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elracker - what is it?

TimeTracker...

- ...is a module that will track TimeOff requests
and employee hours worked.

. ...is setup in SMART HR:

E‘ Finance  Payrol Agency HR Actions  Report Actions  Window(1) Help
TimeTracker Setup

TimeTracker Processing

(@ Help
. ...1s accessed by employees and SUpGFViSOFS n

SMART eR.
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TimeTracker uses starting information based
what is in SMART HR currently.

Active employees from Payroll/Personnel
Active Pay Codes from Payroll
Active locations from Payroll

Active TimeOff Plan/TimeOff Reason
combinations from TimeOff

elracker-what is it?
ring TimeOff Requests




from the Home

My Payroll My Requests About Me

TimeTracker Hours

[ cockim | cockoue |
[ crangs ey Cote

Clocked IN at 12:36 PM on 4/24/2022 - Food Service.

10:39:54 AM

View Hours

Communications

Announcements ([[EI9
Notifications
District Forms (EEEE)
Employee Forms

SMART Messaging

Employee Questionnaire

page in SMART eR...

Home
My Frequent Places My Pay
Dependents Pay Stub
Pay Stub -
Paycheck Date _Amount.
TimeOff 02/28/2022 | $394.99
W-2

View YTD Pay
Year To Date Pay

Online Shopping | &show Email ®
Wshop | | AMAZON CAPITAL SERVICES, INC.
Rsho EXPRESS COOPERATIVE PURCHASING
P | | connection
"Hshop | | FREY SCIENTIFIC
"Bshop | | INNOVATIVE OFFICE SOLUTIONS, LLC

Employees will enter information directly

My TimeOff

TimeOff Request

My TimeOff
TimeTracker
TineOftPlan___HR 8siance | Approved _submimed | _Remaining
perinsupp]  zrramin] oncamin] Onedmi
sickring] 221 nr22 min] onromin] 0nea mio

~N

TimeOff Request

Employees will enter TimeOff requests, but will only see
it if they are allowed to.

TimeOff Request
* Right click a day or TimeOff Request for menu options. + Add New
Filter Options
Day View Limit Status
AL Osubmitted . O Approved O Denied
February 2023
sun Mon Tue Wed Thu
1 2 3
5 6 7 8 9 10
12 13 14 15 16 1
+ add
[# view/Edit
19 20 21 22 23 24 Today W Delete
B:00AM 8 hrs 8:00AM 8 hrs 8:00AM 8 hrs 8:00AM 8 hrs 8:00AM 8 hrs
Submitted - Vacation-Vacation Used - Vacs Used a ation Used - Vacatic UsSubmitted - ion Used 192-d 192|
26 27 28

4/12/2024
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Adding a new TimeOff Request

Add New TimeOff Request

€ Close +/ Save

Snyder, Janet 2683 - 2683

Date Requested |03/24/2024 ﬁ Days[l v ]
Start Tl'meIP: 1721902

TimeOff Code [ i ]
Location [Lucaﬁan-sm - ]
Hours[g v ]Minutes[o v ]

Employee Note

TimeOff Balances

TimeTracker
TimeOff Plan HR Balance |Approved Submitted This Request] Remaining
HOLIDAY] 24 hrs 0 minj0 hrs 0 minj0 hrs 0 min 24 hrs 0 min
SICK_FY| 66 hrs 45 min}0 hrs @ min}0 hrs 0 min 66 hrs 45 min
VACATION}126 hrs 53 minJ0 hrs 0 min]0 hrs 0 min 126 hrs 53 min

Today’s Agenda
- TimeTracker -what is it?
- Entering TimeOff Requests
» Hours Tracking
- Approval Options

Commonly misunderstood concepts
Underutilized features

Coming Soon
Questions/Comments?
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elracker-what is it?
rs tracking

11

Web clock (same from mobile app or browser):

Enter username and Password from SMART eR login
page... ‘

y SwarT

systems

SMART eR
|
| District
‘ TT_3007 - Use 9173
Emp ID
‘ Browsers/Software Supported
* Edge 105.x and up or
+ Safari 15.6 and up or

Password
‘ * Google Chrome 105.x and up or

@ + Firefox 102.x and up

Login

Forgot Password?

A Cooperative Project between Regions 1-5

12
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It will go to the clock functions, but employe
will not be fully logged into SMART eR:

Clock In

Clock Out

Clock In Information Required

Please choose from the following before continuing:

Pay Code
Location

Optional Note | |

‘ +/ Submit | \ € Close ‘

13

OR Empl ter inf tion directly f
.
Home page in SMART eR...
Home
TimeTracker Hours 10:37:10 AM My Frequent Places My Pay
For the week of 11/28/2022
You clacked OUT at 1:27 PM on 12/14/2022 My Payroll o
View Hours TimeOff Request
Timesheets View Hours - Supervisor View YTD Pay
View TimeOff Request - Supervisor
My TimeOff TimeTracker Approvals Communications
TimeOff Request TimeOff Needs Approval Announcements
My TimeOff Hours Need Approval Notifications
=] .
Missed Punches District F
TimeTracker istrict Forms m
TimeOff Plan HR Balance Approved  Submitted Remaining. .
] o] e s omrome| im0 Overtime Hours Employee Forms (EREE)
omeany]  onromin] onromin) onromin]  0nromin
personALNLIZ]  20hromin]  1hromin) Ohromin] 19 hrO min) Conflicting Time Segments SMART Messaging
sickneiz| 32zne21min] s0nrominf onromin] 232 nr 21 min
STAFFDEV NL| -2Z7hrOminf 35 hr 0 min§ O hr 0 min -62 hr 0 min
vacation1s2] 152 heomin] onromin] onromin] 1920 min

14
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View Hours-Timesheets

Employees can enter in a list option or

through a calendar depending on preference.
\

* Right click a day or Timesheet Entry for menu options. + Add New @® only Timesheets O All Hours
Filter Options
Day View Limit Status

| 5 == =
© au 0 Pending O Submitted

1] February 2023
| Sun Mon Tue wed Thu
| 29 30 31 % 2
|
S 6 7 8 -
|
| 2 13 14 15 16
=+ add
& View/Edit
19 20 & ol 21 22 23
g00AMGh: B Delete
Pending=Cli B3 supmit
26 27 Today 28 1 5
foday’s Agenda

- TimeTracker -what is it?
- Entering TimeOff Requests
- Hours Tracking
> Approval Options

Commonly misunderstood concepts
Underutilized features

Coming Soon
Questions/Comments?

16
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elracker-what is it?
oval Options

17

Quick Links to Approvals

m My Payroll My Requests About Me Approval Responsil

Home
My Frequent Places My Pay My TimeOff Communications
Approval TimeOff Request Announcements
Pay Stub My TimeOff Notifications
[ =]
Responsibilities istri
: auheskiaialuAmeun i District Forms (R
. . ) 03/15/2022 | $1,218.64 TimeOffPlan  HRBalance [ Approved Submitted | Remaining.
View Hours SUPETV\SUI' MISCHRS| Ohrdmin| OhrOmin] ©hr0min 0 hr O min Emplovee Forms
sickrria]  17onrzomin] onromin] onramin| 27020 min
View TimeOff Request - Supervisor WACHS] 2anromin] oheamin] orromin 34 hr 0 min| SMART Messaging
View YTD Pay
Employee Questionnaire
Online Shopping | & show Email @ TimeTracker Approvals

TimeOff Needs Approval

Hours Need Approval m
EXPRESS CODPERATIVE PURCHASING

CONNECTION .
Missed Punches m

‘Hshop FREY SCIENTIFIC

" shop AMAZON CAPITAL SERVICES, INC.

| shop

Overtime Hours

"© shop INNOVATIVE OFFICE SOLUTIONS, LLC . .
Conflicting Time Segments

18
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Setup Proxies

Time Tracker

View Hours - Supervisor (27)

Supervisor approval

Then dick here......, & Run Report

Hours

Approval

Please choose a report in a drop down list below.

