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On your desktop double-click the Qgest Time and Attendance

Systems icon:
2]

You will be prompted for your Username, Password, and Company Code:
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Username = First Initial Last Name

‘ I.:emam:l\i T é:, o
e Passyord = Last Four Digits of SS#
s > I

Company Code = h-sc
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Enter your information, then click the L_ogig button.

f@ EforeptPasswordr W indowe  ntennetixpiorerasl [[5]<]

T http: tak,hsc. ecufamestinclude forgot_password.asp 4]
Forgot Password?
Company Code
Passwords e

User Name

If you forget your password you can use the Forgot Password link,
then follow the directions in the pop-up window as shown to the ri%

It you would like, you can change youyr passworcl after gou’ve loggecl in ]31] using Preferences link in the upper right~hanc1
corner of the screen. Go to the Password field. After changing the password, re-type the new password into the Confirm

Password field. Click UPDATE.

Oy, you may contact Human Resources and we can change your
password, but we cannot tell what the current password is once L]ou’ve changed it.



TIME CARDS

The first thing you see when you Login is your timecard.

Punch Errors

I Accumulated Hours

Total Hours N 7.62 7.50 7.85 7.35 7.42 0.00 0.00
7.50 7.85 #-35 7.4z

Regular Hours

Department i

Hampden-Sydney
College
Human Resources

3.78 4.02
6.88 7.62 7.50 7.85 35 7.42 2.35

Absences
37.5 HR SICK
Pay Period: 6/2/2007 - 6/15/2007
. . . Worked Hours Regular Hours
Verification: Employee O Supervisor [J Director [ D ABSanes ; T T
Total Hous
| certify that the above time card is correct.
[ Department & Premium Hours ]
Screen Layout
The View field allows you to change how many
weeks you wish to see at a time. Click on the drop- g
down arrow to change from Bi-Weekly to Weekly. B a;
The date range is displayed in the header. Use the
¢ ’ . I
double arrow’ (<< or >>) icons to scroll by pay~ o
‘ A
period. Use the single arrow (< or >) icons to scroll In
out
]31] week. < =Back > = Forward -
Punch Errors
e Saturday 6/2/2007 to Friday 6/15/2007 > 1L .

On the timecard you may see punches with symbols or in different colors or you may
see a number in the Punch Errors row.

Legend
Click on the Legencl menu and the Time Punch Legend will appear on your screen. The Legencl gives

the symbol definition
Punch Legencl box.

An edited punch.
A punch with notes.
An edited punch with notes_
The punch crosses midnight.
A manually entered punch.
A lunch punch

A break punch.

An editable punch
Department A non-editable punch.
Human Resotirces 7.62 0.00 Edited hours.

Seilings | > Legend > er punches u
Schedule Legend

00:00  Scheduled to work.

00:00  Absent without a replacement
00:00  Absent with a replacement.
00:00  Called in to work for an absentee.

e
Bl= S

» The schedule crosses midnight.

ble).
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If the timecard has punch errors a number will show in the Punch Errors row.
This is the row under the last Out punch row.

TIME CARD | REPORTS | EMPLOYEE | SCHEDULE
Time Card sDaily Details »Supervisor *Enter Punch sEnter Absence =Ente
Department: [ Al Depatmenis 52 (& [Jinc Sub  Employee: | CanBe, Fake / H <@)

O ) B S

ursement sRequests sAbsence Ry

In 08:30e 14:44e
Out 12:00e
In 12:30e
Out 16:37
Punch Errors £l

Acc

Click on the code to view the details of the error.

] nnn nnn nnn nnn

The Error Code dialog box will open.

The Exror Code in questM
highlighted in RED.

To close this ]oox, click on the RED X
in the Right Corner of the box.

An Exror Code of 9 means there isa punch missing

from that day.

