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On your desktop double-click the Qgest Time and Attendance
Systems icon:

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

o —— TivelEcce Passord = Last Four Digits of SS#
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Company Code = h-sc
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Enter your information, then click the L_ogig button.

Passwords s
lf you {orget your password you can use the Forgot Password link, T

then follow the directions in the pop-up window as shown to the right.

If you would like, you can change your password after you've logged in by using Preferences link in the upper right-hand 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 gou’ve changed it.



TIME CARDS

The first thing you see when you Login is your timecard.
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Note: As a supervisor you will have access to your own time and attendance,
as well as that of your employees. You may manipulate the data of your employees
but there are limits to what you may do to your own data.

To view a different employ ee’s timecard use the Employee drop down list. Highlight and
click on the employee you wish to see.

izor sRequests sAbsence Requestzs «Support Form

a[llnc Sub  Employee: |Cary, Ashley C
CanBe, Fake A
Cary, Ashley C

- { ﬂA
lay 5312007 to Saturda

You can also use the Previous and Next buttons to scroll through your employees one at a

time.

On the timecard you may see punches with symbols or in different colors or you may see a
number in the Punch Errors row. To see the meaning or details of the symbols you can do

four things:
1) You can use your mouse to ‘hover over the punch and a small

information box will appear —— S

Time CarD | REPORTS | EMPLOYEE | SCHEDULE

[Jinc Sub  Employee: | CanBe, Fake A
View
= B [ m [ T [ _w | T
Date LR = 0
In 08:30e

Out 12:00e
12:j. Manually Created: 6772007 13:21I
16:

In
Out

Total Hours 0.00 7.62 0.00 0.00 0.00
Regular Hours 7.62
Department

Human Resources

Seftings > Legend >

7.82
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2) Click on the Legend menu and the Time Punch Legend will appear on your screen. The Legend
gives the symbol definitions, To close the Legend use the small red & in the top right corner of the
Time Punch Legend box.

Tise Cape | Repoems | Edsuavis | Soarmss

m nt:| M Cegstween o) B0 he Sul Employee: |TeeBe T &
| e [T TP =1

Date E act [ i i
| v = An wdbed pnch

d A mnch wth nobes
' An sditad ponch with nobas I
& The pnch crarses midnight

- A manually antersd punch
A lmnth punch |
000 A beak pnich 0.00

Qe An ediable punch
A0 A non-sddable punch
Edited hours:

At Schedubed by wark

00100 Abhmant withoarl § repdacement

00 Ahzent with @ replscement

a0i0e  Caled m o work for o sbpenbee
- The acheduls crosses mdmphi

& rawres L

3)Click on the punch itself and the Punch Properties dialog box will open.
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From the Punch Properties box you can:

T'& http:ftak.hsc.edufggest /time/timePunch. aspFworkingpunchid=47&pun

1- Change the Punch Time, W e

Full Mame Fake As CanBe
Punch Time hh:mm (Military time only.)
2~ Change the Punch Date »|| Punch Date =

In Punch Date 6/4/2007

3~ Change whether the punch was —— || PunchType

be made in Military Time

an In or Out punch, if you do not ent | Human Resourcas @
make a selection it will AUTO {ill the In/Out
InfOut I

In or Out for you.

Actual Time  Manual
Actual Date  Manual

4-fyoumake a change, you MUSL enter

a Note giving a reason for the change(s).

-
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4)1f the punch contains an error, a code will be displayed in the Punch Exrors row of the
table. This is the row under the last Out punch row.

Timp Cann | REpomms | Emmaver | Sosspeee

The Exror Code dialog box will open. [irreramenrtinds T
The Exror Code in question will be Wﬂ
llighlightecl in RED. i Uitk Al
To close this box, click on the X I
in the Right Corner of the box. : : r:

=i

An Error Code of O means there is a missing BT T i
punch. To correct this you will need to enter the 1: ::-“

missing punch. B L

If you click on the punch with the ® beside it, you ;“;: sl T

can alter the time of the existing punch. If goMchange the 14:44 punch to
08:32, it does just that, changes it to 0832 B

and throws up another error telling you that 18 i-‘.
you now have a punch with notes (I) but you

are also still missing a punch ).

—
In this case, you need toadd anIn punch H
of 832. Therefore, you are going to click on § i

the empty box below the 14:44 punch.