TimeOff

View TimeOff Request - Supervisor (3) [

A

They can view in two ways: Individual or All Hours.

View

* Right dlick a day or TimeOff Request for menu options.

imeOff Request - Supervisor

Filter Options
Day View Limit Employee Status
[Au & ] ®aw | Clsubmitted O Approved (U Denied
Ja February 2023 Mar
Mon Tue Wed Thu Fri Sat
1 2 3 A
KRISTI 9638 EDWARDS
8:00AM 7 hrs 45 min
+ add Approved - Personal Leave Licensed-Per.
N WILBUR 10391 CHURCH
[# view/Edit 7:45AM 7 hrs 45 min
= Approved - Sick Leave EDMN-llness
W Delete
5 6 7 ] 5 10 11
DARREL 10239 CAMPOS DARREL 10239 CAMPOS DARREL 10239 CAMPOS T B Approve DARREL 10239 CAMPOS
B:00AM 8 hrs 8:004M 8 hrs 8:00AM 8 hrs 200AM | & Den 8:004M 8 hrs
Submitted - Personal Leave Principals-Pers [Submitted - Personal Leave Principals-Pers |Submitted - Personal Leave Principals-Pe ; i . /s |D=nied - Persanal Leave Principals-Pers
Submitted - Personal Leave Principals-Pers
KRISTI 9638 EDWARDS KRIST| 9638 EDWARDS KRIST| 9638 EDWARDS S TS IS KRISTI 9638 EDWARDS
8:00AM 7 hrs 45 min 8:004M 7 hrs 45 min 8:00AM 7 hrs 45 min AN P BT 8:00AM 7 hrs 45 min
Approved - Personal Leave Licensed-Person Appraved - Personal Leave Licensed-Person Approved - Personal Leave Licensed-Persfy i ool aye Licensed-Person| | APProved - Personal Leave Licensed-Per:
RANDALL 10080 SCHMIDT
7:00AM 7 hrs 45 min
Approved - Sick Leave EDMN-liness
12 13 14 15 T6 17 18
RANDALL 10080 SCHMIDT
7:00AM 7 hrs 45 min
Approved - Personal Leave EDMN-Persanal
13 20 21 22 23 24 Today 25
[AUBREY 936 TATE AUBREY 936 TATE EMMETT 9385 CLAYTON EMMETT 8385 CLAYTON

7:50AM 7 hrs 45 min

Approved - Personal Leave Licensed-Persan
EMMETT 9385 CLAYTON

7:554M 7 hrs 35 min

Approved - Personal Leave EDMN-Personal

7:50AM 7 hrs 45 min

7:55AM 7 hrs 35 min

Approved - Personal Leave Licensed-Person| Approved - Personal Leave EDMN-Personal

EMMETT 9385 CLAYTON
7:50AM 7 hrs 45 min

Approved - Personal Leave EDMN-Personal

7:50AM 7 hrs 45 min

Approved - Personal Leave EDMN-Personal

4/12/2024
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Calendar View m

Filter Retrieval Options:

Date Range: | Last Period - Semimonthly v Pay/TimeOff Code: ||Personal Leave EDMN-Personal

View TimeOff Request - Supervisor

Personal Leave Principals-Pers

Required Approvals: | All Required Approvals v | Employee: |ALL

. o ! e . . . = .
start Date: 02/01/2023 |55 top Date: [02/152023 |55 Employee Group: (A ] status: [ai ) Y Apply Filter
+ Add New Hours display preference: Decimal O Minutes
submitted @ Approved @ Denied &4 Processed Hours
02/13/2023
Check All OO0O0gfg
"x’ Name 8 E s1s2 53 Audit ':‘“:5 Edited Time In Time Out  Hours Pay/TimeOff Code s
& | SCHMIDT, RANDALL 1 - 10080 ] [/ [} 02/13/2023 07:00 AM | Leave Request | 7.75 | Personal Leave EDMN-Personal 040
2 o
ENote: personal day SNote:
02/10/2023
Check All OO0O0Qg
"::xl Name & E  Ss1 s2 s3 | Audit ':"e: Edited Time In Time Out  Hours Pay/TimeOff Code Location
(& |CAMPOS, DARREL 1- 10239 x @ 0o 02/10/2023 03:00 AM | Leave Request | 8.00 | Personal Leave Principals-Pers 085
& | EDWARDS, KRISTI 9 - 9638 7] B 0o 02/10/2023 03:00 AM | Leave Request | 7.75 | Personal Leave EDMN-Personal 020
& o
02/09/2023
Check All OO0O0ggQg
"éml Name 2 E s1 s2 53 Audit ':‘“f Edited Time In Time Out  Hours Pay/TimeOff Code i
= | CAMPOS, DARREL 1 - 10239 02/09/2023 08:00 AM | Leave Request 8.00 Personal Leave Princi Pers 085
(= oo /09, eq | pals-|
%« |EDWARDS, KRISTI 9- 9638 ] 02/09/2023 08:00 AM | Leave Request | 7.75 | Personal Leave EDMN-Personal 020
& B B /09/: q I I

22

Add New TimeOff Request

€ Close

Employee [CAMPOS, DARREL 10239 - 10239

' Save

Date Requested [02/2412023 |{ Days 1+ )

Start Time [-— ==
TimeOff Code [
Hours [g v

Employee Note

®|w:

] Minutes [0

Supervisor Note [

(] show Note

To Employee

Hire Date 08/01/2014

TimeOff Balances

172.19.0.2

=

'] [ ]Approve Request

TimeTracker
TimeOff Plan  HR Balance Approved Submitted This Request] Remaining
MISCHRS| 0hrs0min] 0hrsOmin] O hrs 0 min 0 hrs 0 min
PERSHRS-PRIN] 48 hrs 0 min] 0 hrs 0 min]32 hrs 0 min 16 hrs 0 min
SICKHRS-PRIN|352 hrs 15 min]22 hrs 15 min] 0 hrs 0 min 330 hrs 0 min

4/12/2024
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Employee Search

BAILEY, VERONICA 1 - 10419
BEAN, JEREMY 1 - 10256
BUCKNER, CECIL 9 - 9306
DELGADO, KATIE 9 - 9713
DONALDSON, EDMUND 1 - 10307
MCGUIRE, NATASHA 1 - 10450
ORTIZ, MARCO 9 - 3652
SCHULTZ, LATOYA 1 - 10643
SPENCER, STACEY 1 - 10425

