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feomac Timekeeper User Guide

FOR ALL

The Timekeeping User Guide shares step-by-step instructions on how to complete various tasks within
the Workforce timekeeping system. We encourage you to share this information with other
timekeepers, so they too may increase their system knowledge. If you have additional questions please
contact the payroll department for assistance. Thank you!
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Timekeeper Responsibilities

Timekeepers are responsible for correcting time entry records for their department/location. Requests
to add or edit punches should be received in writing or via an e-mail. The backup received for any of the
punch edits should be saved for future reference, as needed.

Timesheets should be reviewed to ensure compliance and accuracy of the timekeeping records.

The Timekeeper may also need to assist employees, Administrators and Approvers with questions and
concerns regarding timeclock usage, time entry records, and time off requests.

The timekeeper will act as a Liaison between the department staff and the Payroll Office. They will
contact the Payroll office with any timeclock or timekeeping issues or other questions that may arise.

The Timekeeper IS NOT responsible for approving Time Sheets or Time Off requests. This is the
responsibility of the Department Administrator or Manager.
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Logging into Workforce

1. To access Workforce, go to www.u-46.org and select departments, then select Payroll.
2. Select Applications and choose Workforce Time & Attendance.
a. This page will take you to the Workforce log in page and the Training and
Documentation Page where the Timekeeper Instructions are located.

HOME / DEPARTMENTS / PAYROLL /

PAYROLL
WorkForce Time & Attendance

Home

H A\pplicalions (J‘i WarkForvce

Munis Employee SOFTWARE
Self Service
Munis Expense Click here to visit the WorkForce website where you can access:

Approvals (For

e o Web Clock
Administrators

o Hourly employees clock in and out to record time
o Time Entry, View & Approval

o Timesheet

© Review your time or your employees' time worked
o Time Off Balances

o Review your time-off balances

WorkForce Time
& Attendance

Calendars

Colleclive Bargaining
pros e **WorkForce is currently anly accessible from within the district,

Forms Training and Documentation

AT Click the Links below to find more information on each topic.
N Timekeeper Instructions
Tax Informalion
Howto Log In
Conlacl Us

Using the Timeclock

3. Once you access Workforce, you will need to log in. Your login will be your 5 digit employee ID
number the password will be your network password.
a. User ID’s and passwords are highly confidential and should not be shared under any
circumstances.
b. If yourlogin does not work, contact the Information Services Help Desk at x 4295.

School District U4é (PROD)

User ID

| 12345 =
Paszsword

| =


http://www.u-46.org/
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Welcome Dashboard

Once you have logged into Workforce, you will be at the main dashboard. There are four sections on
the dashboard, Favorites, Time Entry, Reports, and Schedules.

School District U46

w Favorites 12 Schedules
&’ Edit Employee Time # My Time Off
& GoloWeb Clock ¥ Assign Schedules

% Manage Group Schedules

® Time Entry

1) Enter My Hours
{5 Edit Time for Groups
i View Past Assignments

M Reports b

lad View Reports
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View Employees & Groups

1. Toview employee timesheets, select Edit Employee Time from the Time Entry section on the
dashboard.

a. You may wish to make this a favorite, you can drag the link to the Favorite box.

Emcemer a Home @ Help -

School District U46

\“/'Ef Favorites -l% | schedues

=)

Edit Employee Time
& Go toWeb Clock

T # My Time Off
T @ Assign Schedules
£ Manage Group Schedules

() Time Entry

(%) Enter My Hours
§5 Edit Time for Groups

{4 View Past Assignments

M Reports

lad View Reporis

2. Once selected, you will see three substitute groups (Exempt, NonExempt Sub TA, and
NonExempt Sub) plus your Department Administrators group.