This will open the Punch Properties box. _
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TS http:,l',l'tak.hsc.edu,l'qqest,l'time,l'timePunch.asp?wu:urkjngpunchid=EIE

Punch Properties

Full Mame Fake As CanBe
Funch Time hh:mm (Military time anly.)

Punch Date =

Raw Punch  [1{This will round the punch_}
Dept Transfer [

Punch Type

Department | Human Resources @
In/Out

Notes (129 chars left)

F‘prgot o punch in...

0 Internet

# lo0% v

Enter 08:32 in the Punch Time.
Allow the computer to AUTO our In/ Out.

Enter a Note saying: “Forgot to punch in..”

Then click Submit.

If the Punch Properties box does not automatically
close, use the RED X to close the box.

You can now see that Fake has an In of 08:32f and an

Emssassssanasssaas Oyt of 1444 e
yee: | CanBe, Fake A

“)e
] T
5 6 7
08:32T

1drdde

0.00 6.20 0.00
6.20

6.20
I —

Below are sample screens showing amissing punch. The punch that is missing is the IN punch from
the end of the lunch break. Correct this by adding a punch at 13:05 and a note saying “Went to Key
Office for College while in town for lunch.” This results in a 15:02{ punch.

«) (< Sunday 6/ Pv - %) (< Sunday
r b €l s Vi - O (=] B3 F 0
7 8 T http:ll',l'tak.hsc.edu,l'qqest,l'time,l'timePunch.asp?wnrhngpunch|d=DE. 7 8
08:36 ,
12:01 Punch Properties Ti'sf
16:59 Full Name  Fake As CanBe Py
- Punch Time hh-mm {Military time only.) 16:59
BT | PunchDate [se207 |[H
0.00 3.42 o 0.00 7.32
E Raw Punch [ (This will round the punch ) 7.32
Dept Transfer [
S Punch Type | NORMAL 7.32
Department | Human Resources = Pay

In/Out
Notes (93 chars left)

Went to Key Office for College while in
town for lunch.. |

I e Inkternet
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Entering an Absence
Absences document when an employee has taken time off from work.

From the Timecard, click on the Enter Absence link. The Add Absence box will appear.
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S L &80 %3] a8 e 000 Y- oo [-X-=-) 000 LX--) 0,00 X5

Py Peind: REIDMT  RME00F

Wicked Hours 21.13, | R=gular Haurs 21,11
|21 13 W Totad bl |
[D EFemim s || AeanuwkeEmpnes |

Note: Any time you have the option of manually entering a date
you will also have the option of clicking on the Calendar icon.
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This will allow you to select a date directly from the
calendar by clicking on it.

Fake As CanBe was out sick on Tuesday the 5%, You need to Enter an Absence on her behalf.

—— B
(T Baaed on Bchadulks Fuki sbhsance Hour You can see from this screen that Type has a drop-down box that
o : - will allow you view all of the Absence Codes available.
27 2 HH Feadly Sck | =t
Typs 1-3 'Li':;_:'ﬁ':r«_" R EIK By highlighting one and clicking it you will be assigning a
1 b, x
TR o i Code to the Absence you are creating,
Dipartrisant E“;f:':‘ Lawes
e
Fand
S
U] Muerde Lrgeat

|T@ http:/ftak.hsc.edy,

for 6/ 5/ 2007. Sheisa 37D hour

,
employee, so we ve given her

MName Fake As CanBe
Hire Date §/1/2007 7.5 hOU.YS O{{ in the I—IOU.YS {ield
el ® [smim00r |
ate(s p—i il -
o 18-| = We've also told the system that it
® f:l =2 should take these 7D hours from the
| : Z 5
Hours g '-é—[; R i il 37HHR SICK. As you can see she had
ased on Schedule Rule Absence Hours
{Only for Scheduled Days) an available ]Dalal'lce O{ 14.6 ]flOllrS.
[275 1R sICK [¥]
H A ! Policy. 375 HR SICK .
- s We've added a note saying that Fake
Department [ Human Resources @] was at 1’101‘1’1(—3 Wit]fl a COlCl.

Notes (166 chars left)

Had a2 eold, told her to.stay nome.l

Make sure you click Enter when you're done!
Y J

I 7 € Internet H100% v
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Below is what Fake's Timecard now looks like. Note the 7.5 hours does not show up in her punches In and Out,
but instead shows up in the Absences row of the Timecard. In the illustration below the mouse is ‘11overing’
over the 7507 showing us the message box that shows the note attached to the Absence.