View Hours - Supervisor

ALL HOURS

Filter Options:
= —

Start Date: [12/01/2022 ﬁ Stop Date: | 12/15/2022 ﬁ

+ Add New Hours display preference: Decimal () Minutes

DONALDSON, EDMUND 1 - 10307

Custodian Contract

Sick Leave MSEA lliness 12

Y Apply Filter

checkAll (] (] [ () Missed Punch @ Approved Missed Punches Overlapping Hours  Zero Hours 24 Processed Hours
View/ Notes Day | Week | OT | oT Sub
E | 51 52 $3 Status Audit Edited Ty Time I Time Out Hours Break Off Code Locatios
Edit E s ype tme in me = Total Total Day Week  "2Y/Time! For "
& |da A [ ] W | 12/01/2022 12:32 PM | 12/01/202209:00PM | 8.47 | 0.50| 7.97 Custodian Contract 010
& |da A [ o ] W | 12/02/2022 02:34PM | 12/02/202206:38PM | 4.07 | 0.50 Custodian Contract 010
& A B (oo v L | 12/02/2022 06:39 PM Leave Request 4.00 757/ 15.54 Sick Leave MSEA lliness 12 010
& A 1 [ ] W | 12/04/2022 12:50 PM | 12/04/2022 03:20 PM 2.50 2.50 Snow Removal Hrly 010
& A [ [ A ] W | 12/05/2022 02:28PM | 12/05/2022 11:00PM | 8.53| 050 8.03 Custodian Contract 010
& A = [w i {w] W | 12/06/2022 02:28 PM | 12/06/2022 11:00PM | 8.53| 050 8.03 Custodian Contract 010
& A B (O8] v | w | 12/07/202202:28PM | 12/07/2022 11:00PM | 8.53| 050 8.03| 26.59 Custodian Contract 010
ENote: SNote: supervisor note
& [} s = [} {w] W | 12/12/2022 02:28 PM | 12/12/202211:00PM | 853 | 0.50| 8.03 Custodian Contract 010
& il S [ o ] W | 12/13/202202:24 PM | 12/13/202211:01PM | 8.62| 0.50| 8.12 Custodian Contract 010
& O s [ [ ] W | 12/14/2022 05:04 AM | 12/14/2022 07:34 AM | 2.50 Snow Removal Hrly 010
& D s /[ [ Y ] W | 12/14/2022 01:49 PM | 12/14/2022 03:51PM | 2.03 453| 20.68 Snow Removal Hrly 010
INDIVIDUAL
Filter Retrieval Options:
DateRange: (custom = |Pay/TimeOff Code: | Snow Removal Hily Required Approvals: o Filter - |Employee: AL -]
Custodian Contract
start Date: [12/01/2022 |5 stop Date: [12/312022 |25 Employee Group: Y Apply Filter
+ Add New Hours display preference: Decimal () Minutes
Missed Punch @ Approved Missed Punches  Overlapping Hours ~ Zero Hours & Processed Hours
BAILEY, VERONICA 1 - 10419
checkall ] (] [ [
Vé::I 3 £ s1|s2 s3 status Audit ':"'ES‘ Edited Type Time in Time out Hours Break DayTotal Week Total OTDay OT Week| Pay/TimeOff Code  Sub For | Location
& |48 A B 0o 12/01/2022 02:37 PM | 12/01/2022 11:02PM | 8.42| 0.50 792 Custodian Contract o010
& |8 A B 06 W | 12/02/202202:30 PM | 12/02/2022 10:52PM | 837| 0.50 7.37 15.79 227 Custodian Contract 010
& A B 0|6 W | 12/04/2022 11:32 AM | 12/04/2022 02:34PM | 3.03 3.02 ‘snow Removal Hrly 010
& A B |00 W | 12/05/2022 02:30PM | 12/05/2022 11:02PM | 853 0.50 8.03 ‘Custodian Contract 010
& A B 0o W | 12/06/2022 12:05PM | 12/06/202208:33PM | 8.47| 0.50 757 Custodian Contract 010
& A B 06 W | 12/07/202202:26 PM | 12/07/2022 11:18PM | 8.87| 0.50 837 ‘Custodian Contract 010
& A B |00 W | 12/09/2022 09:08 AM | 12/09/202203:31PM | 638 0.50 5.88 33.28 ‘Custodian Contract 010
1% O S (I [ ] W | 12/12/2022 02:34PM | 12/12/2022 10:57PM | 838 0.50 7.88 ‘Custodian Contract 010
& O s | B oo W | 12/13/202202:34PM | 12/13/202211:04PM | 8.50| 050 8.00 Custodian Contract 010
& D s B 06 W | 12/14/202205:39 AM | 12/14/2022 07:51AM | 2.20 ‘Snow Removal Hrly 010
& O s B |00 W | 12/14/202201:33 PM | 12/14/202203:35PM | 2.03 Snow Remaval Hrly 010
& O s | B oo W | 12/14/202203:35PM | 12/14/202204:35PM | 100 533 2111 Snow Removal Stipend 010
BEAN, JEREMY 1 - 10256
CheckAll ] [
View/

Time In Time Out

E ‘51|Sl‘53‘sﬁlm‘l\udil

Notes| _ .
e v eaited Tpe

‘Ilmlls‘Blmk‘lhyTlﬂal‘Wed(Tahl‘O’lDay‘ﬂl’Wed{| Pay/TimeOff Code ‘thrnr

4/12/2024
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Editing a Segment

View/Edit Segment

| € Close + Save M Delete P split segment
Individual is clocked in L_J
Entry Type: Clock E] Timesheet

DONALDSON, EDMUND 1 - 10307

Segment Length: 8:02 Punch Information

Timein 1200772022 [ [02:28 P @©|  [Imissed punchin

Time out [12/07/2022 ﬁ 11:00 PM (D) [ missed punch out

Add Break[v:] Break time (mins): [ 30}

Disable Break [j

Pay Code | Custodian Contract e

Supervisor Note {supemsor note J

Employee Note

26

Today’s Agenda

- TimeTracker -what is it?
- Entering TimeOff Requests
- Hours Tracking
- Approval Options
» Commonly misunderstood concepts
- Underutilized features
- Coming Soon
« Questions/Comments?

4/12/2024
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monly Misunderstood
cepts

27

An employee cannot enter a request -
they get a negative use restriction

TimeOff Balances

TimeTracker
TimeOff Plan HR Balance |Approved Submitted This Request] Remaining
HOLIDAY] 24 hrs 0 min}0 hrs 0 minj0 hrs O min 24 hrs 0 min
SICK_FY] 66 hrs 45 minj0 hrs 0 min]0 hrs 0 min 66 hrs 45 min
VACATION]126 hrs 53 min]0 hrs 0 min]0 hrs 0 min 126 hrs 53 min

TimeOff Requests must be imported into the
TimeOff Activity-File Import window; they cannot
be manually inserted.

28
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Processed indicators

» TimeOff Requests

06/23/2021
Check All E] E] D E]
V;‘_’;" Name / 3\ stos2 | s mudit 1T Edited Time In Time Out  Hours Pay/TimeOff Code
& | GALLOWAY, DON 1 - 150 }a/ MM | & (][] 06/23/2021 08:00 AM | Leave Request|  1.00 | Funeral Days-Family Funeral 001
06/17/2021
Check All D D D D
V;‘_:" Name / h\ st os2 53 |audit Y% Edited TimeIn Time Out  Hours Pay/TimeOff Code Location
\Q Aadams, Amos A - 1 \-‘ﬂ/ D E D D Y 06/17/2021 08:00 AM | Leave Request | 2.00 | VACATION LEAVE - HOURS
» Hours Segments
\
RIOS, EDWARD &- 8 I
checkall (] [] [ [
Vé;\zf h\f 51| 52 | s3 | Audit ':"T Edited Time In Time Out Hours Break Day Total WeekTotal OT Day OT Week Pay/Time0ff Code
&\\.'_a’/ [F O] v | os/26/202108:00 A0 | 06/26/202104:00PM | 800 8.00 8.00 Sub Teacher Daily |001
& [ B0 v | os/28/202108:00 AM | 06/28/202104:00PM | 8.00 8.00 Sub Teacher Daily | 001
& B B[] v | os/29/202108:00AM | 06/29/202109:00 PM | 13.00 Sub Teacher Daily |001
& E (B|6 06/29/202109:00 PM | 06/29/2021 10:15PM | 1.25 14.25 6.25 Misc. 002
& B B[] v | o0s/30/202108:00AM | 06/30/202104:00PM | 800 8.00 30.25 Sub Teacher Daily

29

As employees are hired/terminated in SMAR
HR, it will automatically adjust TimeTracker.