Punch Notes

If there are Notes associated with the punch you can see them by ‘l1overing’ or

| - bsampdemsyeney Galies.on = D)

T httpi ok hsc, edufaqesttime fpopupError o

L Eocows |

- Unscheduled Absence

- Mot Scheduled

~ Out Early

- Out Late
 InEary

- Inlate

- Under Hours

- Over Hours

- Missed Punch

_ Break Discrepencies
- Too Many Breaks

~ Long Break

- Long Lunch

- Short Lunch

- Department Mismatch

- Duplicate Punch

@ Internet L00% v

‘pausing over the punch with your mouse. This will cause a small information box to

appeatr.

«) (< Saturday 6/2/2007 to Friday
[ w [ T [ F [ S|
6 7 8 9

"Te Manually Created: 582007 0333
1t Motes: Forgot to punchin.,.

16:58% 16:58+ 17:00

Verification
You are required to login to the system at the end of each pay ~period. To veri{g, all

you have to dois click on the little box by Employee. “If your timecard still has errors

please contact your supervisor before verifying your time.

Verification:

Employee & Supervisor O

Director O

| certify that the above time card is correct.
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MENU BAR

The menu bar runs just below your name. The items shown in allow you to access
other pages within the system. The current screen is shown as =2 White Color

Accruals | Schedule | Reports | Edit Favorites | Reguests | Absence Requests | Support Form

mnolovos ldenfiineEanonn

EMPLOYEE INFO

The Employee Info screen shows your information. If you see something that is wrong
please alert Human Resources so that it can be corrected. Y ou cannot modity this information.

Time Card | *Employee Info | Acci chedule | Reports | Edit Fz
Employee |dentification - Fake As CanBe
Salutation iss Status
First Hire Date |
Widdle Termination Date | 1
Last Type Fulltme
Empl D Department Human Resources
il Supervisor Armnentrout, Barbara S - Email @
Card #

Schedule Defaults
Schedule Rule

Contact Information
Address Line 1 I

(Default Schedule Rule)

Address Line 2 I Fassword 0 -
City I Class
i ii Finger Template | Feac
li Door Access
£ Message (Persistently displays a message.)
Emai I
Waork Phone | Ext Birthday J
Home Phone 434-555-1212 Disciplinary nary Scale
Cell Phone =t
Pager —

ACCRUALS

The Accruals screen shows your Vacation, Sick Leave, and if applica]ale, Comp Time

information. Your actual information will not be reflected until the system goes live on

July 1, 2007. Below is an exmnple of what you might expect to see.

S
Qe

Hi

Comp Time Balance Comp

Time Card | Employee Info | >Accruals | Schedule | Ry

Last Accrued Date | Gifted | Awarded | Banked | __Used __| _Available
53012007 6/8/2007 0.25 0.00 N/A 0.00 & 0.25

Accrual Balances
Last Calculated [ Rate | UnAwarded ] Awarded YTD Used YTD Available
375 HR SICK 6/7/2007 © MN/A 0.00 2460 7.50 © 17.10

37 5 HR Vacation 6/7/2007 © N/A 0.00 100.00 0.00© 100.00

Rollover balances on sick and vacation leave (if applica]ole) will not be reflected until
after your last yellow timecard has been received.

If, after July 15,2007, you see something that is wrong please alert Human Resources so
that it can be corrected. Neither you nor your supervisor can modify this information.
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SCHEDULE

The Schedule screen shows your preset schedule. Unfortunately, the schedules will not be

active until the system goes live on July 1,2007. Therefore, if you only see a blank screen

Launch Results in Separate Window B

do not be alarmed.

