s time card.

Time Cards Separation Date Supervisors can also view Pinpoint GPS on

\ . employee time cards when enabled.

# ‘Yesterday's Entries Expaort Block ki

f¥1 Today's Entries Web Clock Enabled

il Gument Period - Start: 11/23 Mobile Punch Enabled  Yes Employees can access the mobile app
Mobile Enabled Yes when “Mobile Enabled” is set to “Yes.”

[@] Previous Period - End: 11/22 - _—7 They can also clock in/out if “Mobile
Add GPS to H!“b““ Yas Punch Enabled” is set to “Yes,” and view

) Select Other Perlods Punch (If Availabla) Pinpoint GPS on their time card when

Options
(Mlustration 1.1)

Log into “TimeWorks Mobile” with a client or supervisor level login. Set up login credentials from the
“Login Maintenance” page. If credentials are already set up go ahead and log in.

Note: The “Refresh” button will update the “TimeWorks Mobile” page with new information. An
example of when you might find this useful is when an employee requests time off.
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TimeWorks Mobile

TimeWorks Mobile for Management Continued

L 38 PM { 91% D+

TimeWorks Mobile

Susie Simple

Currently Clocked In 1

Approved Time Off i
Pending Time Off o
My Employees

Clock Employee(s) InfOut

View/Modify Time Cards

The feature within the “TimeWorks Mobile” Supervisor Portal include:

Currently Clocked In:
¢ View the number of employees currently clocked IN.
e By tapping on the arrow (>) you will see the list of employees currently clocked in. This screen
allows you to view punch IN details such as, what department an employee punched into.

Approved Time Off:
o View the number of employees with approved time off for the current day.
o Move backwards and forwards a day at a time to view other employees with approved time off.
e Expand and view available details for each employee with time off. For full details, log into the
timekeeping system.

Pending Time Off:
o View the number of pending time off requests.
o Expanding to see available details of each request such as total hours accrued, add
comments, and reject or approve request. For full detail, log into the timekeeping system.

My Employees:
o View the list of employees that you supervise.
e See basic details about employees such as start date, department, email address, etc.
e Clock employees IN or OUT.

Clock Employee(s) In/Out:
o View which employees are currently clocked IN.
e Clock one or multiple employees IN or OUT.

View/Modify Time Cards:
e View and approve employee’s time cards.
o Edit existing In/Out time punches on your employee’s time card.
o View where an employee is at the time of their clock In/Out through Pinpoint GPS.
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TimeWorks Mobile

Pinpoint GPS View for the Client and Supervisor

TimeWorks Mobile Pinpoint GPS captures the location of where an employee is when they clock IN/OUT.
There are two views provided: 1) a map with pinpoints, and 2) the address with nearest location.

Before using the Pinpoint GPS feature you will need to accept the permissions to allow Pinpoint GPS to
activate the location services on your mobile device.

Step 1. In the “Employee Setup” field “Add GPS to Mobile Punch (If Available)” will need to be set to “Yes”
this will enable you to view Pinpoint GPS data on mobile punches.

Note: As with any cellular service there may be instances when a mobile user may be without a cellular
data signal and in this instance data would not be available. Also, if the user turns off the “location
services” setting on their iPhone, iPad or Android device the Pinpoint GPS wouldn’t be able to collect their
punch location data.

Employee Setup 0

Identity

Employee Code

First Name Austin
Middle Name

Last Name Accruals

Designation

Phone

E-mail austinaccruals@sampleemail.com
Start Date 2003-10-01

Separation Date

Export Block Not blocked

Web Clock Enabled Yes
Mobile Punch Enabled Yes

Mobile Enabled Yes
Add GPS to Mobile Yes
Punch (If Available)

Options
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TimeWorks Mobile

Pinpoint GPS View for the Client and Supervisor Continued

Step 2. From the dashboard page on your mobile device tap on “View/Modify Time Cards.”

TimeWorks Mobile

Susie Simple

Currently Clocked In 4
Approved Time Off 1]
Pending Time Off 2

My Employees

Clock Employee(s) In/Out L
View/Modify Time Cards @

Step 3. Tap on an employee’s name to view the time card.