=Time Card =Daily Detailz sSupervisor sEnter Punch =Enter Absence sEnter Disbursement sReguests =

Department: | Al Departmerts @ [Jinc Sub  Employee: | CanBe, Faks A

o P S S S .

In 08:30» 08:3271
Out 12:00= 14:44s
In 12:30e
Out 16:37=
Total Hours 0.00 0.00 7.62 7.50 6.20 0.00
Regular Hours 7.62 7.50 6.20

Department

Human Resources

37.5 HR SICK 7.507

Settings > Legend > H
Had a cald, kold her bo skay home.,

As mentioned before, Fake had 14.6 hours of Sick Leave available. She used 7.9 of those hours. If you go to
the Employee tab and click on Accruals, it will open Fake As CanBe's Accrual screen for you.

7.62 7.50 6.20

TIME CARD Pay PROCESSING REPORTS EMPLOYEE SCHEDULE ADMIN

= Employee Main s=Accruals =Bay Policies =Position And Salary =Er r Monitoring =

el FEN s o e = [ T

Ter Cann | Pay Pencesgshc | BEmanme Euacooorer | Soupming | Apson

¥ Rzorimbn wPantme ¢ .

BB Cine ik Emplorpesic: | CanBe, Fison 3

<Y} Hi

Brirpa Fimsienis | &8 Depsvesis

ComprimBsboes = S
!m?_—mmn_—g—_mz—rmmm
1 0T i i T] a0 D0 L]
Aecrinal Belied

Azrrnl famss Lmnl Cmdzuilmini il Fignimil [3gad TIT) ivsnilnhie
I EHREICK O &7/200T @ P, [ 146 10D 7.0

37 B HR Vecam @ AT:2007 @ Hi# 0o 20 i 1280
[ Aa¥Acenial | _“.L?EM_JEEE! T Frocass cor

From here you can see that Fake had 14.0 hours of 37D HR SICK banked. She has Used YID (gear to clate) 5
hours. She has 710 hours Available.
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Requests

The program allows you to submit requests to a supervisor. As a Supervisor it allows you to receive and
respond to the requests sent to you by the employees you supervise. There are two different types of requests,
“General Requests” and “Absence Requests.”

General Requests

General Requests are those that involve Missed Punches, Support, or Time Adjustment. Back on Page 0, you
walked through editing a Missing Punch, a General Request is what Fake would have submitted to let you
know that she missed her 13:00 punch because she went to Key Office.

The Request screen looks like this:

Emehin Separsie Windrw W

Fequest Type - ekacr s Fiegaon ~ v}

Sender's Soperasor - a3 Tuperviny - =

Recpint’s Supsmisar | - 58e0 8 Sy - &

Sene - G g s - |

Fecpent - et Lipsr - v

o by Erpicpma fiers [0 M| Cota . Trew B E Group Resits

O Emplayi iD [ Emai O Superdso

] Erglayas Mune 7] Ehiss nmciie [ Ui Racipien tar Baning

Requests e fgll i ]

Groupad by Emglavas Hame

[Thars o re rem e forism report

Click on Create Request to open the Request box..

e g M e em | e m e = M mm e m e mm e e mmeme s e am e e

ey~ 5|

I) Select the Date Date aiez007 | [E
?) Select the Request TLJ pe Request Type Missed Punch ]
3) Select who you want to send your Request to|| 5end To User Ca' e Cca ﬂ)
S Commems(ororask) |
4) Tgpe in the Comment you want to send - — - — - —
I went to Key Office while I was in town for lunch.
If you are tellin;i, your Supervisor you missed a I picked up that ink that you wanted... Did you know

mpmra

punch, be sure to tell them what the punch

Please punch me back in from lunch at 1:05.

should be and why you missed it.
5) Click Create Thanks!

6) Aprompt box will open asking ifgou want Oh, and Sandy said to tell you hello!

to send your Supervisor (or whoever you sent

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

your Email program will open with an alreaclg

created email that you may send to your Supervisor. 5% 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.

] .-:.I:.I-Ii-;-f|£__!J_'|£I_I|-_:.F:u i -'...5-_::5_: A ﬂtﬂl‘:ﬂ

S| & Apcpmst i pasting For vouin Teaforcs

| il ol 8 | ‘Souck Ol Syl -|:_i—-q.r[||§|ll EEEI‘FF!