Start Date =]

Supenisor -SeectaSpervisor- 4
Sort by Depatment [ then [Employee Neme [ [4] Group Results [] Deduct Meals [ Non-Miltary Time
egend View Schedule
Sun 1, Jul WMon 2, Jul Tue 3, Jul Wed 4, Jul Thu 5, Jul Fii 6, Jul Sat7, Jul

[No one s scheduled for s perios

0 Employees - 0 Hrs. OEmployees -0Hrs |  OEmployees-OHs |  OEmployees-OHrs |  OEmployees-0His |  OEmployees-0Hrs | 0 Employees -0 Hrs

N scheouied to work
I /o<t without a replacement.
M  #bsent with a replacement.
N, C:'ed in to work for an absentee.

kN D]

REPORTS

The Reports screen allows you to print reports about your own information.
Fake As CanBe

Time Card | Employee Info | Accruals | Schedule | +Reparts | Edit Fave

Time Reports Messages Reports

Hours and Eamings Absence Requests
Time Card Requests

To run a report click on its BLUE title and a new window will open.

Here I have clicked on the Time Card report. [ have checked that [ want it to include
Absence Notes and Accrual Balance.
Fake As CanBe

Time Card | Employ

Show Departments (%)
Date Range
Employee Type
Pay Group
Pay Period
Pay Type Select 3 Pay Type -
Schedule Rule
Supervisor | - Select = Supervisor
Sort by : Employee Name @: then | Department @3 Group Results
[ Employee Card O Comp Time O Non-Military Punches [ Punch Type [ Worked Department
[ Emplayee ID Deductions Page Break Show Punches
Employee Name Department [] Page Break (2nd Sort) [] Signature Section
Mysence MNotes [ Detailed OverTime O Pay Information [ ssn
Afcrual Balance [ Disbursement O Premium [ Supenvisor
[ Actual Punches [ Display hh:mm [ Punch Notes [ Total Breakdown
Create Favorite (>

If you click on Display Report, it will open the report in the bottom half of the window.
See the next page..



Show Departmen/

Date Range 6/2/2007 ‘E =

Employee Type - Select an Employee Typs —

Pay Group

Pay Period

Pay Type

Schedule Rule

Supervisor

Sort by | Employee Name then | Department [“]| Group Results

[ Employee Card O Comp Time O Non-Military Punches [ Punch Type [ Worked Department
[1 Emplayee ID Deductions Page Break Show Punches
Employee Name Department [ Page Break {2nd Sort) [ Signature Section

Absence Notes [ Detailed OverTime [ Pay Information [ ssn

Accrual Balance [] Disbursement [ Premium [ Superisar

[ Actual Punches [ Display hh-mm ] Punch Notes [] Total Breakdown
Create Favorite > _
) Time Card Report
Sorted by Employee Name

Date Range: 6/2/2007 - 61572007

Date Rghge: 6/2/2007 - 6/15/2007

Hours Type

CanBe, Fake As

Department: Human Resources

6/2/2007 07-00 I
09:30 OUT
10:00 IN £o8 L
14:23 OUT

6/4/2007 08-30 IN
12:00 OUT
12:30 IN = L0
16:37 OUT

Worked

Worked

6/5/2007 7.50 N/A 37.5 HR SICK

Notes: Had a cold. told her to stav home

If you would prefer it to open in a separate window, use the Launch in Separate Window
box, then click Display Report.

——
S v T httpiffak hse edujqgest report/TimecardiReport . asp?ReportinSepar at Wi 1&BID: Type=naalowsroul | | ¥+ [Google 2
o 2l L il

Fle Edit Wew Favorites Tools Help

. Google |G+ e g2 B ~ @ ~ | ¥% Bookmarks~ & 1blocked % Check ~ 9§ Autolink ~ - 4urorll [eb Sendtow () settings—
I{ you CllCl{ on any O{ = G- B [eee - ook T
. ate Range: S =
the BLUE dates, it T s D e

will open up your
timecard to that
date.