"

Transfer from Emp Mgmt

Employee D [ |

New Hire and Rehire

) -Emplnv;;:zs:s;icmiw S Addrmlnfo ACA Info Supp Info 3rd Party Info Benefit Elig
* Pr Stat
group and basic defaul = e o
B — Retire Status.
. e * Orig Hire Date
employee. It will also ¢ .o o
Lok
g E— =
H H Employee T * EEO Locafion >
Terminate will automa ©r———— B =
TRANumoer [ ] Check Location ~
. . SWART eRAccess [Enabed v - Locati
TimeTracker settings. | “iimi °
* Eth W
't d t :f :f th o Ragf(g American Indian or Alaska Native [ Exarmpt []
Items and notijy iy the i B
. Black or African American E
White
supervisor for employe

Copy Payroll Copy Emp Management |\ =2 A i

Dtobecopied [ | @ Enter Start Dates:

Employee Group [00/00/0000 |
Pay Codes [00/00/0000 |

Leave Codes [00/00/0000

OR [] Build defaults from Employee Group
Scnedule [00/00/0000 ~|  Employee Group [ v
Break [00/00/0000 ~ Start Date

30

4/12/2024
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If someone forgot to do the TimeTracker tab
there is still an easy option...

Employee TimeTracker Settings

Build defaults from Employee Group
Employee Group
Stat Date L oud

Sel
elect @ ELVIRA1704RELLY AC 04 e
Employee ID Orig Hire Date /26/2019  Adj Hire Date &/26/2019 |

Ll Emp Group/TimeTracker Settings  Pay Codes  TimeOff Codes Schedule Break

|-- Approval Options --|

OHT L s IP Address Restrictions ———— | | In Emp Skip for
Start Date  Stop Date  Location Default Row  IP1range: Start  Stop IP2 range: Start Stop Level Order Emp 1st this loc
[poraoionot ~ | [B0i00/n00 ~ || ~] O O | ~ ~ 1 ~ ] ~] O oo d
Supervisors: 1D 1 oz ] D3 Changed By
Editors: 1D 1 o2 ] w3~ Dated Chg

31

But how would | know they are not setup?
0410212024

Employees not Setup for TT 5:14 PM

Id Name Union Code Description

1546 ABBOTT, CAROLYN 1 01 Teacher (Sept)

1219 ABBOTT, KRISTIN 1 (123 Paraprofessicnal

1173 ACOSTA, ROCHELLE 1

1251 ACOSTA, ROSE 1

1495 ADKINS, MARIA 1

1544 AGUILAR, ADRIAN 1 02 Paraprofessional

1060 ALBERT, MARCUS 1 10 Director

1282 ALLISON, WILSON 1 o7 Student

1028 ALVARADOD, OTIS 1

1408 ANDREWS, JUANA1 i}: Sub Tch

1350 ARMSTRONG, TARA 1 09 Sub Para

1428 ARMOLD, BRYANT 1

1652 ARNOLD, CLIFFORD 1 o Teacher (Sept)

1576 ARNOLD, ISRAEL 1 01 Teacher (Sept)

Recommend: Primary Status retrieval argument = AC

32

4/12/2024
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There is also a report to tell you if the
system finds setup errors...

Employees Setup Errors
As Of Date: 4/2/2024

Name Reason Severity

1650 RMAS, PATTI 1650 Gen TC and Multiple on Setup TimeOff Codes, but not valid pay code on emp row.  Serious

\
\

This is a good district, but there is also a retrieval [
argument for Severity - so you can grab only Serious
errors or warnings... |

And reference the help doco for info on how to fi

33

0
Payroll role that is also an Approver
- -
Filter Ratrisval Opticns:
[
Dt Range: | iyt o | ey TimeH Codes| Summer Pay ’ Weired Approvah: Emplopee:
St Dates | 07157073 | B step Date: (019172071 B Eemploye Gron Apgrivah Lee T o
+ A biew Hours divpliy porference: Derimal Moutei  Statusc SeSubminied, A=Approved
Ty W WabIEk, ToTimeret, LeLinive Risquast, Hebislislay, bnimpormed Laave, Peimpmed Pay
Mised Panch @ Approved Missed Punches  Overdlapping Hours  Zevo Hours B Proces: sed Hours
Frst Provious n
ACOSTA, ARTURD 2 - 24085
Check all
0‘::‘_.'?-_ a8 Pt B Bt i“imfmfw'_""l i in | T Out _m;-ﬁfﬁw;mmimqiwmzwmiﬁmgw
11 A + Wils]ls] W |07/17/2023 Mon 11:30 AM | 07/17/2023 Mon 11130 FM | 1:00 Letsom 030
14 [a | + W= }ls] w | o7/17/2023 Man sca0 P w| 130| FE ] Indoge Post ]
14 a | 500 v | w | onaaraon tue s am | on/18/2025 rue 1i0am | 3| 57 Paew '™
3 » | @ oo W | 031872020 Tum 1130 A0 | O7/18/2030 T 1245 M | 115 500 Lessan. osa
1= A | B 8E v | w oo weoson s cosmawed sas | x5 E5Y Paen 080
i A 3 0o W | O7/19/2003 Wed 11:30 AM | 07/19/2023 Wed 12:30 P | 100 415 Larssens 030
1% A 100 W | O7/30/2003 Tra DRSO AM 300 Para Hosty 038
= A | B |00 W | 07/20/2023 Tha 12:00 PM | 07/20/2013 Tre 03:00PM | 300 600 Outrioor Lifeguard 030
g | A e oo w -o:r.uumgn-u:mm O7/20/2003 Fri 1230 M | 100 100 13-15. Lessons [ 030
A | @ 00 v | w | 00/72023 Tue 0745 AM | 07/I5/2003 Tue 1115 A0 | 330 ESY Parn 030
A | +Wis]ls] W | orrzsianas tee 000 P | on/zsi202 Tee s600PM | 300 o0 Dﬂwbhm-\d.

34
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Reports

“Home My Payroll My Requests About Me [{¢ils)'=|| Responsibilities Setup
: Approval

Setup Proxies

Time Tracker Please choose a report in a drop down list below.

Then dick here......| @& Run Report
Mass Add Hours en cick here s

| Hours TimeOff
Process Period [ - ] R
| 2]
Requested TimeOff
View TimeOff Request - Supervisor TimeTracker Attendance

View Hours - Supervisor (28)

District: Page 13 of 139
Whizbang Public Schools OBN2/20Z3 4:15 PM
Complete Hours
04/16/2023 through 04/30/2023
] Name
Time Day Week

Date Start___ Actual _ Stop __ Actual _Pay/TimeOff Codo Hours Broaks  OT _Total _ OT _ Total Loc __ Sub For Name
10700 Burt, Gorard 10700

Week: 4/15/2023 to 4/21/2023
041772023 Mon O7:37 AM O7:37 AM  12.55PM 1255 PM Para Contract 530 530 030
04/19/2023 Wed 07:32 AM  07:32AM  03:13PM 0313 PM Para Contract 768 768 030
042172023 Fri 0843 AM 0943AM 0320 PM 0320 PM Para Contract 562 562 1860 030

‘Wook: 4/22/2023 10 4/28/2023
04242023 Mon 07:41 AM 07:41 AM  03:34 PM 03:34 PM Para Contract 788 788 030
04252023 Tue 07:37 AM O7:37AM  08:49 AM 0849 AM Para Contract 120 120 030
04/2672023 Wed 09551 AM 09:51AM 0317 PM 0317 PM Para Contract 543 543 1451 030

Summary Totals /11 Reg Hrs: 33.41

TO11 Butler, Amoid 7011

Woek: 4/15/2023 to 4/21/2023
04/18/2023 Tue 03:30PM 03:30PM  05:00 PM Staff Develop Hourty 150 150 1.50 040