Absence Reqguests

Absence Requests begin on the Employ ee’s side of things. Let's take a look at how that's done.

First you, the employee, will click on Absence Request.

rmhlnl:un- . il ou) (Jrensu] @) @)

e ==
Fake As CanSe Gijntout| EReeasut] @) @)
15 MERSRGES RERORT! ARSERCE REQIESTS Emanch in Sopdsan Windse [l
Deta Rarge - [HO 0 inn [
Fecipiant Selet b Ly - [ v
Spit by Ciata - Tren 03 fran | Detw s Tew 04 [ Crous Ramylts
[ Emglayas Cand Fl Emplayas Hame
[ Emplayes (D [ 3taw Completad

| Croatn Favort +  Crosta Alvanct Riqua Dbapdasy Alsgrionm Reeuls pr page (I
~_ Absence Reguests swen l] vt

Faried by Date / Tme

The Absence Request box will open.

& J.uﬂf EnESydney.Col ;u‘J:l"= Apsence j,J:l:lb “eis ala1.‘_'

I) Enter the Date or Dates that you need to take 0{{ |Tﬁ htbp: fikak. hse. edu/ggest/Externalfrequest_absence, asp#Datestart

d

TLJ pe in your dates or use the Calendar icon. - Absence Request

__| = (Single Date|
2) Choose what days of the week correspond Date(s) © [T 1. [ S ate Rangs

SM TWTF 5
EEEERERE

[ Checkall |/ UncheckAl |

3) Enter the number of hours you will be out each
day. 375 hour employees would enter 7.9 if taking off Dot

the entire day; 40 hour employees would enter 8.
@® | ""“ 'Ex 8 (Hour Amount Per Day)

4) Tell the system what TYPE of leave you are taking e :l ) |: (ifie Rdiigs Per Day)
5) Choose your supervisor for Send To Fours Eac 0800 - 1500

() Based on Schedule Rule Absence Hours
6) Adda Comment so your supervisor knows why (Only for Scheduled Days)
you are requesting time off. You can provide them as |_ 7.5 HR Vacation @'
much information as will fit. Type Accrual Policy: 37 .5 HR Wacation

Avgilable Balance: 42

7) Click on the Enter button and your request will be || send To [ADMIN Q.
transmitted to your Supervisor. *Note =r = singls

1) The system will ask if gou’d like to email your

,
Supervisor that they ve receiveclarequest Taking the kids and heading for the beach.
——. I'll bring vou back some sand!
rﬁ Hampdenssydney College - Absence Requesti- Eﬂl- |

|Tﬁ Rkt fkak. b edufggestiExternaliregquest_absence. asp?absenceml= !

[ Enter |
recipient of this absence request to notify them that an absence

request has been made in TimeFarce? 5.3 9 TRbermet #, 100%

-

|| & Inkernet & 00% T
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If you answer yes, your Email program will open with an already created email that you may send to your
Supervisor. 5’% If you are using a shared computer, or if you do not have an Fmail 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 Absence Request Form to your supervisor.
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1
0) When this box closes you will see your Absence Request/ Message Report screen again. The request
that you just submitted is listed at the bottom of the screen. It will stay there until your Supervisor
approves it.

= " MERSAGET REPORT! ASSENCE REJUESTS Launct in Heporain Windde 1l
Data Fange = @0 = 2

Frecipinnt - Tt B Lhaee — [~

Soat by Cotn | T B3 than | D Tew B O] Group Resuty

[ Employes Cand El Emgloyas Hama

[ Erglayae iD [ Sterws Coamplibad
| Cruato Favorite +  Croate Abimcs Raquest “Dapia et st v paoe IR

Absence Requests Swenlil] Pii ff
Sared by Date ¢ Tme
= Ty Haoery Fpr |ia Tl Hours Hes et Shy He<ipinnt Wreann
L | Takirg 1ha Hitks and heading far
E17200T - EH 51007 3 feanbe .
ke 000 - 4720 IT5HR W ation TS HE CasBa. Fals At AL I‘I‘:rr:im:l bringy ol Back g

Tokad Hnire

Now;, on the Su}_)ervisor side of things it appears on the same Absence Requests_/ Message Reports Screen.