3. Click on the arrow of the group to expand the group and see all employees within that group.

4. Click on the desired employee to view an individual employee.

5. You can also click on the Find button to search for an employee.

| EmpCenter

| Work Period & |

Manager Time Entry

Wednesday March 6, 2019 |7
< (Loading default periad) il g

| Assignments |

|l Prev| Next Sort- |

[P .Substitutes - Exempt (SUB) (710)
[P .Substitutes - NonExempt (SUB TA) (217}
[ .Substitutes - NonExempt {SUB) (239)
:v)num ALEGRIA Employees (51) [
BERENBERG, SETH (41350)
BERNARD, LUIS (44538)
EIANGHI, DENISE (16410)
BRAVI, JENNIFER (45501)
CANALES, PRISCILLA (43639)
CERONE, EILENE (41461}
CHAGOLLA, RUBI (46077)
= COOFER, KRISTINE (41388)
TCHR ELEM MUSIC OAKHILL ELEME
TCHR ELEM MUSIC OAKHILL ELEME
CRUZ, LAURA (24941)
DODSON LEWIS, SHERRILL {44570)

~
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Find Employees

To find a specific employee to update, you have two options.

1.

Select the arrow before the group to open the group. Employee names are listed
alphabetically within each group. Click on the desired employee. If the employee has
multiple positions, you will see them listed under their name.

Select the find button and type in the employee ID number or last name. If the employee

has multiple positions, all their positions will appear on the screen and you can select the
position that you need to change.

Emcemer =7 Home Help -
I ﬁ @ Manager Time Entry
| Work Period “ |

Wednesday March 6, 2019
< {Loading default period) il 2

| Assignments |

|l Prev|| i» Nem@ Sort~ |

[ .Substitutes - Exempt {SUB) (710)
I .Substitutes - NonExempt (SUB TA) (217) ">
> .Substitutes - NonExempt (SUB) (239)
CT)AURA ALEGRIA Employees (51) %
BERENBERG, SETH (41350)
BERMARD, LUIS (44538)
BIANCHI, DENISE {16410)
BRAVI, JENNIFER (45501}
CAMALES, PRISCILLA (43639)
CEROMNE, EILENE (41461)
CHAGOLLA, RUBI (46077)
= COOPER, KRISTINE (41388)
TCHR ELEM MUSIC OAKHILL ELEME
TCHR ELEM MUSIC OAKHILL ELEME
CRUZ, LAURA (24941)
DODSON LEWIS, SHERRILL (44570)

% Find Employees

Search Criteria

Employee |
Number:

Assignment
Description:

Last Name:
First name:

Hire Date: 3
Exclude inactive employees

Search Cancel

Search Results
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Timesheet Management — Missing Punch

Missing punches are identified on the timesheet with a red pin and will need to be updated in order for
the hours to be paid.

Payroll will send an email communication to all employees that missed a punch for the previous day.

Those employees within your department/location will contact you in person or via email to inform you
of missing punches that will need to be added.

;W SaveandFind « | More~ | List View =

Time Sheet
Date Pay Code Hours. Activity Account String Level Shift Dif Clock ID (In) Clock ID (Out) Case ID Comments Total
@)/x| ) GeckTime 07:30am 450
12:00 pm
Mon 11/05 -
@ lock Time 0.00
04:36 pm
)17 | CockTime 07:36em B Add comment here 440

12:00 pm
Ay Clock Time 0:00pm 250
04:30 pm

Tue 11/06

Follow the instructions below to add a missing punch.

1. Choose the employee
2. Ensure you are in the correct Work Period and date.
a. Use the calendaricon or arrows under Work Period to navigate to the proper period.
3. Click into the field that has the missing punch and enter in the missing time in the hour’s
column.
4. |If additional rows are needed, click on the + sign to add a row.
If rows need to be deleted click on Delete row.
6. Click on Save and Find to complete the action.

ol

&, Sawe and Find ~ More ~ List Wiew -
e Sheet
Date Pay Code Hours Activity
@ - P Clodk Time WEHEE = N
L . 12:00 pm
on
@ Tock Time| J
& Cut 3 07:36 am
12:00 pm
Tue 11/06 £ | Zfl Copy g 01:00 pm
0:4:320 pm
; 07:40 am
: a7
Wwed 11/ D_-"') 04:20 pm

e Lan Create New Favorite From Row

Sat 1110

Sun 1111 L Sl
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Timesheet Management — Period Pay

ETA Teachers receive Period Pay that is designed to pay them for filling in a different classroom during
their conference, lunch period, or planning period. This pay is given in increments of 1.00 hour for each
period they sub. (Example: If a teacher subs for 3 - 40 minute periods, you will enter 3.00 into
Workforce).