Summary Totals 150 Reg Hrs: 1.50

10028 Cain, Betty 10028

Week: 4/15/2023 10 4/21/2023
04/17/2023 Mon 0720 AM 0720 AM  10:05 AM 10:05 AM Bus Aide 260 040
04/17/2023 Mon 1005 AM 1005AM 01:15PM 01:15PM Para Contract 3ar s 040
04/19/2023 Wed 0558 AM 0558 AM  07:56 AM 0756 AM Bus Alde 197 040
04192023 Wed 0756 AM O7:56 AM  1205PM 1205 PM Para Contract 415 050 040
04/1972023 Wed 1205 PM Funeral Leave MSEA 7.75 375 937 040
047202023 Thu 07:30 AM Funeral Leave MSEA 7.75 775 s 040
04212023 Fri O7:30 AM Funeral Leave MSEA 7.75 175 775 3064 040

‘Week: 4/22/2023 to 4/28/2023
04/2572023 Tue 0559 AM 0556 AM  07:50 AM 0759 AM  Bus Ade 200 040
04/26/2023 Tue OT:59AM 0759 AM  03:21PM 0321 PM Para Contract 131 0so 040
04/2572023 Tue 03:21PM 0321 PM  04:30 PM 0430 PM Bus Aide 115 10.02 040
rs_complete_hours

36
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Complete Hours Summary Report
District: Whizbang Public Schools
Complete Hours Summary
03/11/2023 through 03/24/2023
0 Name
Pay Code Pay/TimeOff Description Hours Breaks ar
10120 Everott, Theodore 10120
FOODSERV
Food Service Contrac Summary 64.60 3.00 0.00 Hrs: 61.60
FOODSERV Summary 64.60 3.00 0.00 Hrs: 61.60
FOODSRV_HR
Food Service Extra H Summary 492 0.00 Hrs: 492
FOODSRV_HR Summary 462 0.00 Hre: 4902
Employee Totals Hrs: €652
3421 Mullins, Fernando 3421
BOIL_HR
Boler Check Summary 818 050 0.00 Hrs: 788
BOIL_HR Summary 816 050 0.00 Hrs: 768
CUSTOD_HR
Custocian Hourly Summary 15.13 0.50 1.00 Hrs: 1363
Stipend/OnCall Summary 1.00 0.50 0.00 Hrs: 050
CUSTOD_HR Summary 16.13 1.00 1.00 Hre: 1413
CUSTODIAN
Custogian Contract Summary 85.34 5.50 21.13 Hrs: s8n
CUSTODIAN Summary 85.34 5.50 21.13 Hrs: S8
Employee Totals Hrs: 10263
Count: 2 Grand Total Hrs: 169.15
37
Import Hours Summary
Import Hours Report 08112023 through 011572023
D Name
Pay/TimeOff D ipti Hours Breaks
Overtime: split out to explain where it came from/is going. | CAREY: SIDNEVTS2
ACGT_HR Summary 9500 450 Hrs to Import: a0.25
= Prev Partial week OT Summary - overtime that is being O Summary Metolmpot 025
processed because it was accrued in the last pay period, Employes Totals Wes tolmport: 90,50
but the work week had not finished yet. T4 COBB, MARY 749
= Overtime pay code - will display if overtime for the AIDE1HR Summany T A0 Hswimpen 6125
. . . Employee Totals Hrs to Import: 67.25
current period is being processed.
666 COMPTON, LUCY 666
Both are included in the totals for the period. ADE_HR Summary s 400 Heompet 6750
= Future Week OT Summary -overtime that needs to be Enioyen Tk e o impore T
688 CONNER, CORNELIUS 688
paid in the next pay period because the work week has ADE1_HR Summary @25 ss0 Hswmpen 8375
not finished. This will not be included in the import Employes Totals Hestolmport: 3.7
totals because it isn’t final yet. 465 DUFFY, TERRELL 465
FOODSRV_HR Summary 84.50 4.50 Hrs to Import: 80.00
= OT Summary - will display if the person is accruing Employes Totals Hrstolmport: 80,00
comp time instead of paid overtime. It is included in the |so1 FORBES, MARCO 501
totals for the period, but will not display in the Futurs Week OT Summary 328
Timecard Import window. Note: if the employee is CUsTOR R Summay e A Mo we
3 ) . Employee Totals Hrs to Import: B1.75
being comped time, any Prev Partial Week OT Summary |~ L oona T
rows will also be comped, but split to help identify CUSTOD2_HR Summary 89.50 500 Hstolmport 7875
where it came from. OT Summary Hrsto mport: 575
Prev Partial Week OT Summary Hrs to Import: 2.00
rs_import_hours_summary NOTE: Variances between hours and import hour totals may occur due fo OT and Unit Conversions.

38
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Supervisor automatic resync
P Address Start2 () IP Address Stop2 As Of Date
() Approval Level () Emp Approval () Supervisor 1) Supervisor 2(0) Supervisor 3() Editor D) Editor ID 2(") Editor ID 3
Location Union
[[]Do Not save All Show Inactive Rows  Terp Siop IF Restrictions
|--Approval Options—| =
Do Not I IP Address 1 In Emp
Save Active Location Employee Group 1P1 range: Start  Stop IP2 range: Start  Stop Level Order Emp 1st
O B [ ~[a ~[ ~][ ~[ ~[ o oo
Supervisors:iD 1 Hodge, Gregory 868 o2 D3 Changed By 01/05/2023
Editors:01[___ ] w2 ] Y I | Date Chg 3112
(] [Location-800 ~|[ALL ~[ ~[ ~[ ~[
Supervisors:ID 1[853 | Hudge, Gregory 865 m2[ ] o3[ ] Changed By 09/15/2022
Editors: 1D 1 D2 D3 Date Chg erdc_el
O [Location-800 ~ |[B0ARD ~][ ~][ ~[ ~[
Supervisors:ID1[888 | Hodge, Gregory 868 w2 ] U I | Changed By 1012812022
Editors:ID1[_____ | w2 ] o3[ ] Date Chg 3112
[0 B [Cocatons00 | [EDAssT = =l <[ <[
Supervisors:iD 1 Hodge, Gregory 868 D2 D3 Changed By 10/05/2022
Editors:D1]___ <] w2 ] w3 v Date Chg 3112
[ [Ed [Location-800 ~|[5UPPORT ~[ ~] ~] ~[
Supervisors:ID 1 Hodge, Gregory 368 D2 D3 Changed By 0912772022
Editors:iD1[ | D2 o3[ V] Date Chg 3112
0O [Location-801 ~|[CUSTOD_HR ~[ ~] [ ~][ ~|[
Supervisors:ID 1 Hodge, Gregory 868 D2 D3 CChanged By 09/15/2022
Editors: 1D 1 D2 D3 Date Chg erde_lel
O [Cocation-801 < |[EDAssT <] =l <[ <[
Supervisors:iD 1[853 | Harding, Edna 853 w2 ] Y I | Changed By 10/05/2022
Editors:D1]___ | w2 ] w3 v Date Chg 3112
[0 Ed [Locations01 ~ | [PARADRIVER ~][ ~][ ~[ ~I[
Supervisors:ID 1 Harding, Edna 853 D2 D3 Changed By 10/0672022
Editors:iD1[____ | D2 o3[ V] Date Chg 3112
m} [Location-801 | [TEACHER ~[ ~ [ ~][ ~|[
Supervisors:ID 1[853 | Harding, Edna 853 D2 o3[ ] Changed By 10/28/2022
Editors:ID1[____ | w2 ] o3[ ] Date Chg 3112

39

Supervisor automatic resync - Overrides

Employee TimeTracker Settings

Erik 2061 Abbott AC TEA
Orig Hire Date 8/23/2011  Adj Hire Date 11/%/2015

Select
e —

TS Emp GroupiTimeTracker Settings  Pay Codes  TimeOff Codes  Schedule Break

|- Approval Options —|

In Emp Skip for
Level Order Emp 1st this loc

[ N T |
Changed By 3112
Dated Chg 06/08/2023

Employee Location

reate Report

Retrieval Argument(s) Value(s)
D | |

StartDate  Stop Date Loca
[paiz1i2023" ~ | [porooiocon | [Locat]
Supervisors: 1D 1 Pennif

Editors: 1D 1 Huff,g

Employee Location

Wildcards

Primary Status | |

Secondary Status | |

Location | |
[3/24/2024 |
[3r24/2024 |

Start Date

Stop Date

Employee Group | |

Y |

5 Overridden

40
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Supervisor approval on the TimeOff
Calendar
¢ View TimeOff Refjuest - Supervisor
[ clendorvew |
&I;; - I - — ::::ln*;!ﬂz; -
41
Today’s Agenda

« Hours Tracking

- Coming Soon

- Approval Options
- Commonly misunderstood concepts
> Underutilized features

- TimeTracker -what is it?
- Entering TimeOff Requests

« Questions/Comments?