Dt Fanga =- FHeO e

Apmence Type - Select o Meecos Troe - ol

Sender's Depmtment | - Fasrin Daosrst - 00 ) Clinz Bub

Recpints Depadmant - Fasriy Deosist - (G0 B Cline But

Sendars Supenise -~ Sk 8 FuEVEN - |+ |

Precpmnt's Supsrdsar | - Ssec s Gusvg - [ |

Senda - Geada lher- &

Rlecpeant - e g L - =l

ot by Erroyes fare o | e Cotn -+ Trem B0 Gm_upﬂmug,
[ Empliyas Sand [l Emghiyss Nams [ Staw Completad ] Hae Recyint for Sorting
[ Emplayas IT [ Dagestmii

Cruit Favortio | Craatd Aldence Redquest

Absence Requests
Soetad by Emplaisae Hame

Tomwd Hours

l.

Taking ha latks and heading fai
37 5HR Vacation TS ELE ADrAT| 1ha bsiach. 1 bing yau back ®
B Raaved]

b BT - BHSr00T
a0 - Fa

Click on the i bubble to open the Absence Request-Pending dialog box.

i; (M cepest el (B
E e b e s . . . . .
AL e sl et k From this box you will review the information your
B El U e - Corte, Pk An 10101010 employee submitted and Approve or Deny the
Depaartment Human Resoumes
- Bupanipal  smemial, Baibar S Absence Request.

Fcipion AT

Bhcanch Type 375 HR Vacation
#ounl Paicy 37 & HR Wecation )
Aullatla Bamica 4200 If you aren't ready to do either, simply click Close.
Hairy Requesied 740

Toiel Raguesied 37 50

Cerde Sikmetied | 632007 11:33 (65 AN

i A If you click Approve, the box closes and the request

Loy Requesied . . . [} .
e pretig el is automatically put into the employee’s Timecard.
Depariment Hurran Resoymas

Faking she kida snd hesfiog for Ghe besahn I'11 bring
fon ohok soee sand!
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Below is the employ ee’s Timecard reflecting her vacation as requested.

Time Canr | REprms | Emsnyer | Scermaar

% HR SICE. LT

37_% HA Vacsfinn 751t Talr -3 Tl 751"
[}
Varilicarkesn.  Employin 01 Superaisar [ Diacser 0 okl H 2113 | Faguld Houra E|
Pmd &bsenas 540

To illustrate what happens if you Deny a request, we' ve had Fake submit a request for 4.5 hours of Vacation
on aday that she’s already taken off. The Supervisor recognized that, based off the date, this was probably a
date error on her part. The Supervisor typed a message back to Fake asking if the date was correct,and

Denied the request.

When Fake goes into her Absence Request/ Message Report screen again, she will see her request with a red
d bubble beside it. (You must have M Show Completed marked to see alreaclg completecl requests)

L1 2 mgiman ] 7 '-l;:'-r-nl

Vs il ik iy ol
: . Lt Do i e B ey
ALA ¥in ] Caarm Py i
¥ Emmouw TEFR e H -} S R le Pk s Ta
ADUEI T SATHE 1 BT PY
|y pon
-FH\H'I- Liwlh Fri &1
PRI Xe: KA. e

o T g T I h Nl BT T30 A THeg e
mon. BT Canfia Fain ke hi\l.I'- i b i B

=E rarh g s

e ey ey s
A L e il

i Dmawd nawscy A

3 e b iy e e

If you click on the d bubble, the Absence Request-Denied box will open. In the box you can read the
Supervisors message. The only option from here is to Close. If Fake did indeed type in the wrong date, she will
have to Create a New Absence Request and submit it to her Supervisor.

gy gl leariey - Canu. Pai e W18 KW
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Supervisor

The Supervisor section of the Timecard screen allows the user to view information about their
employees. It is the Supervisor Dash Board.

Department: | Al Departments =] []inc Sub  Employee: | Cary, Ashley C

Click on the Supervisor link to open the page.
From this screen you can navigate through your employ eels).

Anqthing that shows up in BLUE is a link that can be clicked on for more information. In this example:
Napier, Whitney C.isalink in the Weekly Totals section; 6,/7/2007 is a link in the Requests section,

asis Inactive.

If the system gives you an option to make something Inactive, it is allowing you to remove that
information temporarily.