Time Sheet

Mon Tue Wed Thu Sat Sun

e iz 02/04 02/05 02/06 02/07 A LRI 02/00 02/10 el

@ /|| Clock Time
| | Period Pay 1.00 1.00
0.00 1.00 0.00 0.00 0.00 0.00 0.00 1.00

Follow the instructions below to add or edit period pay.

1. Choose the employee
2. Ensure you are in the correct Work Period and date.
a. Use the calendaricon or arrows under Work Period to navigate to the proper period.
3. Click into the proper date field/row to enter the Period Pay.
4. Choose Period Pay from the drop-down in the Pay Code column.

| i, SaveandFind - | (More ~ | |List View - |

Time Sheet

Date Pay Code Hours

Mon 11/05 @ = Clock Time

Tue 1106 | @) >

I Bereavement Overnde
Wed 11/07 @ T
HFR. Orientation

Thu 11708 | @)r Holidy
Hourly

Fri 11/09 Ql~ In Service
- Jury Duty
Sat 11/10 @ i Leave Of Absence
Mesl Unpzid

s/ (D7) |yeal unpaid (1703

Off Cycle Pay Amend Only

Off Cycle Pay Current L¥)
Period Pay
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5.
6.

Enter the proper number of hours as explained above (1.00, 2.00 etc.)
Enter a comment if desired.

7. Click on Save and Find to complete the action.

| i, SaveandFind ~ | |More r | | List View -

Time'sheet

Date Hours Activity Account String Case ID

Comments Total

Men 11/05

Wed 11/07

[Type comment here ‘ 1.00

Thu 11/08 Clock Time

- Clock Time

Sat 11710

Sun 11/11

Clock Time

L+

Cled

k Time

Timesheet Management — Daily Sub Update SPED/ELL

1.00

This Pay code is used when an employee subs for a SPED or ELL classroom. The pay code will need to be
updated to the Sub Daily SPED/ELL pay code. This update will allow the employee to be paid at the

higher rate.

Time Sheet |

Pay Code

Clock Time

1B

Q|-
Q-
D6
Q-

Sub Daily SPED/ELL
Clock Time
Sub Daily SPED/ELL

Sub Daily SPED/ELL

Wed
03/06

Thu
03/07
07:47 am )"
02:03 pm

Sat
03/09

Sun
03/10

Mon
03/04

Tue

0305 Fri 03/08

Clock 1D (In)
E016-1

07:47 am
02:15 pm

08:09am )Y
02:43 pm

08:11am "

07:47zm
02:17 pm

EQ44-1

EQ16-1

E046-1

EQ48-1

Clock ID (OUT)

SubFinder Job...

351695315

352338851

351082482

343516433

351948799

02:44 pm

EX SUB 60+ Bonus 100

10

Follow the instructions below to add or edit Sub Daily SPED/ELL pay types. This update should be
processed after the employee has completed their punch for the day.

1. Choose the employee.
2. Verify employee has a completed punch (in and out punch).
3. Ensure you are in the correct Work Period and date.

a. Use the calendaricon or arrows under Work Period to navigate to the proper period.

4. Click into the proper date field/row to edit or add punches.

5. Choose Sub Daily SPED/ELL from the drop-down in the Pay Code column.
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| k&, SaveandFind ~ | |More > | |List View - |

Time Sheet

Date Pay Code Hours Activity
Men 11/05 | e e | Clodk Time
Tue 11/06 | @ =
wed 11/07 | @ L] Off Cycle Pay Amend Only
| [ I Off Cycle Pay Current
[Thu 11408 e Professional Development
Fri 11/09 [ Shift Dif
Sick
sat 11710 || @ =] Sick Adj Decrease
Sick Adj Increase
sun11/11 | @D =] Snow Day Ssturdsy
Snow Day Sunday
Sub Daily Gen Ed /'O LW
Sub Daily SPED/ELL
6. Enter or edit the desired punches.
7. If adding punches ensure that the 9-digit Sub Job ID is entered.
8. Enter a comment if desired.
9. Click on Save and Find to complete the action.
Il Save and Find = | [More~ | |List view ~ |
Time Sl
Date Pay Code Hours Activity Account String Job Case ID Clock 1D (In) Clock ID (Out) SubFinder Job ID Comments Total
Mon 11/05 | @ I Clock Time o
[{@ 7| | Sub Daily SPED/ELL S:fg am 123456783
Sub Daily SPED/ELL. n7;47 ZE | 123456783