42
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erutilized Features

43

Schedules

Webclock will default to the employee’s time segment.
Timesheets can preload from an employee’s schedule.

Select
’7 Schedule |F00d senvice v‘ ‘ Copy Rows To
New Code Name:
Pay code is optional on the schedule, unless you want a timesheet generated based on that schedule. 1

Schedule Exceptions
Pay Code Pay Code Active Changed By Date Changed
[ ~|| M 206 1211312022
Click on a row below to copy rows consecutively

Seq Total Hours = 32:00 Schedule Exceptions Date

No Day Start Time Stop Time Hours Pay Code Pay Code Changed By Changed
1 [ ~][ g OanOPw [ 10:00 |@aMCPM 400  [Breakfast ~]| ~| 206 912012022
2 E O Al O P 0 /@AM COPM 130 [Breakfast ~ ~| 206 1211312022
3 © A O P po JOmm@PM 530 [ALaCare ~|[Food Senice ~| 208 1201312022
4 Ijl O OPm [ 10:00 |@aMOPH 400 [Breakfast ~| ] 206 9/20/2022
5 O Al O P po JOam@PM 300 [ALaCare ~|[Food Senvice ~| 206 9/20/2022
B E O A O P po J@amOPM 400 [Breakfast ~| ~| 208 912012022
7 [Thu ~ O AU O P po JOmm@Pn 300 [ALaCarte | [Food Senice ~| 208 9/20/2022
8 E ©amOPu [ 10:[00 @AM OPM 400 [Breakfast ~ ~| 206 9/20/2022
9 [Fri ~ OamOPM [ 1:p0 [OAM©@PM 300 [ALaCarte ~|[Food Senice ~| 208 912012022

44
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Split Schedule

Schedule with multiple segments will automatically divid
when an employee clocks in and out for the day.

Copy Rows To
New Code Name:

L

Select -
’7 Schedule |Food senvice v‘ ‘

Pay code is optional on the schedule, unless you want a timesheet generated based on that schedule.

Schedule Exceptions
Pay Code Pay Code Active Changed By Date Changed
[ ~|| M 206 1213/2022
Click on a row below to copy rows consecutively

Seq Total Hours = 32:00 Schedule Exceptions Date

No Day Start Time Stop Time Hours Pay Code Pay Code Changed By Changed
1 [ g: O Al O P :00 |@am OPM 400 [Breakfast ~| ~| 206 9/20/2022
2 [ d: O AM OPM Bo J@amOPm 130 [Breakfast ~ ~| 208 121312022
3 [Tue ~ O Al O P po JOam@PM 530 [ALacCare ~|[Food Senvice ~| 206 12113/2022
4 Ij| O A OPu -OAMOPM 400  [Breakfast ~ | 208 912012022
5 ©amOPw [ 1:p0 [Oam@PM 200 [ALaCarte ~|[Food Service ~] 208 /2012022
B Ij| ©amOPu [ 10:[00 @AM OPM 400 [Breakfast ~ | 208 912012022
7 O A OPu -O,\M ©OFPM 300 [ALaCarte ~|[Food Senvice ~| 208 912012022
8 [Fri ~ E| © AM O PM o,\mopm 4:00 [Breakfast ~]| ~| 208 9/20/2022
9 [Fri ~ O Al O P :-Q,\M OPM 200 [ALacCare ~|[Food Senvice ~| 206 9/20/2022

45

Schedule Exceptions
Time outside of normal schedule will automatically track
the schedule exception pay code when an employee clock

in or out for the day.

Select
’7 Schedule |Custodian ] ‘ Copy Rows To
New Code Name:
Pay code is optional on the schedule, unless you want a timesheet generated based on that schedule. L 1

Schedule Exceptions

Pay Code Pay Code Active Changed By Date Changed
ClUstodian Corntract 1% 206 212412023

Click on a row below to copy rows consecutively

Seq Total Hours = 30:00 Schedule Exceptions Date

No Day Start Time Stop Time Hours Pay Code Pay Code Changed By Changed
1 [Mon v g:[0 J@amOPu [ 2:p0 [CammerPn 600 | ~]| ~| 208 2/24/2023
2 [Tue v [ g:[p0 J@ammOPu [ 2:p0 [CrmOPn 600 | ~]| ~| 206 2/24/2023
3 wea V][ 8:00 JommOru [ Z:po JOomorn so0 | ~]| v] 208 212412023
4 [ 8:po J@amOPm [ 2:p0 [OAMOPM E00 | ~|| ~| 208 2124/2023
5 [Fri ][ g:[0 J@amOPu [ 2:0 [Cam@Pn 600 | ~]| ~| 208 22412023

46
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Automatic Holiday pay

[ Select

Copy to next FYR

Fiscal Year [z024 |

Date Action TO Limit # Groups Notes
BB | [Foisay -]
[p2r19r2024  ~ ] [Holiday ~
[3z9a02r ] [Rotdsy <]

[psz7/z024  ~] [Hoiday |
[06119/2024  ~ | [Holiday ]

TimeTracker Calendar Setup
Group
Date Action TO Limit# Notes
ADMIN,CUSTOD_HR,DIRECTOR,SUPPORT,
1142412022 HOLIDAY
CUSTOD_HR

11172024 HOLIDAY
2M15/2024 HOLIDAY
2B/2024 HOLIDAY
SIZTI2024 HOLIDAY
6/19/2024 HOLIDAY

47

Employee override to Pay Code or Hours,
but in an Employee Group setup for holiday

Employee TimeTracker Settings

Sele
ct @ Chris 3661 Abbott AC NOTES
Employee ID Orig Hire Date 5292023 Adj Hire Date 5/29/2023

Locations |\ = KA e E SIS Pay Codes  TimeOff Codes  Schedule  Break

Override Jommmm e _Generating Holiday Pay——— | |
Start Date Stop Date Employee Group Row School Calendar Pay Code Overtime Option Hours
[0i011202% | posoossoon ~ | [CUSTOD HR: v|i [School vear ~|[cusToD_HR __ ~| [None ~ | [B.00 \i
OT Comp Plan: Update: Pay rovks——HFimeefrows——tBreatRovws— I
SMART eR Options Additional Clock Options Rounding Options Changed By: 208 Date Changed: 02/27/2024
TimeOff Requests: Substitute Only: [ |change Pay Code: Round Type: Nearest:
Ti heeh Schedule Exceptions: | | |Split Schedule: | Round Timesheets: (] NearestRound Up: [0
Clock InfOut: Early Restrict Clock: [ | Min Before: [ | Schedule Round: [0

48
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the group

Employee School Calendar Overrides

Employee gets different holiday dates from

Fiscal Year By default this employee will get "Holiday for employee group rows" if nothing is
~| [ ]Override Al checked. To change from the group default, check all the rows that are needed.
Holiday Override

01/01/2024 |:| Past dates will not create. Holiday for employee group.