") Back TimeWorks Mobile (=) Refresh

My Employees - Pay Period (12/1/2014
- 12M15/2014)

* Prov Pay Pariod Naxt Pay Period '_

Accruals, Austin
Doe, Jane

Forgetful, Frank
Mileage, Marcus

TimeCard, Talon

V5 (0429E)




TimeWorks Mobile

Pinpoint GPS View for the Client and Supervisor Continued

Pinpoint GPS only applies to punches made with the TimeWorks Mobile app. On the time card the red pin
icon (looks like an upside down rain drop) indicates the time punch was made from a mobile device.

If the icon appears with a slash through it this means that Pinpoint GPS was unable to capture the location
data, hence the location data is not available.

Step 4. Tap on the time punch to view the Pinpoint GPS coordinates.

The map displays detailed information regarding the address, date, accuracy of location, and GPS
coordinates. To view more of the map tap on the plus (+) or minus (-) buttons.
. Back TimeWorks Mobile " Map
Austin Accruals's Time Cards

4 Prav Pay Pariod Naxi Pay Period

“m

Mon
121172014 gozaM @ 118PM

§ usZem 4:01 Py
Tue
12/212014
Wed
1232014 @ 11:10 AM
@ 10 am Clockad In
Thu
H 12/4/2014
Fri
M| 1252014 : i
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TimeWorks Mobile

Pinpoint GPS View for the Client and Supervisor Continued

Step 5. To exit the Pinpoint GPS map tap on the (X) button located in the top right corner.

Note: You may also tap on the “Map” button located in the top right corner to access the Pinpoint GPS
map.

' Back TimeWorks Mobile " Map

Austin Accruals's Time Cards

| Address: 10826 South River Front | ﬁ

Parkway, South Jordan, UT 84085,
USA I
Wed, 12/3/2014, In @ 11:10 AM
Accuracy: Medium {271ft.)

GPS: 40.5547137458599,
=-111.912202052983

B0 el @ {B’E

South Jordan ) o
- LT
i 151 \

155) !
Loveland Living -
Pianet A Map Dats  Terms of Use

Thiu

ﬂ 121472014

Fri

M | 12/52014 . 5
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Hosted VoiceClock

Hosted VoiceClock

Hosted VoiceClock is a telephone-enabled timekeeping collection device that provides
timekeeping punch collection through the convenience of a phone line.

Whether your employees work remotely, are located temporarily off-site, or simply do
not have access to a traditional time clock, VoiceClock enables employees to punch IN
and OUT remotely; over the phone.

To access the VoiceClock you will need a phone number and company code. If you do
not have either of these numbers, contact your timekeeping provider.

Employee Steps

Step 1. Using your telephone or mobile device enter the designated phone number to
access the VoiceClock. If you do not have the phone number, contact your employer.

Step 2. You will be prompted to enter a four digit company code. If you do not have the
company code contact your employer.

Step 3. You will be asked to enter your employee pin number followed by the pound (#)
sign. If you are unsure of what the pin number is contact your employer.

Step 4. At this point you will be asked to select one of the following three options:

e To punch IN press “1”
e To Transfer press “2”
e To punch OUT press “3”

Punch IN: The system will give you the punch IN time.

Transfer: The Transfer option allows you to document labor data. For example,
employer requirements to document each time you change departments during the
work day. Use the Transfer option to enter the change or select from a list of options.

If prompts are not available the system will automatically punch you IN and give you the
punch IN time.

Punch OUT: The system will give you the punch OUT time.

Once you have completed your selection you may hang up.
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Time Clock Devices
How to Clock In on a Trans 330/380 Time Clock

Before you are able to clock IN/OUT on the time clock you will need to obtain either a time card or a PIN
number from your supervisor, manager, or employer.

To Clock IN:

Step 1. To clock IN, Press the number “1” key.

Step 2. Swipe your time card, or manually key in your

PIN number and press the blue “Enter” key. A beep will then
sound and the clock will display “Clocked IN.” You are now
clocked IN.

To Clock OUT:

Step 3. Press the number “2” key to clock OUT.

Step 4. Swipe your time card or manually key in your

PIN number and press the blue “Enter” key. A beep will then
sound and the clock will then display “Clocked OUT.” You
are now clocked OUT.

Note: If you are unable to clock IN/OUT contact your supervisor or employer for assistance.
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Time Clock Devices

How to Clock In on a Vx510 Time Clock

Before you are able to clock In/Out on the Vx510 time clock you will need to obtain either a time card or a
Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Vx510 records a
time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or

clocking out.

TO CLOCK IN:

Step 1. Press the number “1” key.

Note: If you press the wrong key while clocking IN, simply press the “X”

key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter
your PIN number on the key pad and press “OK.” A beep will then
sound and the clock will display “Success IN.” The display screen will

once again show the date and time.

TO CLOCK OUT:

Step 1. Press the number “2” key.
Note: If you press the wrong key while clocking OUT, simply press the

“X” key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter your PIN number on the key pad and press
“OK.” A beep will then sound and the clock will display “Success OUT.” The display screen will once again

show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices

How to Clock In on a Vx510G Time Clock

Before you are able to clock In/Out on the Vx510G time clock you will need to obtain either a time card or a

Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Vx510G records
a time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in

or clocking out.

TO CLOCK IN:

Step 1. Press the number “1” key.

Note: If you press the wrong key while clocking IN, simply press the “X”

key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter
your PIN number on the key pad and press “OK.” A beep will then
sound and the clock will display “Success IN.” The display screen will

once again show the date and time.

TO CLOCK OUT:

Step 1. Press the number “2” key.
Note: If you press the wrong key while clocking OUT, simply press the

“X” key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter your PIN number on the key pad and press
“OK.” A beep will then sound and the clock will display “Success OUT.” The display screen will once again

show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices

How to Clock In on a Vx570 Time Clock

Before you are able to clock In/Out on the Vx570 time clock you will need to obtain either a time card or a

Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Vx570 records a
time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or

clocking out.

TO CLOCKIIN:

Step 1. Press the number “1” key.

Note: If you press the wrong key while clocking IN, simply press the “X”
key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter
your PIN number on the key pad and press “OK.” A beep will then
sound and the clock will display “Success IN.” The display screen will

once again show the date and time.

TO CLOCK OUT:

Step 1. Press the number “2” key.

Note: If you press the wrong key while clocking OUT, simply press the

“X” key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter your PIN number on the key pad and press
“OK.” A beep will then sound and the clock will display “Success OUT.” The display screen will once again

show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices
How to Clock In on a Vx610G Time Clock

Before you are able to clock In/Out on the Vx610G time clock you will need to obtain either a time card or a

Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Vx610G records
a time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in
or clocking out.

TO CLOCK IN:

Step 1. Press the number “1” key.

Note: If you press the wrong key while clocking IN, simply press the “X”

key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter
your PIN number on the key pad and press “OK.” A beep will then
sound and the clock will display “Success IN.” The display screen will
once again show the date and time.

TO CLOCK OUT:

Step 1. Press the number “2” key.

Note: If you press the wrong key while clocking OUT, simply press the

“X” key to cancel.

Step 2. Swipe your card on the right side of the time clock or enter your PIN number on the key pad and press
“OK.” A beep will then sound and the clock will display “Success OUT.” The display screen will once again

show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices

How to Clock In on a Z11 Time Clock

Before you are able to clock In/Out on the Z11 time clock you will need to obtain either a time card or a

Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Z11 records a
time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or

clocking out.

CLOCKIIN:

Step 1. To clock IN, Press the number “1” key.

Note: If you press the wrong key while clocking

IN, simply press the “X” key to cancel.

Step 2. Hold your proximity card or key fob in front of the Z11 time clock. A beep will then sound and the clock

will display “Success IN.” The display screen will once again show the date and time.

i

Proximity
Card

Or manually input your employee PIN number and press the “OK” key. A beep will sound and the clock will

display “Success IN.” The display screen will once again show the date and time.

PIN Entry

Note: If you are unable to clock IN contact your supervisor, manager or employer for assistance.
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Time Clock Devices

How to Clock In on a Z11 Time Clock (Continued)
CLOCK OUT:

Step 1. To clock “OUT” press the number “2” key.
Note: If you press the wrong key while clocking

OUT, simply press the “X” key to cancel.

Step 2. Hold your proximity card or key fob in front of the Z11 time clock. A beep will then sound and the clock

will display “Success OUT.” The display screen will once again show the date and time

i

Proximity
Card

Or manually input your employee PIN number and press the “OK” key. A beep will sound and the clock will

display “Success OUT.” The display screen will once again show the date and time.

PIN Entry

Note: If you are unable to clock OUT contact your supervisor, manager or employer for assistance.

V5 (0429E)




Time Clock Devices

How to Clock In on a Z14 Magstripe Time Clock

Before you are able to clock In/Out on the Z14 time clock you will need to obtain either a time card or a
Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Z14 records a
time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or

clocking out.

TO CLOCK IN:

Step 1. Press the green “IN” button.