Wed 1170 o

Tthu1vos |[@Dw] |ClockTime
Fiitos | @w| (ClockTime
swyio |[@)]w] |CoskTime

10
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Timesheet Management — Updating Account String

When an employee needs their time to be charged to another account string, you can override the
account by typing in the new account string on the corresponding row.

[ Time Sheet |

|

Date

Pay Code
x| |[CloskTime

Mon 03/04 | () |= |, Sub Daily SPED/ELL
@ B EX SUB 60+ Bonus
©lr| |ClockTime

Tuetz/os (@] ¥ Suh{gily SPED/ELL
@)= FX5UB 60x Banus
@ x| |[ClockTime

Wed 03/06 [ (D)) {2 Sb Daily SPED/ELL

@|=| |ExsuB 6o+ Bonus

Hours

08:09 am
02:43 pm
1.00

07:47 2m
02:15 pm
.00

08:11 am
02:44 om
1.00

Activity

Account String

E046-1

10-5110-000000-1110-0000-022-022 E044-1

E048-1

Follow the instructions below to add an Account String to a punch or time

N e

W

Find the employee

Ensure you are in the correct Work Period and date.

Clock 1D (In)

Clock 1D (Out) SubFinder Job ID

349516433

352338851

351948793

a. Use the calendaricon or arrows under Work Period to navigate to the proper period.
Click into the field where the account string needs to be added.
Choose the account string to be added from the drop-down list.

Click on save and find to complete the action.

kel Save apd Find + | [More- | |List view - |
Time sh&

Date

Men 11/05

Tus 11/06

wad 117070

Thu 11/08

Fri 11/09

Sst 11/10

Sun 11/11

Pay Code Hours

Q)| Clock Time
©)v| ) Clock Time
Qx| i |Clock Time
O)v|  Clock Time
@)+ Clock Time
@)l |Clock Time
O | Clock Time
@)l ClockTime
Qx| Clock Time
Qx| |ClockTime

Q| |ClockTime

07:30=m

12:00 pm
01:00 pm
04:36 pm
07:36 am
12:00 pm
01:00 pm
04:30 pm
07:40 2m
04:30 pm
07:30 2m
12:01 pm
01:00 pm
04:25 pm
07:30 2m
12:05om
01:00 pm
04:36 pm

11

Account String Level

000000-2640-0000-3

10-5123-000000-1110-0000-060-060
10-5123-000000-1400-0000-093-093
10-5123-000000-1900-0000-001-001
10-5125-000000-1110-0000-002-002
10-5125-000000-1110-0000-010-010
10-5125-000000-1120-0000-011-011
10-5125-000000-1120-0000-066-066
10-5125-000000-1120-0000-075-075
10-5125-000000-1125-1007-002-002
10-5125-000000-1650-0000-522-52:
[¥a:5125-000000-2640-0000-580,360

Searth for '10-5125-000006°2640-0000... >
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Timesheet Management — Add Comments

The comment field can be used to provide additional information regarding a change that is being made.

This field is informational only and not required.

Time Sheet
Date Pay Code Hours Activity Account S... Job c Clock ID (In) Clock ID (Out) SubFinder Job ID Comments
@ v| |Clodk Time
Mon 03/0¢ | ()|, Sub Daily SPED/ELL w0gam ED45-1 349516433 emal 3/8/13
02:43 pm
@r| EXSUBED: Bonus 100 Y

O CockTins |:|

Tue 03/05 @ |, Sub Daily SPED/ELL 07:47am sl 352338851
02:15pm
Q| ErouBelBons 10

@ | | Clock Time

- Cub Dail CER/ELL 0941 4m

Follow the instructions below to add a comment to the timesheet.

