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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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TimeTracker – what is it?

TimeTracker…
• …is a module that will track TimeOff requests 

and employee hours worked.

• …is setup in SMART HR:

• …is accessed by employees and supervisors in 
SMART eR.
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TimeTracker uses starting information based on 
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

TimeTracker-what is it? 
Entering TimeOff Requests
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Employees will enter information directly 
from the Home page in SMART eR…

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

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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TimeTracker-what is it? 
Hours tracking

Web clock (same from mobile app or browser):
Enter username and Password from SMART eR login 
page…
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It will go to the clock functions, but employee 
will not be fully logged into SMART eR:

OR Employees can enter information directly from 
Home page in SMART eR…  
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View Hours-Timesheets
Employees can enter in a list option or 
through a calendar depending on preference.

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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TimeTracker-what is it? 
Approval Options

Quick Links to Approvals
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Supervisor approval

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

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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Commonly Misunderstood 
Concepts

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

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

 Hours Segments

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

New Hire and Rehire will build employees assigned to a 
group and basic defaults OR can be copied from another 
employee.  It will also assign them to a location.

Terminate will automatically stop all of the employee’s 
TimeTracker settings.  It will also delete any future dated 
items and notify if the employee is currently an active 
supervisor for employees.
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If someone forgot to do the TimeTracker tab –
there is still an easy option…

But how would I know they are not setup?

Recommend:  Primary Status retrieval argument = AC
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There is also a report to tell you if the 
system finds setup errors…

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 fix it…

Payroll role that is also an Approver
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Reports

Complete Hours Report
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Complete Hours Summary Report

Import Hours Report
Overtime: split out to explain where it came from/is going.
 Prev Partial week OT Summary - overtime that is being 

processed because it was accrued in the last pay period, 
but the work week had not finished yet.  

 Overtime pay code - will display if overtime for the 
current period is being processed. 

Both are included in the totals for the period.

 Future Week OT Summary -overtime that needs to be 
paid in the next pay period because the work week has 
not finished.  This will not be included in the import 
totals because it isn’t final yet.

 OT Summary - will display if the person is accruing 
comp time instead of paid overtime.  It is included in the 
totals for the period, but will not display in the 
Timecard Import window.  Note: if the employee is 
being comped time, any Prev Partial Week OT Summary 
rows will also be comped, but split to help identify 
where it came from.

37

38



4/12/2024

20

Supervisor automatic resync

Supervisor automatic resync - Overrides
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Supervisor approval on the TimeOff 
Calendar

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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Underutilized Features

Schedules
Webclock will default to the employee’s time segment.  
Timesheets can preload from an employee’s schedule. 
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Split Schedule
Schedule with multiple segments will automatically divide 
when an employee clocks in and out for the day.

Schedule Exceptions
Time outside of normal schedule will automatically track to 
the schedule exception pay code when an employee clocks 
in or out for the day.
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Automatic Holiday pay

Employee override to Pay Code or Hours, 
but in an Employee Group setup for holiday
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Employee gets different holiday dates from 
the group

Subtracking
 Subs can be linked to employee groups so that when they clock-

in, they can choose the person they are subbing for.

 Subs will list on the Supervisor pages and reports in eR for the 
real employees.

 Substitute Work List report will show the subs actual time 
compared to the employee’s requested TimeOff.
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Comp Overtime
Ability to take overtime pay and convert it into a 
Comp TimeOff plan automatically.

I have annualized hourly employees wages…
1. Schedules can be created by employee groups. 

2. Employees can clock in/out or enter timesheets in SMART 
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.

3. Employees are paid…correctly based on the hours they 
work.

4. An audit trail of the information will be stored in the 
system in case there ever is a DOL audit.
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Paystub Hrs Override

Paycheck Data has a field to enter Paycheck 
Rate of Pay… 

…so that an accurate amount can be entered for employees if 
their hours fluctuate due to annualized pay.

It will also trigger a disclaimer on all forms of paychecks if 
used…
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And there is a report:

Today’s Agenda

• TimeTracker –what is it?
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• Hours Tracking
• Approval Options 

• Commonly misunderstood concepts
• Underutilized features
 Coming Soon
• Questions/Comments?
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Coming Soon…

Schedules with Locations

Schedules with Locations – TimeOff Requests 
can be automatically split by location if 
consecutive segments 
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TimeTracker 3rd Party Import – pay option

Mass assigning TimeOff pay codes if forgotten 
on Employee Group setup
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I’m interested – what do I 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.
3. Once completed, you will be added to your 

Region’s list for implementation.

How do I start?

Yes – we have a checklist for that…

1. TimeTracker Pre-Setup Checklist
2. TimeTracker Setup Checklist
3. TimeTracker Processing Checklist
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Questions/Comments?
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