If you were to click on the % beside Inactive you would permanently remove the information from the

system. [t cannot be restored once it has been deleted (X )

Time CARD | REPORTS | EMPLOYEE | SCHEDULE - @ @

| =Time Card *Supervisor =Ma

r|

| Department: [ Al Departmerts IEQ Clinc Sub = View Options

DAILY TOTALS Options (> | Printable (> 7 Close

-n-_—m_——

WEEKLY TOTALS Options > Printable > Close =
i __
| 196359 Mapier, Whitney C 0.00 0.00
f s ¥
| Create > REQUESTS Options > Printable > Close =«
Ll Date- T Type | Message | _ Sentlo | SeniFrom | Siatus ]|
BTI2007 Iissed Punch Sorry, forgot. You know mefl barmentrout ccary Inactive ¥

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

': Create | » ABSENCE REQUESTS Options > | Printable > Close =
Mo requests have been made

‘L |nfo on pending absence requests.
% Approved absence requests.

& Denied ahsence requests.
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REPORTS

The Reports section of the program allows you to print comprehensive reports containing your

Timecard, Human Resources, and Ernplog ee information.

Er LOFEE | Sosioans

TisE CaRi s

Wi BT

Ebmene Histary
| Ercral

Ercnal Hmioey
Epnrerasy
Ermipkb Card Numbsy
Brthday
Creportrmesn List
Emghives info
fdmbng Lind

Py Pakries
Salory Hstary
Tumwer

Emplyes Scheduln
Monthly Schedule
regtire Equakzaian
Zchedule

Zchedule Pinch Yanance
Schedule Venmice

Zhie

Lirchedided Hora

There are two different ways to access
the reports.

1) Click any of the BLUE report names and

it will open that particular reports options.

Eppinachnp Crvermime
Frarmge Hours

Caby Surmmary
Departmeni Summpry
Disbyrss=miant Detaie
Disbyr=erment Summany
Emplayes Houm Summany
Homare and Esmings

Heoasre Summarny

Crvmrtime Saymmpny

Py Panad Summary
Time Cand

Linder Houyre

Weatly Hosgre Detad
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What you select is a matter of preference.
This is a section that you will have to play
with until you achieve what it is that you

want to see in your report.
If you do not want to make any changes, click Displa
you find that viewing the report in the window below
Separate Window box.

Abenca Reguests
Pequemnis

=

y Report. You will see the report as it is pre-defined. If

' the options is hard for you to read, mark the Launch in

SCHEDULE

TiMe CARD | REpORTSs | EMPLOYEE
r *Employee *Schedule =Time sAudit =M

%' EMPLOYEE REPORT: Sty

Absences Will search all absences. Click the arrow button to the far night ' o select absences.

Departmeant Will use all departments.

Employees Will use all employees. Show Employees
Date Range lezizoor | = [enizner |2 @ @ [Pay Perod Bi-Waekly

Schedule Rule | - Select a Ruls - @I

Superisor | - Select 2 Supervisor - @|

Sort by ;_-Department | then iEmpbyeeT sults

[0 Employee Card Absence Name [ Created Time General Paid Absences [ Unpaid Absences

[0 Employee ID [ Absence Motes [ Day of Week [ Holidays [ User

Employes Name [ Absence Type Department

[ Page Break

[ Absence Date Accrued Absences

Create Favorite | »

[ Display hh:mmy

| Display Report

y (1 Superisor
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2) Click on Report Bar and this is how the same information will appear. The main difference between the
two options is that by using the Report Bar the list of reports is constantly visible on the left side of your
screen.

Trme Cano  Heoronts | EMPLOYED | SCHECDULE

3 Pl

| Repart Has ¥ % EMPLOYEE REPORT: ARSENCE HISTORY
I -l
Stamdaid Repoits Ahgancas Wil semrch all shsarces Click the e baficn to the far nght to pejoct ohsoncea
AuptT Dlapameni SV s all depaitmgiila
ﬂ'-étﬂ%fnimﬂ Employess Wil une 83 sployees Show Empliyess
i
Bireak Summaty Diate Range e @E- st | FE QG Py Peoa [ | By Fevr [
Tk Profile Schedule Fule - febact o Flode - v}
Clk Vittaal Hoire Supsmzu - Geiect & Sunanagr - [~
Ermar Pl Surmernat H
E_mam"::: Vannnca" Sarl by Dacaiman £ men | Coplrpes tiwms B O Gmoup Resuhs
Exeapliony [0 Emgloyee Card [F] Absence Mame [0 Cremed Tims [F] Ganecal Paid Absences [ Unpaid Absences
Imactmiy [0 Emgieyea ID [ A=sence Motas [ Day of Wk ] Hokays [ sar
[ Emgloyes tiame [ Absence Type [ Depanmeat [ Paga Bseak
[ Abseres Duls [#] Azcried Apsances [1 Display bhomm O] Superdsor