1. Find the employee.
2. Ensure you are in the correct Work Period and date.
a. Use the calendaricon or arrows under Work Period to navigate to the proper period.
3. Click into the field where the comment needs to be added.
4. Type the comment into the comment field.
5. Click on save and find to complete the action.

h\,mmﬁnv More~ | |List View ~

Time Sheet

Date Pay Code Hours Activity Account String Level shiftDif  Clock 1D (In) Clock Ip (Out) Case 1D Comments Total
w
Mo 11/05 ||| @ Clock Time 07:30 am

| Clock Time o7:30am
04:30 pm

| 2 Clock Time 07:30=m
3 04:30 pm

Tue11/06 9 [ ©

Wed 11/070) Q

The 1o |G |CleckTime

Fits | © leck Time
sy [@lr] (T
o Tock Time

Sun 11711

Timesheet Management — Add Substitute Job ID

This field is only used by Substitutes so that their time can be charged to the appropriate department
and/or school.

The field label is called the Substitute Job ID and this number should correspond to the 9 digit number
the employee received from Absence Manager when accepting the position.

If an employee made an error keying in the number at the clock, the timekeeper can update the number
here.

12

Total
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Time Sheet

Date

Dl

Pay Code
Clock Time

Mon 03/0¢ | ()] 2 SubDaily SPED/ELL

e
ol

EX SUB 60+ Bonus

Clock Time

Tue03/05 )] ¢ Sub Daiy SPED/ELL

[+

EX SUB 60+ Bonus
Clock Time

Timekeeper User Guide

Hours Activity Account S... Job c Clock ID (In) Clock ID (Out) SubFinder Job ID Comments

os:09zm Y E046-1 349516433 email 3/8/19
02:43 pm
1o

[ ]

0747 am e04aL 352338851
02:15 pm
too

Follow the instructions below to add or edit the Substitute Job ID

1. Choose the employee
2. Ensure you are in the correct Work Period and date.

a.

3. Click into the proper date field/row to edit.
4. Enter the Substitute Job ID (9 digit number) in the Substitute Job ID column.

o

Click on save and find to complete the action.

Total

Use the calendar icon or arrows under Work Period to navigate to the proper period.

| SaveandFind v |More - |List View »
Time She

Data
Men 11/03 @ B

Tue 11/06 @“
Wed 11/07 @ i
Toioe | @

Fri 11/09 @ B

Pay Coda
Clock Time

Clock Time
Clodk Time
Clock Time

Clock Time

Hours Activity Account String Job Casa ID Clock ID (In) Clock ID (Out)
07:40 am
03:00pm
07:40 am
03:00pm

13

Total
.33

133
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Timesheet Management — View Actual Punches

The top half of the Time Sheet page will show the actual punches and the amount of time for each
punch.

The Total column on the right will show the total number of hours for each row as well as a grand total
of all time punched.

Lr:e Sheet

Mon Sat

Pay Code o nlﬁs n‘:fos n;‘;;, Fri 02/08 e n!::l.;;n Clock ID (In) Clock ID (OUT)  SubFinder Job...  Total
@) || Clock Time 08:49 =m ‘I:I 0%:492m " 08:45am 7 08:54am MOgE-2 341304538 28.80
04:01 pm 03:56 pm 04:04 pm 04:04 pm
@) | Clodk Time g:;:i :: MOBE-L 341304538 7.25
(@) || EX 5UB 60+ Borus no0 Y oo oo Y 100 o0
7.20 @ 712 7.32 717 0.00 0.00 26.05
Exceptions ” Time Off Balance H Results H Schedule “ ACT Balances
Work Date = Asignment Pay Code Hours Activity Account String Job Rate Override SubFinder J...
03/04/2019 SUB-DAILY D.. Sub Daily Gen Ed /O £.00 0.0000 341304538
03/05/2019 SUB-DAILY D. Sub Daily Gen Ed I/O 8.00 0.0000 341304538
03/06/2019 | SUB-DAILY D.. Sub Daily Gen Ed /0 £.00 0.0000 341304338
03/07/2019 | SUB-DAILV D.. Sub Daily Gen Ed /O £.00 0.0000 341304538
03/08/2019 SUB-DAILY D. Sub Daily Gen Ed I/O 8.00 0.0000 341304538
03/04/2019  SUB-DAILY D.. EX SUB 60+ Bonus 1.00 0.0000
03/05/2019 | SUB-DAILY D.. EX SUB 60+ Bonus 1.00 0.0000
03/06/2019 SUB-DAILY D. EX SUB 60+ Bonus 1.00 0.0000
03/07/2019 | SUB-DAILY D.. EX SUB 60+ Bonus 1.00 0.0000
03/08/2019 | SUB-DAILY D.. EX SUB 60+ Bonus 1.00 0.0000