Date Range: 6/2/2007 - 6/16/2007

T Deductions | NetHours [ __Hours Type |

CanBe, Fake As

Department: Human Resources

6/2/2007

-30 OUT
10-00 N 6. 88 000 688 Worked
14:23 OUT

08:30 IN
12:00 OUT
£k 7.62 0.00 7.62 Worked
1677 OUT
6/5/2007 7.50
P . t Noter: riad a cold, told her to stay home.
Yin 6/6/2007 08:32 IN
11:39 OUT
e 7.85 0.00 7.85 Worked
16:59 OUT
6/7/2007 08:34 IN
12:01 QUT
oY tain 7.35 0.00 7.35 Worked
16:58 OUT
6/8/2007 08:30 IN
12:00 OUT
e 7.42 0.00 742 Worked
S 17:00 OUT
ave 5/11/2007 08.22 IN
09:45 OUT
10:17 IN
b 613 0.00 613 Worked
13:15 IN
17:02 OUT
6/12/2007 09:15 IN
13:16 QUT 4.02 0.00 4.02 Worked
17-06 IN
L Date | Time [ ___Hous | Deductions | NetHours | HousType |
| __Regular | __oOm1 | _oOr2 | _ Total |
54.77 0.00 0.00 54.77 [~
@ Internet L 1o0% v

You can

A 7.50 375 HR SICK

Done:




REQUESTS

The Requests screen allows you to send messages to your supervisor about missed or

incorrect punches.

TiME CARD | PAY PROCESSING | REPORTS | EMPLOYEE | SCHEDULE | ADMIN

Request Type
Sender's Supenvisor
Recipient's Supenvisor
Sender

Recipient

Launch in Separate Window

Sort by [Enployee Name [ then [ Date / Tme ) @ Group Results
[ Employee ID O Email
Employee Name [ Show Inactive

Create Favorite ) Create Request >

Senper: Fange - CanBe, Fake As
Recipient
coary

6/2/2007 Cary, Ashley Cameron

SENDER: cCARY - CARY, ASHLEY CAMERON

Date Recipient

- ceary
6/9/2007 Cary, Ashley Cameron

Senper: CCADMIN
— Reciplent
barmentrout
Agmentrout, Barbara S.

ate

4 6/11/2007

Requests
Grouped by Employse Name

[ Supenisor
[ Use Recipient for Sorting

Wissed Punch

Missed Punch

Time adjustment

U A request that the recipient has not read.
X Click to delete a request

Tosend a message you will need to click on
The Request pop-up box appears.
1) Date: the date of the missed or incorrect punch

2) Reqguest Type: Choose one of the following:
Missed Punch
Support
Time adjustment
3) Send to User: select your Supervisor from the
drop down box.

4) Comments: Type in what you want your
Supervisor to know. lf you are telling them
about a punch make sure to tell the what time
the punch should be and why.

5) Click Create

This will send the message to your Supervisor

or whoever you selected in the Send to User
box.. It is then your Supervisors responsibility to
correct the punch.

reate Request.

Results per page [EIE|

Saveld] [Pt &R

Message
Missed a punch Please clock me in and x
out at 8:00 and 12:30

essage
| went to Key Office while | was in town for
lunch. | picked up that ink that you
wanted.. Did you know that one little ink ¥
cartridge is §30.0071217 Please punch me
back in from lunch at 105

L e ] Wessage ||

request test x

Request Type
Send To User

Q Internet

Request

Date W‘ =

Request Type Missed Punch
Send To User Cary, Ashley C — ccary

Cameronl

| Comments (1939 chars left)

I forgot to clock out for lunch. I left at 12:00.

R - ]

& Internet F100% v
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= EmpHEnES e eo|  EoE S CT eI e IES S Lj j a—i
T'& hitpef tak, hsc.edujggestiExternal/request_absence, asp?absenceid= D

Your request has heen sent. Would you like to also Emaif the
recipient of this absence request to notify them that an absence

6) A prompt box will open asking if you want

to send your Supervisor (or whoever you sent e -
-Yes Ho

the Request to) an email. If you answer yes, D

your Email program will open with an alreaclg & nternet H 100w -

created email that you may send to your Supervisor. 2 f you are using a shared computer, or
if you do not have an Email account of your own on the computer you are using — CLICK NO.
Then verbally tell your supervisor that you submitted a request or you may submit a paper
Missing Punch Form to your supervisor.