Note: If you press the wrong key while clocking IN, simply
press the “X” key to cancel.

Step 2. Swipe your mag card on the right side of the time
clock (see illustration 1.1) or enter your PIN number on the
key pad and press “OK.” A beep will then sound and the
clock will display “Success IN.” The display screen will once
again show the date and time.

(lllustration 1.1)

TO CLOCK OUT:

Step 1. Press the red “OUT” button.

Note: If you press the wrong key while clocking OUT, simply press the “X” key to cancel.

Step 2. Swipe your mag card on the right side of the time clock (see illustration 1.1) or enter your PIN number
on the key pad and press “OK.” A beep will then sound and the clock will display “Success OUT.” The display
screen will once again show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices

How to Clock In on a Z14 Proximity Card Time Clock

Before you are able to clock In/Out on the Z14 time clock you will need to obtain either a time card or a
Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Z14 records a
time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or

clocking out.

TO CLOCK IN:

Step 1. Press the green “IN” button.

Note: If you press the wrong key while clocking IN, simply
press the “X” key to cancel.

Step 2. Hold your proximity card or key fob in front of the
word “Card” on Z14 time clock (see illustration 1.1), or
enter your PIN number on the key pad and press “OK.” A
beep will then sound and the clock will display “Success
IN.” The display screen will once again show the date and

time.

(lllustration 1.1)

TO CLOCK OUT:

Step 1. Press the red “OUT” button.

Note: If you press the wrong key while clocking OUT, simply press the “X” key to cancel.

Step 2. Hold your proximity card or key fob in front of the word “Card” on Z14 time clock (see illustration 1.1),
or enter your PIN number on the key pad and press “OK.” A beep will then sound and the clock will display

“Success OUT.” The display screen will once again show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices

How to Clock In on a Z18 Time Clock

Before you are able to clock In/Out on the Z18 time clock you will need to obtain either a time card or a
Personal Identification Number (PIN) from your supervisor, manager, or employer. When the Z18 records a
time (sometimes referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or

clocking out.

TO CLOCKIIN:

Step 1. Press the number “1” key.

Note: If you press the wrong key while clocking IN, simply press the

“X” key to cancel.

Step 2. Enter your PIN number on the key pad and press “OK.” A
beep will then sound and the clock will display “Success IN.” The

display screen will once again show the date and time.

TO CLOCK OUT: (lllustration 1.1)

Step 1. Press the number “2” key.

Note: If you press the wrong key while clocking OUT, simply press the “X” key to cancel.

Step 2. Enter your PIN number on the key pad and press “OK.” A beep will then sound and the clock will
display “Success OUT.” The display screen will once again show the date and time.

Note: If you are unable to clock IN/OUT contact your supervisor, manager or employer for assistance.
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Time Clock Devices
How to Clock In on a Z33 or Z34 Time Clock

Before you are able to clock In/Out on the Z33 or Z34 time clock you will need to obtain a Personal Identification

Number (PIN) along with having your fingerprint enrolled on the time clock by your supervisor, manager, or other
designated individual. When the Z33/Z34 records a time (sometimes referred to as a ‘punch”) for an employee, it

will need to know if the employee is clocking in or clocking out.

CLOCKIIN:
Step 1. To clock “IN” press the number “1” key. See (illustration 1.1).
Step 2. Enter your PIN number and press “Ok.” (If you are not required to enter one, skip this step).

Step 3. Touch the fingerprint sensor using the same finger you enrolled with. A beep will sound letting you know

you are clocked “IN.” The display screen will display “Success IN,” and return to showing the date and time.

(lllustration 1.1)

CLOCK OUT:
Step 1. To clock “OUT” press the number “2” key. See (illustration 1.1).
Step 2. Enter your PIN number and press “Ok.” (If you are not required to enter one, skip this step).

Step 3. Touch the fingerprint sensor using the same finger you enrolled with. A beep will sound letting you know

you are clocked “OUT.” The display screen will display “Success OUT,” and return to showing the date and time.

Note: If you are unable to clock In/Out contact your supervisor, manager, or other designated individual for
assistance.
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Time Clock Devices
How to Clock In on a GT-400 Time Clock

Before you are able to clock In/Out on the GT-400 time clock you will need to obtain a Personal Identification
Number (PIN) along with having your handprint enrolled on the time clock by your supervisor, manager, or
other designated individual. When the GT-400 records a time (sometimes referred to as a “punch”) for an
employee, it will need to know if the employee is clocking in or clocking out.

CLOCKIIN:

Step 1. To clock “IN” press the number “1” key.

Step 2. Enter your PIN number on the keypad and press “Enter.”
Step 3. Place your hand over the outline of the handprint on the time
clock with each finger touching one of the five sensors. The hand
icon, located on the right side of the keypad will display a red light
which corresponds with each sensor. When the correct fingers are
touching the correct sensors the red lights will turn off and a beep will
sound letting you know you are clocked “IN.” The display screen will

display “Success IN,” and return to showing the date and time.

CLOCK OUT:

Step 1. To clock “OUT” press the number “2” key.

Step 2. Enter your PIN number on the keypad and press “Enter.”
Step 3. Place your hand over the outline of the handprint on the time clock with each finger touching one of the
five sensors. The hand icon, located on the right side of the keypad will display a red light which corresponds
with each sensor. When the correct fingers are touching the correct sensors the red lights will turn off and a
beep will sound letting you know you are clocked “OUT.” The display screen will display “Success OUT,” and

return to showing the date and time.

Note: If you are unable to clock In/Out contact your supervisor, manager, or other designated individual for

assistance.
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Time Clock Devices

How to Clock In on a WebClock

Before you are able to clock In/Out on the WebClock you will need to obtain an “Employee Login ID” and

“Password” from your supervisor, manager, or employer. When the WebClock records a time (sometimes

referred to as a ‘punch”) for an employee, it will need to know if the employee is clocking in or clocking out.

TO CLOCKIIN:

Step 1. Enter your login ID in the “Employee Login ID” field. (See illustration 1.1).
Step 2. Enter your password in the “Password” field.

Step 3. Click the radio button for “Clock In.”

Step 4. Click the “Submit” button.

Web Clock

Timecard
Employee Login ID

1111 *' ClockIn

Password

rrrrrrrr clnck DI.II
(Passwords are case sensitive)

Version: 2.2.5450.19266

(llustration 1.1)

Step 5. A window will display letting you know the clock “IN” was a success (see illustration 1.2). Click “Done”
to exit.

Success

Successful clock in for TimeCard, Talon at
03:26:33 PM

(lllustration 1.2)
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Time Clock Devices

How to Clock Out on a WebClock

Step 1. Enter your login ID in the “Employee Login ID” field. (See illustration 1.3).

Step 2. Enter your password in the “Password” field.
Step 3. Click the radio button for “Clock Out.”

Step 4. Click the “Submit” button.

Web Clock

Timecard
Employee Login 1D
111 Clock In

Password

ppppppppp L] Clock Out
(Passwords are case sensitive)

Version: 2.2.5450.19266

(lllustration 1.3)

Step 5. A window will display letting you know the clock “OUT” was a success (see illustration 1.4). Click
“Done” to exit.

Success

Successful clock out for TimeCard, Talon at
03:50:59 PM

(lllustration 1.4)

Note: If you are unable to clock IN/OUT contact your supervisor, manager, or employer for assistance.
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Time Clock Devices

How to Clock In on TimeWorks Mobile

Before you are able to clock In/Out on TimeWorks Mobile you will need to obtain a Login ID and Password
from your supervisor, manager, or employer. When TimeWorks Mobile records a time (sometimes referred to

as a ‘punch’) for an employee, it will need to know if the employee is clocking in or clocking out.

TO CLOCKIIN: TimoWorks Mobile

Talon TimeCard

Step 1. Log onto your TimeWorks Mobile app.
Step 2. Tap on the clock button making sure it reads “Clock In.” Clock In Submit

Step 3. Tap “Submit.” A window will then display stating “Clocked in

Announcements (0)

T

Clocked in successtully!

successfully” (see illustration 1.1).

Current Hours Worked o06:16 0

Time Off Balance (Hr) 12

i
:

Request Time Off

(lllustration 1.1)

TO CLOCK OUT:

TimeWorks Moblle
Step 1. Log onto your TimeWorks Mobile app. Talon TimeCard

Step 2. Tap on the clock button making sure it reads “Clock Out. clock Out SRk
Step 3. Tap “Submit.” A window will then display stating “Clocked out

successfully” (see illustration 1.2). Announcements (0)

i

Clocked out successfully!
Current Hours Worked 08:18 10
Time Off Balance (Hr) 12

Request Time Off

(lllustration 1.2)
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