Follow the instructions below to view punches in a timesheet

1. Choose the employee.
2. Ensure you are in the correct Work Period and date.

a. Use the calendaricon or arrows under Work Period to navigate to the proper period
3. Review the punches.

14
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Timesheet Management — View Rounded Time

The Results tab at the bottom of the page will display the actual hours (rounded hours) that the
employee will be paid for each day and each pay code.

Time Sheet

Pay Code

| e |y | Clock Time

[ ] Clock Time

e |y | EX SUB 60+ Bonus

Mon Tue

0z/04 03/05 02/06

08:43am 08:49 am
04:01 pm 03:56 pm

08:46 2m

04:01 pm
100 o0
7.20 7.25

Exceptions ” Time Off Balance @ Schedule ” ACT Balances 1

Hours  Activity

Work Date
03/04/2019
03/05/2019
03/06/2013
03/07/2019
03/08/2019
03/04/2013
03/05/2019
03/06/2019
03/07/2013
03/08/2019

Asignment

SUB-DAILV D..
SUB-DAILV D..

SUB-DAILY D.

SUB-DAILV D..
SUB-DAILV D..

SUB-DAILY D.

SUB-DAILV D..
SUB-DAILV D..

SUB-DAILY D.

SUB-DAILV D..

Pay Code &

Sub Daily Gen Ed /0 .00
Sub Daily Gen Ed /0
Sub Daily Gen Ed /O 8.00
Sub Daily Gen Ed /O 8.00
Sub Daily Gen Ed /O £.00
EX SUB 60+ Bonus 1.00
EX 5UB 60+ Bonus 1.00
EX 5UB 60+ Bonus 1.00
EX SUB 60+ Bonus 1.00
EX 5UB 60+ Bonus 1.00

Thu
0z/07
08:45am  08:54zm
04:04 pm 04:04 pm

. Sat Sun
Fri 02/08 0z/00 0z/10

Al

Clock ID (In)

MOB6-2

Moe6-1

Account String Job Rate Override
0.0000
0.0000
0.0000
0.0000
0.0000
0.0000
0.0000
0.0000
0.0000

0.0000

15

SubFinder J...
341304338
341304338
341304538
341304338
341304338

SubFinder Job...  Total
341304538 28.80
341304338 7.25

36.05
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Timesheet Management — Adjustments after Period Close

Timekeepers and Managers can amend prior period closed time sheets. The amended time sheet will
require approval by Administrators or Managers before it will be processed.

Timekeepers can amend time sheets for past pay periods for employees in assignment groups delegated
to them.

Follow the instructions below to amend a Timesheet

1. Choose the employee
2. Ensure you are in the correct Work Period and date.
a. Use the calendar icon or arrows under Work Period to navigate to the proper period
3. Click on the Amend button at the top left of the time sheet. This will open the time sheet and
enable editing

|More~ | |List View = This time sheet was already processed. Press amend button to make changes.
Time Sheet

Date Pay Code Hours Activity Account String

(O Clock Time 07:352am

12:38 pm
Man 01/14 - R

| \) |4 | ClockTime 01:45 pm
04:32 pm

[(E)]s| |Clock Time 07:30am
12:48 pm

Tue 01/15 e SELRA o

16
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4. Make the necessary edits and save the timesheet

Timekeeper User Guide

5. Click on the Other Versions button

| More = |@Liﬁ[ View « |

Save -

Time Sheet

Date

Mon 01/07F

Tue 01708

C— ol

Pay Code
Clodk Time

Clock Time

Clock Time

Hours

07:36 am
12:54 pm
02:01 pm
04:35 pm
07:31 am
12:40 pm

DA A E — e

6. The Time Sheet Versions window will appear
7. Click View This Version to display the original version of the time sheet
8. Close the window to return to the time sheet

Other Versions
Time Sheet Versions

Activity

Open version
Created On: 03/12/2019 01:54 pm

Approved On: 03/12/2019 02:09 pm by **DO NOT DELETE™, Superuser .,

(1211636027)

v This Version

Version #1
Created On: 05/31/2018 09:47 am
Paid with period ending: 05/27/2018

2

View This Version
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Timesheet Management — Viewing Amended Timesheets

After a timesheet has been amended, various versions of the timesheet will be available to view.
Follow the instructions below to view an Amended Timesheet

1. Choose the employee
2. Ensure you are in the correct Work Period and date.

a. Use the calendar icon or arrows under Work Period to navigate to the proper period
3. Click on the Other Versions button.

I — - : - : - - =
{k=l Save = | [More~ @Li&t View -
Time Sheet
Date Pay Code Hours Activity Account String
@ [l Clock Time 07:36am
12:54 pm
Man 01/07
o I Clock Time 02:0ipm
04:35 pm
@ [l Clock Time o07:3iam
12:40 pm
Tue 01/08 " “

PR — A A

4. The Time Sheet Versions window will appear
5. Click on the time sheet version you wish to view

a. There may be more than one amended version
6. Close the window to return to the time sheet

Other Versions X

Time Sheet Versions

Open version
Created On: 0312/2019 01:54 pm
Approved On: 03/12/2019 02:09 pm by **DO NOT DELETE®, SUperuser  i.., This Version
(1211636027)
Version #1
Created On: 05/31/2018 09:47 am
Paid with period ending: 05/27/2018
View This Version

Close
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Timesheet Management - Exceptions

Exceptions warn you of an issue with the employee’s time that must be cleared before continuing.

Exceptions will appear when saving timesheet, and may even prevent from saving the timesheet
until the issue is resolved.

1. Warnings will show in yellow at the bottom of the screen and will have a yellow pin. These are
informational, they should be reviewed and corrected if needed.

H ~ | |More~ || Other Versions | |List View ~ | This data was already approved by **DO NOT DELETE**, Superuser. Changes not allowed.
Time Sheet
Date Pay Code Hours Activity Account String Level Shift Dif Clock ID (In) Clock ID (Out) Case ID Comments Total
(x| Houly
Mon us/@ - : b
|y ClockTime 07:30 am o
J v 04:30 pm
(@s] Howv
mas/@ 3
5 v | 4 Clock Time 07:30am e
J v 04:30 pm
[(D)s] Houy
“‘E“S/@Q‘,,', Clack Time or30am o
04:30 pm
(D] Howh
T“““Sf’®,‘)" 4 Clock Tims or:30am e
04:30 pm
[(©ls] ok
i usﬁz@ | Clock 30am T
v | Clock Time g 9.00
‘) v 04:30 pm

sacosizs  ([(s]  Houy

45.00

Exceptions ,)” Time Off Balance || Results || Schedule || ACT Balances |

5= N
9.0 hours reported exseed 8.0 standard daly hours forthe dey. /b
- b TDONGT DR ETE T,

Filk

Date
BT Mon 05/21 - Fri 05/25 (5)
Mon 05/21 - Fri 05/25

2. Errors will show in red. These will need to be corrected.

] |k save - | |More | |ListView ~ |

Time Sheet

] Date Pay Code Hours Activity. Account String Level Shift Dif Clock ID (In) Clock 1D (Out) Case ID Comments Total
Mon05/28 @[] Houty
Dl |Four
Tue03/28 [y 'WﬂJEn g:g: em gisgﬂuggjn(g:mm 0.43
SOPM Development
wedosiao  [(@)x| Houry

O] - Hourly

05:08 2m
Fios1  [@lw| Heulr
satosroz  (@le| P

Sun06/03 (D)= | Heurr

Thu 05/31

0.45

l Exceptions ?” Time Off Balance || Results |[ schedule || ACT Balances

Date Exception Message i Severity =

e 05/29 Project requires approval. Project has an Activity of 5280000004, a Location Cade of , an ing of andan of 17.0. Error (not paid) )
Lacation Gode is invalid. Error (not paid)

Tue 05/28 Grant e Rec e
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Timesheet Management — Reports

There are various reports that are available from the dashboard. Some useful reports are Exception
Reports>Time Sheet Exceptions, Time Sheet Reports> Un-submitted Time Sheets

1. Choose View Reports from the dashboard under the Reports Title

School District U46

i:? Favorites 1 ? Schedules
4 Edit Emplovee Time £ My Time Off
@ GotoWeb Clock [ Assign Schedules

£3 Manage Group Schedules

® Time Entry

() Enter My Hours
£5 Edit Time for Groups
@i View Past Assignments

g Reports

4 View Reports

2. Click on Manager Reports
3. Click on the desired report type from the list

Emcemer a Home @ Help -

All Reports || Favorites Recently Viewed

Reports

| 8u Search |

ﬂ Advanced Scheduling Reports =+ - E”'“'”’fw HHHCHTE e g

@) EmpCenter Administrator Reports =) e ch@un L w2

€ Minencia Reparts -

@ Reparts About Me » 1) Labor Distribution Reports =7
1) Overtime Reports =7
@ Schedule Reports =
) Time Off Reports 2y
@ Time Sheet Reports =7
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4. Click on the desired report from the list of reports

Emce“ter a Home @ Help ~

Reports

All Reports || Favorites Recently Viewed

| ¥ Search |

¢J Advanced Scheduling Reports 5 = ':""““"f"" IO s g Time Sheet Detail Audit, Mo Time Exists 2 ¢

@ EmpCenter Administrator Reports =53 @ E.xcepi?on Reports bl X D.ays Before PPFnd ()

) Financial Reports =Y Time Sheet Detail Guery -

@ Reports About Me Y ) Labor Distribution Reports =3 Time Sheet with Signature "
ﬁl Overtime Reports =53 Time Source 4
@ Schedule Reports =Y Total Hours Variable "
) Time Off Reports =, Unapproved Time Sheets #
# Time Sheet Reporis =» Unsubmitted Time Sheets +*

Report: Unsubmitted Time Sheets

5. Select the desired Parameters for each report

Report: Unsubmitted Time Sheets

Report Parameters

Pay Period End @ 03/12/2019 3
Date: -

O o day(s) ~ | |before | ¥ run date
Assignment Group | Filter Values Selact All | Deselect All
List:
[] .Substitutes - Exempt (SUB)
[[] .substitutes - NonExempt (SUB TA)
[ .Substitutes - NonExempt (SUB)
[ LAURA ALEGRIA Employees
(none selected)
Employee ID:
Employee Last
Name:
Language for English |+
Report Output:

6. Select Run Now

Report: Unsubmitted Time Sheets

Repart Paramters

Pypended  ® oo ®
Date: -

 before || e
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7. Select the delivery method for the report and choose Run Now

Run Report Now

Delivery

Delivery Method: | view Now "

@) PDF ) Excel (O csv () HTML

Cancel Run Mow

8. A pop-up window will appear at the bottom of your screen with your report once it completes.

Do you want to open or save Report_STD_UNSUBMITTED_2019-03-12.pdf from workforce-prod.u-46.org?

Open Save |¥ Cancel

Employee Time off Balances — Viewing

Follow the instructions below to view an employee’s time off balance.

1. Choose the employee
2. Ensure you are in the current Work Period and date.
a. Use the calendaricon or arrows under Work Period to navigate to the proper period.

3. Click on the Time off balance tab at the bottom of the time card
4. The time off balances will display.

| |Gat save | [morsr | [List viewe -
[ veme sheer |

1| e
ron oar1a

Pay Coda o AcrivEry Accoent St

vz

CENEIERE
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