Punch Dedal
& Cregte Fuvorine Drapay Rapoi

Punch Yanance
Lbser Last Log In
Werifcabion Audil
Who's In

EMPLOYVEE
Bbaanca Hatoy
Accual

Bconal Hisbory
Annrversany
Hpmlable Card Number
Birthday
Ciepartment List
Employee Infa
Maiing Lest

Fay Policies
Salary Histony
Taenowm

Abzence Réquests
Requesls

STHEDAULE

Employee Schedule
Monthly Schedule
wertime Exuabzabion
Schiedule

Sthaduls Purch Yanance
Gehedule Yarsncs

Shits [~

N Inbemet 00w -

To view a Report click on the Display Report button.

To print the displayed report click on the Printer icon.
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Report Favorites

This program allows you to create a section of your favorite reports. A favorite can consist of a single report
or multiple reports to be clisplag ed on the screen at once. You can even have multiple instances of the same
report, but with different report criteria for each one.

The system automatically saves the report criteria of any report favorite. This makes it so that you do not have
to select the same report settings each time you run the report.

Creating favorites consists of two steps: Creating ‘Sections and ‘Adding Favorites.

Creating a Favorite Section

1) Click on the Reports tab at the top of the screen

Click on the Edit Favorites link

Click on the Add Section + icon. The Section Title screen appears to the right.
Enter the name you would like to use for this report in the Section Title field.

2
3
4

N— —

5

TiME CARD | REPORTS | EMPLOYEE | SCHEDULE X '@ '@

*Report List *Report Bar *Employee *Schedule *Time =Audit *Messages -*Edit Favorites +*Preferences

~—

Click the ADD icon to add the new section title. To remove a section you would use the x

t Report Favorites @& Section Title

Add Section (+) Add Favorite (+) Section Title
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Aclcling Favorites

CENEISE

9)

Click on the main Reports tab at the top of the screen

Click on the Edit Favorites link

Click on the Add Favorite + icon. The Favorite screen appears to the right.

Enter a Name for this favorite as you would like it to appear in the program.

In the Section Title field select the section you want this favorite to be assigned to. If you do not
select a section, one will be automatically created based on the report group that the first report in
the favorite comes from.

In the Automatic Behavior section, select Close Bar. This tells the program to automatically close
the Report Bar when you are viewing your report.

In the Automatic Behavior section, select Save Changes. This tells the program to automatically
save the settings specified in the Report Criteria section. This prevents you from having to re-enter
the same criteria settings each time the report is run.

In the Icon section, Icon allows you to select the color and shape that you would like to use for this
favorite icon. This is to help you recognize the report quickly.

In the Icon section, Icon Position allows you to assign the order in which you want your icons to be
clisplag ed.

10) In the Reports section, use %0 Percentage for your Height Type.
11) Inthe Reports section, use the drop down boxes to select the report(s) that you want to make up this

favorite.

IQ) Once you have finished click the ADD icon tosave the report favorite. The favorite is now listed in

Tmp Cann Brpcam | Emmovey | Scosrpas s

Eufit Fiagetert Fivvdal i
Al Speton ) o Fevrente [0

the Edit Favorites section on the left-hand side of the screen.
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The Employee section is broken up into three different screens. Supervisors do not have the ability to edit
employee profile information.

The three options are as follows:

° Emploq ee Main

L4 Accruals

o Position and Salary — We are not using this system to track this information.

E.mplog ee Main

As with the Timecard screen, you can use your Employee drop down list or the Previous and Next buttons.
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e
Accruals

By clicking on the BLUE dates you can view the Accrual History box.
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Approving the Timecards for Pag roll

Youare required to login and approve your emplouee’s timecards for payroll. This must be done ]:)u
noon on the Tuesday following the end of the pay period.

On the Timecard there is a small section at the bottom left that looks like this:

Verification: Employee O SUWD Director O

| certify that the above time card is corre

You must click on the box beside Supervisor in order to Approve the Timecard.