02/19/2024 1 Past dates will not create. Holiday for employee group.

03/28/2024 |:| Past dates will not create. Holiday for employse group.

052712024 Holiday for employee group.

06/19/2024 ﬂ Holiday for employee group.

Employee ID Name

Date Action

Employee Calendar Proof

3561

Abbott, Chris 3
S/27/2024 HOLID&Y
GM92024 HOLID&Y
Employee count: 1

49

Subtracking

» Subs can,,. .

Substitute Work List

SubID % Sub Name 2 Time Sub ForID % Sub For Name 2 Leave Request Time
-In they (12T
) 399 SAUNDERS, YVONNE 899 8:12AM - 3:21PM Hrs: 7.15 895 GALLOWAY, WENDELL 895  None - None Hrs: Missing Hours
. Sub Acct Code:  01300420740146000
» Subs will =
449 DAWSON, GENEVIEVE 449 7-55AM - 8:55AM Hrs: 1.00 962 MATHIS, VERONICA 962 S:00AM - 400PM Hrs: 8.00
real em p Sub Acct Code:  01300211000145000
1138 MERRILL, KEVIN 1138 8:02AM - 2:09PM Hrs: 612 1021 NICHOLS, DAVE 1021 6:00AM - 2:00PM Hrs: 8.00
. 1136 FINLEY, ROBIN 1136 8:03AM - 8:33AM Hrs: 0.50 None - None  Hrs: Missing Hours
> S u bst] tut 899 SAUNDERS, YVONNE 899 8:22AM - 11:00AM Hrs: 2.63 895 GALLOWAY, WENDELL 895 None - None Hrs: Missing Hours
Sub Acct Code:  01300420740146000
Com pa re 898 SAUNDERS, YVONNE 839 11:46AM - 3:20PM Hrs: 3.72 895 GALLOWAY, WENDELL 895 None - None Hrs: Missing Hours
Sub Acct Code:  01300420740146000
1/20/2023
1138 MERRILL, KEVIN 1138 7:48AM - 2:45PM Hrs: 6.95 1021 NICHOLS, DAVE 1021 6:00AM - 2:00PM Hrs: 8.00
449 DAWSON, GENEVIEVE 449 7:57AM - 8:57AM Hrs: 1.00 962 MATHIS, VERONICA 962 8:00AM - 4:00PM Hrs: 8.00
Sub Acct Code:  01300211000145000
1073 HOWARD, ROBIN 1073 8:01AM - 9:01AM Hrs: 1.00 495 SWEENEY, DON 495 8:00AM - 4:00PM Hrs: 8.00
Sub Acct Code:  01100203000145000
1136 FINLEY, ROBIN 1136 11:10AM - 12:10PM  Hrs: 1.00 806 KOCH, MARTIN 608 8:00AM - 4:00PM Hrs: 8.00
Sub Acct Code:  01300211000145000
1/19/2023
1138 MERRILL, KEVIN 1138 7:26AM - 2:30PM Hrs: 7.07 1021 NICHOLS, DAVE 1021 6:00AM - 2:00PM Hrs: 8.00
449 DAWSON, GENEVIEVE 449  2:35PM - 3:35PM  Hrs: 1.00 962 MATHIS, VERONICA 962 8:00AM - 4:00PM Hrs: 8.00
Sub Acct Code:  01300211000145000
1/18/2023
899 SAUNDERS, YVONNE 899 8:01AM - 9:01AM Hrs: 1.00 None - None Hrs: Missing Hours
449 DAWSON, GENEVIEVE 449 8:04AM - 9:04AM Hrs: 1.00 None - None  Hrs: Missing Hours
1073 HOWARD, ROBIN 1073 8:05AM - 8:35AM Hrs: 0.50 1031 CAMACHO, LATOYA 1031 8:40AM - 11:40AM  Hrs: 3.00

50
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Comp Overtime

Ability to take overtime pay and convert it into a
Comp TimeOff plan automatically.

TimeOff Activity - File Import

TIMEOFF ~ [*] Import Attachment Has Header

Row (first row will not be imported) | OragFie | o

©H s
T | RowcCount
MU GRSl TT Import Accruals | Export Template

I ~ [ v] [o0r00/0000 V] V]| 0.0000| |

Name Plan Date Reason Units Notes

52

| have annualized hourly employees wages...

. Schedules can be created by employee groups.
. Employees can clock in/out or enter timesheets in SMAR

. Employees are paid...correctly based on the hours they

. An audit trail of the information will be stored in the

eR.

Contract time will count toward contract pay and
additional hourly time will be paid by timecards.

If an employee works more than 40 hours, overtime will
automatically be generated per DOLs rules.

work.

system in case there ever is a DOL audit.

4/12/2024
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Paystub Hrs Override

This window is used to track non-exempt annualized contract hours, so they display on the Pay Stub.
© Contract O Hourly TimeTracker In File Import Column Layourt M.
Here aintain Data
D, Pay Code, Units,
Calendar(Required) Sl
T = -3 s dica Show only active employees| |
Calendar/Seq  Begin Date End Date  Schedule Begin Date End Date Sort Employees by @ Name (D Bl ]
0173112024 02/15/2024 0111612024 =
S202415-0  01/31/2024 02/15/2024 2 0900172023 01/3012024 - L
S202415-0 013172024 02/15/2024 3 123172023 0141572024
S202415-0 013172024 02/15/2024 4 1200112023 1203112023
S202415-0 01312024 02/15/2024 A 013172024 0201572024
Pay Code Location
ACCOUNTNG  Accountng =~ loos Location-005
ADMIN Administration o 0 Location-110
ADMINASST  Administrative Asst 120 Location-120
ADVISOR  Advisor 130 Location-130 AG g
ADE Aide 140 L"F-“i‘f‘"”‘ﬂ ALBERT, TOMMIE 698598
ALC Area Learning Center [ AR ALFORD, RACHEL 637172
ATHDR Athletic Director Sl e as :
ALLEN, JUAN 365714
BLDGROUND  Buildings & Grounds + | union i s
o ADASST Admin Assistants and Cashiers ~ e
= T ADMIN Administration s
e o Le mployee e i Wentie 223945 ALLISON, LESLE 223945
e cusT Custodial 876144 ALLISON, RANDY 876144
Lt Terminated = =
DO District Office Staff or Non-affiiated 1523 ALVARADO, CAROLYN 1523
ECFE ECFE hstructors Al 1
HEEHY, Boodeier Woress: hd ALVAREZ, CLAIRE 946555
Secondary i ls ANDERSON, FRED 1165
o1 Active 12 month Full Time: ~ BERT 1150
0z Active 10 month Full Time. I ANDERSON, MADELINE 562452
03 Active 12 month Part Time
04 Active 10 month Part Time
05 Active 9 month Ful Time
06 Active @ month Part Time
o7 Active Casual ~

53

Paycheck Data has a field to enter Paycheck
Rate of Pay...
...s0 that an accurate amount can be entered for employees if

their hours fluctuate due to annualized pay.

Paycheck Data

Select
Employee ID w @

‘ Retire Demographic Flag

Fay Codes Pay Auth Deductions. Distribution Taxes Retirement Ck Delivery Pay Detail ACA Info ACA Pay Codes
Sort by: @ Pay Code(_) Start Date () Stop Date Ascending|
Pay Codes
Annual Nbr Earn Pay Sal Date

Pay Code Start Date  Stop Date Pay Base Contract Pds Sched S5tdHrs Type Adj As Of Changed By Changed
[ ~ | po/oo/moon  joosenioo00 v | 0.00]] vod I Il .000]

Couble click Rat= Rate Table: il Freq:

}I’:::::::;;or Rate Hrs/Day Days/Yr Hrs/Yr Paycheck Rate of Pay \ Workers Comp

Overrides: L] L1 L]
Notes: |

It will also trigger a disclaimer on all forms of paychecks if
used...

54
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And there is a report:

12/10/2021

Paystub Hrs Override Per PP 15416 P

Calendar Pay Date

Id Name Pay Code # of Hrs Reported Paycheck Rate of Pay
$202204-0 08/2012021

1770 FRANKLIN, JOY 11770 COORD 38.00

13083 COMBS, MARTY 13083 COORD 38.00

14320 HANSON, JERALD 14320 COORD 38.00 251.41

14456 WALLS, TOMMEE 14456 COORD 38.00 50.40

14522 GARRISON, KATHERINE 14522  COORD 38.00

14561 REILLY, MELODY 14561 COORD 38.00 3365

14598 SARGENT, MABEL 14598 COORD 38.00 48.55

15213 BIRD, IRENE 15213 COORD 38.00

15268 MCDONALD, GUY 15268 COORD 28,00 366.38

15314 MCLEOD, HUGO 15314 COORD 38.00 29.42

Employee Count 10

55

Today’s Agenda

- TimeTracker -what is it?
- Entering TimeOff Requests
- Hours Tracking
- Approval Options
- Commonly misunderstood concepts

- Underutilized features
> Coming Soon
« Questions/Comments?

56
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ing Soon...

57

Schedules with Locations

Select
’7 Schedule |Custodian am v Copy Rows To
New Code Name:
Pay code is optional on the schedule, unless you want a timesheet generated based on that schedule 1

Schedule Exceptions
Location Pay Code Pay Code Active Changed By Date Changed

Custodian Hourly % =

Click on a row below to copy rows consecutively

Seq Total Hours = 42:30 Schedule Exceptions Date

No Day Start Time Stop Time Hours Location Pay Code Pay Code Changed By Changed
1 E:OAMC'PM :(-)AMOF'M 8:30 ‘ v|| v” v| 206 302402024
2 [lue ][ 4:[0 |@auOpm :po JOAmOPM 830 | ~]| < v 206 3/24/2024
3 lj;oAMt:ij :OAMOF’M 2:30 ‘ v|| v” v|206 3i24i2024
4 [Thu ~| [ 4:po JoamOerm [ 1:0 |[Om@erm 830 | ~] V]| ~| 206 312412024
5 [Fi ~|[ 4= O AU O P :p0 JOmmOPM 830 | ~]] ]| | 206 312412024

Schedules with Locations - TimeOff Requests
can be automatically split by location if
consecutive segments

58
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TimeTracker 3™ Party Import - pay option

Third Party File Layout

Third Party File Layout

Setup TimeTracker Pay Codes Column

Filter: @AIl () Unit Paid {notx) () Contract (notx) () Unit X Codes () Contract X Codes Number Column Name Column Type
(O Pay Code O Adtive (O Clockable O Auto Hrs ()Req Notes Fiter 1 duration decimal(2)
Qowtavec it 0" T [P —
[]Do Not Save Al Sort : @ Pay Code () Emp Display Desc [ Show Inactive Rows 3 start_date date

Only requires Win value applied if —] 4 start_time char(12)
clockin iniout < hrs entered.

Do No| Ref |-——————Overtime || Code Used For | —Auto—| |-Segment Min| Req Ch 5 tt_ref_id long
Save| ID Pay Code Emp Display Desc ~ Type Active Option  Pay Code Clockable TS OQut Hrs Min Hrs Notes

0|5 |[ADMN | Manager | Contract | O O O

[ | 197 | MDEZHR " |[EMRALCParaHily |UnitPd O O a U

[ | e |[ADESFR ][R TSICR Fara iy |UnitFd d O u o

0| | AR ~|BLCProgAsstrny JunitPd g O O O O

0 | 1= | [commED. . v]ER |contract O @O0 O O

[ | 144 ‘COHMED v”SRAssess ‘Cumract O O O 0O

] |14 | [COMHED v|[BR Prep | Contract 0 O 0 0

[] | 152 | [COORD ~|[Coordinator [Contract g O ®E 0O O O

[] | 127 | [COORBIAR v |[5Y0 Secondary Coord|UnitPd 0 @i ) O

] |es |[CUSTODIAR |~ |[Custadian Houry  |unitPd O O O O

0 |& | [DREGTOR. . v |pirector |contract O O O O

0| na ‘DRNE?_HR v”Regu\arVan Route ‘Uthd O O 0

7| e | o 0 0CW 0l O

0| = |EFE ~|EcFEPren |contract 0 O O O
O | 15+ | [ESFEIR ]~ ECrE Houny JuntPa O L] O O

O | 1= |[ESFEIR. v |ECrEHounyPren  JuntPd [ O @O O O

0 | o |[EBASST 1~ |[Education Assistant_|Contact O O O O
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on Employee Group setup

Insert Multiple TimeOff Codes
["] Do Not Save All

Mass assigning TimeOff pay codes if forgotten

[ JCTSNC AT TR TASCTASC W6 TISC TASC (06T W TC TINT 1 |

Do Not Save Start Date

Stop Date

Timeoff Pay Code Timeoff Plan

[osio1/2022

| [o0/00/0000

v| ACTIVITY

[osio1/2022

| [o0/00/0000

v| ACTVITY

[p8io1/2022

~ | [o0/00/0000

~ | ESSTMNHRS

[p8io1/2022

~ | [oo/00/0000

~ | EXCHANGE_HRS

[pai01/2022

~ | [o0/00/0000

~| misc

[pai01/2022

~ | [o0/00/0000

~|misc

[oa/01/2022

| [00/00/0000

~|misc

[p8i01/2022

~ | [00/00/0000

~ | misc

[p8i01/2022

~ | [o0/00/0000

v| MISC

[o8i01/2022

| [00/00/0000

v| MISC

[o8i01/2022

~ | [o0/00/0000

v| MISC

[o8io1/2022

| [o0/00/0000

v| MISC

[osio1/2022

| [o0/00/0000

v| MISC

[osi01/2022

~ | [o0/00/0000

v| MISC

[p8io1/2022

~ | [o0/00/0000

~ | PERS_ECFE

Emp Display Desc
Activity-Activity zero at term
Activity-Coaching Activity Use
Eamed Sick and Safe Time-Hour
Exchange Hours-Exchange hours
Misc-Bereavement
Misc-Bereavement_HR
Misc-Child School Obligatio_HR
Misc-Child School Obligations
Misc-Jury Duty or Trial _HR.
Misc-Jury Duty or Trial Subpeo
Misc-Professional Devel HR

Misc-Professional Development

Misc-Unpaid Leave
Misc-Unpaid Leave_HR
Personal Leave ECFE_PAY DE _HR.

Update Emps

[ J00 < I < I < IO < I < I < A < I < O < IO < < O < I < I < |

08112022 - | [oorovioono_ | [Sick LeaveSick=Sel ]34 £ | I A |
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I’m interested - what do | do next?

Contact your regional center...
If it is a feature discussed today - let them know,
they can help if you need it...

If you want to start using TimeTracker:
1. Using the TimeOff Request component: requires
you to setup and use the TimeOff module first.
2. A checklist of preliminary items will be
provided for you to complete.
. Once completed, you will be added to your
Region’s list for implementation.

61

How do | start?
Yes - we have a checklist for that...
1. TimeTracker Pre-Setup Checklist

2. TimeTracker Setup Checklist
3. TimeTracker Processing Checklist

62
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Questions/Comments?
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