ABSENCE REQUESTS

The Absence Requests screen allows you to send messages to your supervisor about

taking time off. Click Create Absence Request.

—
Fake As CanBe GiLn/out| @) @
Schedule |Reports | Edit Faverites | Requests | Absence Requests | Support Form «preferences

' MESSAGES REPORT: ABSENCE REQUESTS Launch in Separate Window Bl
Date Range = EO 0 cm o

Recipient ~ Select a User—

Sort by Date / Time [ ther | Date / Tme (| [J Group Results

[J Employee Card Employee Name

[ Employee ID [ Show Completed

Create Favorite (> Create Absence Request Display Report Results per page [EII¥]

Absence Requests save | [print &

Sorted by Date / Time

(= HamprenssydneyiGolleprsAhsente RGeS Lj kﬂ ﬂ'

TS http:,l',l'tak.hsc.edu,l'qqest,I'External,l'request_absence.asp#DateSt-@_

1) Enter the Date or Date Range that
® [Br142007 [E (single Date) you are taking, or have taken, off

_ B - | E= (Date Range) If you are taking off one day use the Single Date
O = 5 fwochmson e tio) box. If you are taking off several days in a row,

Date(s)

e @ o a:_n.'n e Ugme RefE P i) use the Date Range: in the first box put in the
) Based on Schedule Rule Absence Hours date of the first day you will be gone, in the
iy iin i il Mays) second box put in the last day you will be gone
37.5 HR Vacation 54l
Type jf;’;‘i‘;;:; ;109' 3;05 B Ve 2) Enter the number of Hours per day
Send To| Cary, Ashiey B - that you will be gone

3) Select the Type of leave that you
would like to take

Taking a day of vacation 2o I won't lose

= b ol See you Friday!

| 4) Select who you would like to Send To
]_ 5) Type in a Comment about why you are

i € mnternet R 100% -~ requesting the time off

6) Click Enter

This will send the message to your Supervisor or whoever you selected in the Send to User

box. It is then your Supervisors responsibility to Approve or Deny the request.
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?E hlampdentsydneyitolleseilisenceeguesiEses EE‘
A prompt box will open asking if you want 1 s bt

Your request has heen sent. Waould you like to also Emai the

recipient of this absence request o notify them that an absence

to send your Supervisor (or whoever you sent | ek bon mete in Tmofarcer

& mtermet H100% -

your Email program will open with an already created email that you may send to your

the Request to) an email. If you answer yes,

Supervisor. £ If you are using a shared computer, or if you do not have an Email account of
your own on the computer you are using — CLICK NO. Then verbally tell your supervisor
that you submitted a request or you may submit a paper Missing Punch Form to your

supervisor.

Once the Absence Request has been approved by your Supervisor you will see it appear
on your Timecard.

SUPPORT FORM
The Support Form will enable you to send a message to the ADMIN requesting assistance

with a technical problem. Oy it can be used to send a request to [Human Resources or
Payroll personnel if your information is in the system incorrectly. It is a fill in the blank

- HampdEnESydneyGollE;
H ¥

=

type situation.

T —
g2 = SHUUGRE oyl -

|—T@ htkp: fftak. bsc, edufggest/Report /R equests [SuppartFarm, asp

Support Form
Employes Mame Fake A CanBe
Department Human Fesources

Contact Phone | |

Contact Email |

Have you checked the help files in i_Nu:-_

Timeforce?

Operating System | Unknown @J

Internet Explorer version !_?‘I:T |
IP Address 7210227 184 |
Send To [ ADMIN [+]

Description of the problem (600 chars leff) " )

Additional comments (600 chars left)

| &
 Done e Internet o, 100%:




