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Attendance Enterprise — Supervisor Training

Login to Attendance Enterprise
* URL: https://aiken.attendanceondemand.com/operator/
* Login (user ID): FirstLast123
* Password : Welcome123
[ y—
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Attendance Enterprise — Supervisor Training

e Using the Menu Bar

% Supervisor i

Supevo Browse sl : » The Menu Bar will give you a list of options you may use.

| aily Operations

» Calendar Dashbard » One of the first actions will be to change your password.

T Cards
Scheduiing » This option is available under the Operations; My Account
» Schedues Tis orth

» Empoyee Schedules
Interactive Summaries
» Locaton ours

» DspartmentHours
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iy » Select My Account and you will see this window:
» Empeyee Exceptons =
» ersonal nfornaten y Account
Reports
» Shared Reports. USER (Typical User)
» et Reports
Operations E »Basic »Preferences ¥ Private WG Sets  » Adj. Pattem  » Recent Adjs.
ity Aceount s Operarstane Tiscaluser e
Employee Lists MM::: -
» Terminated Employees it Ly
e romserrafle SiperviorBronser e .
Jser | m Administrators o
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Attendance Enterprise — Supervisor Training

How to change your Password

* Click on Change to open the Password Wizard

Access Account Change Password
Password

Enter sccount password,

Repeat Password

Enter account password again.

9] eMail new Password to Operator

Note:
(not encrypted)

Ok Cancel
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Attendance Enterprise — Supervisor Training

* Enter your new Password and repeat on the
Repeat Password line. If you have an email
address in your account, you may email the
new password to yourself. If you do not want
an email deselect the box.

* Finish by clicking OK and your new Password is
now active.

2Y)
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Attendance Enterprise — Supervisor Training

Locating Employee

=3,
7 narnis,
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Attendance Enterprise — Payroll Manager Training

To find an employee, clicka located at the top of the
menu. |

Locate an Employee.

»Emplayee Properties | Erployee Wolkgraup Assarmments

searcn | Retun court 1)

Type the employee's name (first or last) in the Search field
on the Employee Properties tab. To return results, either
press ENTER or wait a few seconds. Click the appropriate
employee to browse to his or her information.

Alternately, you can find an employee by workgroup. Click

on the Workgroups tab. Type the workgroup name,
number or code in the search field.

Attendance Enterprise — Payroll Manager Training

You may also use the Time Card and Personal
Summary to get a alphabetic list.

Daily Operations Eperod (3] Excel TPrintPrevew .
» Calendar Dashboard Selecting an
+ Tme Caros
| [mecors employee from
et Employee mc o s oe s | the Time Cards
cheduiing o
Totals 400 w00 w0 100 6500
» Schoihse Thi Movih list will take you
+ Employee Schedues Ao, Dan ) #0 | to their Time
» Scheau Patens Back, Dan a0 800
» Approved Leave Calendar Bools, Brian 800 800 Card.
oTmcive Siwnmios sbine, Denniz a0 ) 1600
P bintss Bucingham, Cody a0 100 500
» Emvioyee Hours suckngham Fiche a0 00

el Spntee

Lost tame fstreme 10 tndoe Location Department cost center Py doss

Al oo =5 zs e @ ati00 bant vz

e o 563 s b @ s1i00 st
s e an e @ sti000
eboe ) 1 P @ sti00
Babran o 25565 e som st Py
Buckrorom ) s P « st it

Selecting an employee from the Personal Information list will take
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Attendance Enterprise — Payroll Manager Training

Once you have selected an employee depending on what list
you selected their screen of information will be displayed. In
this example we went to their Time Card. There are certain
items that display on the header of each page. The next couple
of slides we will review those items.

Trecrs ] /oo [eomreor =)l (PmEm oo o =] e e e 5] G o] B o]
-. 7] Fosten [oeras =] TPrmereven

Fmplayee, Test X (Distict Ofice, s Driver, Default, Default)

P —
Last e Fatheme Badge Locaton Department oo osiion Hred pay clss El
erves et e o oot s vt O

Pages, will get to different pages(screens) of information
for the employee you currently have up on the screen.
There are 6 pages of information for each employee.

)
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Personal Information
Demographic, Workgroup, Active Status, and Hourly rates
are a few of the items on the Personal Information screen.
Time Cards
Shows Previous, Current and Next Time Cards.
Schedules
Shows the employees schedule by month
History

Shows an historic summary view of earned hours,
exceptions and time off.

Archives
Shows employees Archived Time Cards.
Benefits
Shows employees benefit balances and detailed dE\YS off.
. A paes,

Attendance Enterprise — Payroll Manager Training

Other items you will see on the top of the page is
the employee name drop down box with Prev. Empl.
And Next Empl. Beside it. This allows you to change
employees without going back out to the list.

4 Prev. Empl.  |Employee, Test X 'I » NextEmpl. |

The different parts of the Workgroup will also
display with drop downs. This will allow you to filter
your employee list to certain Locations, Department,
Cost Center and/or Position.

[Eocation [misirict Oic || Department | us Driver |v]| COSLCEMEer [Dfaut =] POsiton [Deraut =] |
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Attendance Enterprise — Payroll Manager Training

Some Screens will have information displayed
that pertain only to that screen. As we visit each
screen we will discuss those fields.

lSat Feb-01 14 to FriFeb-2g 14 ,
v

13
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Calendar Dashboard

2,
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Calendar Dashboard, is used by Supervisors to view
employees schedules, employees working, leave
request and time cards that require edits in a
weekly calendar view. It is the responsibility of the
supervisor to address items on the calendar
dashboard daily. Certain gauges must be resolved
before Payroll can be processed. Gauges

Forode | Corent Woat. e il

calendar Dashboard From 11/13/05 t0 11/18/05

Friday

Sunday. Honday. Tuesday Wednesday. Thursday
T T [T

2,
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Attendance Enterprise — Supervisor Training

Overtime — Clicking on Overtime will bring up a summary
sheet showing the employees who have worked overtime,
the amount of overtime worked and the pay designation
used to pay the overtime. By clicking on a person in the list
you can review their time card to investigate why they have
so many overtime hours.

7 T | ] 3

Calendar Dashboard | From 11/13/05 to 11/13/05

Sundsy o e ) iy oy

V),
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Attendance Enterprise — Supervisor Training

Non-Critical Exceptions — Indicates the number of non-critical
exceptions, such as arrived early, tardy, left late, and
unscheduled exceptions. Drills down to a single-day time
card, showing all of the employees and their exceptions.
There you can correct or acknowledge each exception.

oot Corent v [

Calendar Dashboard From 11/13/05 0 11/19/05.

‘Coming off Probation this Week

2,
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Attendance Enterprise — Supervisor Training

Critical Exceptions — Indicates the number of critical
exceptions, such as absent and missing punch
exceptions. Drills down to a single-day time card,
showing all of the employees and their exceptions.
There you can correct or acknowledge each exception.

Forods | Curent oal. e gl

calondar Dashboard From 11/13/05 to 11/18/05

‘Coming off Probation this Week
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Attendance Enterprise — Supervisor Training

Working Now- Clicking on Working Now takes you to a
On Premise list of employees. This list will show you
general information for the employee and most recent
punch. Itis possible to drill down to the employees
time card by clicking on the employees name.

Pt Corert ek v

Calendar Dashboard From 11/13/05 to 11/13/05
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Attendance Enterprise — Supervisor Training

News Items— Display only when their related conditions are
met. You can expand the default new item to see the list of
employees who are coming off probation. For example, the
90 day probationary period ends within the next 5 days. Click
the employee name to drill to the employee’s personal
information. Other common News Items are Messages and
Unauthorized Time Cards.

oot Corent v [ )

From 11/13/05 0 11/19/05.

Calendar Dashboard

‘Coming off Probation this Week
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Employee Messages

& School soliions
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Attendance Enterprise — Supervisor Training

Employees can send you messages from
Employee Time Clock(ETC) System. You may
see the messages on the day it was sent or at
the bottom of your Calendar Dashboard as a
news items.

Schedies 1 seneades
S orad 1 S ared

=),
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Attendance Enterprise — Supervisor Training

When you have a message, expand the
Employee Messages to see new messages
from your employees:

Employee Messages

E— Smtortiinap  Tebedsbelgn o tyeavine

50Twas here late to dose u

Click on the Employee’s name to go to their
Personal Information Page.

2,
7% narprs,
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Click on the Message tab to see the new
message and a history of messages for this
employee. To respond, click on “Reply”

bBasc Personal PPrivate P Address > CustomFelds *Workgroup * Active Status
P Transfers | * Messages

Refresh New Msg.
Proy Tmasamp

Snov-13

P Tizaw

2 Tulern
1o
ThuNov-10
1o (les)
ThuNov-10 REsSta
19:%

ThuNov-10 RE:State Volieybal e Eormereiiin
11%:46a  (Test) GoBuldogs Remove Conversaly
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Attendance Enterprise — Supervisor Training

You may send a reply back to the employee’s
ETC page. If you wish, you may also send a
reply via email to the employee’s email
address. The address in AoD will show up for

Yy .
ou T —
e = s
Priority Normal v
Subject ‘Worked late due to late activity
—

7] Send copy of this message via email

Email dcress sample@sample.com

ok | [ cancel

=\,
T2 HARRIS,
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Editing Time Card

2
2 42 HARRIS,

Attendance Enterprise — Supervisor Training

The time card lists the employee's schedule, as well as In and Out times for
each shift, total working hours, workgroups in which the employee worked,
and deviations from the schedule. Supervisors can also correct any
mistakes or add information to the time card. Maintaining the information

on the time card is crucial in order to pay employees correctly.
CET - omal
Jscuties Pt [schected
esimated

e e e e e )

s @ s ow Frar
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Attendance Enterprise — Supervisor Training

Adding Punches, There are 2 ways to add
punches from the time card:

Direct Punch Entry- Directly key into in/out
column. _ [=— = e ==&

Shortcut menu — Right-click on the calendar
date, select Adjustments and select Add a

8/11/2017

Punch. T — 5
S [
# st R
S Workgroup Ops » & Crecht/Debit Hours o
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EOSE mens s dospseods |
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Attendance Enterprise — Supervisor Training

Editing or Deleting a Punch, Select a punch in the
Punches column. Type a new time to edit the
punch or press Delete to remove the punch.

You may also rightmclick on a punch and select
Remove a punch.

2Y),
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Altering Punches

Punches that are earlier or later than planned can be altered to be
standard punches. In other words, the actual In or Out time can be
altered to be the same as the scheduled Start or End times. This action,
in effect, credits or debits time for the employee.

A punch can also be altered to be the beginning or end of a shift. This
action gives more information in the case of a more complicated
punching situation. For example, if an employee works the night shift
one day and then comes back in a few hours for the early morning
shift, it could be hard to determine whether the employee is late
returning from a lunch break or early to another shift (depending on
system setup and the employee's schedule). In the case of the
employee taking a long lunch and the In punch is misidentified as the
In punch of a new shift, the punch can be altered to be part of the
previous shift.

~— Before
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Attendance Enterprise — Supervisor Training

Workgroup Transfers

Workgroups track the employee's job, supervisor, location, or other important
organizational indicators. Workgroup transfers can track a change in pay rate for working
a different job; track the work done for a specific department or at a certain location; or
maintain data about the person hours spent on each task.

There are 2 ways to transfer an employee's hours from one workgroup to another

(usually from his or her home workgroup to another workgroup):

1. Transfer at Time of Day. Transferring workgroups at time of day is a way to indicate
when the employee changes workgroups. The transfer takes effect from the
selected time until the end of the work day. It is used if the transfer is done before
the end of the day.

2. Reallocate Workgroup Hours. Reallocating hours allows you to specify the amount
of time to transfer to the new workgroup. It is used If the transfer is done after the
hours are already worked.

" Right-click in the

workgroups columns and

choose which transfer you

want to do. You can also

Right-click in the Date

column and choose #Y), HARRIS
A schooisoiton:

Workgroups Ops

Attendance Enterprise — Supervisor Training

Transferring Workgroups at Time of Day. The
transfer takes effect from the selected time until
the end of the work day or until another transfer
is done. In this example the employee worked 1
hour overtime because he needed to attend a
hearing. S —

=Y,
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Reallocating Workgroup Hours. Reallocating
hours allows you to specify the amount of time
to transfer to the new workgroup after the
hours are already worked. This is useful in order
to keep track of time employees work outside of
their home workgroups.

Before

Taer |

7, HARRIS
s
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Attendance Enterprise — Supervisor Training

Canceling Workgroup Transfers

If a transfer needs to be removed due to
employee transferred by mistake, or
supervisor entered an incorrect transfer -
right-click in the Date column and choose
Workgroups Ops and Cancel Transfer Adjs.

=),
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Acknowledge Exceptions

If employees are absent when they are scheduled to work, or if they work
when unscheduled, the time card indicates the exception with g/ and
specifies it in the Exceptions column. B

When supervisors acknowledge these conditions, it is easier to see which
diversions from the schedule have been reviewed and which have not. If
employees are only paid for scheduled work, a schedule can be added. If
an employee works off site and cannot punch, the absence can be
acknowledged and the hours can be credited to the employee. If the
exception is correct, it can be acknowledged, indicating it has already

been reviewed.
e

Right-click L orin
| the Exceptions column

R
School saions fi
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Attendance Enterprise — Supervisor Training

Reviewing Supervisor Edits

Supervisor edits are displayed in the time card usin
left of the Hours column. When clicked, supervisor edits for
the current day are displayed. The supervisor's name and the
action taken are listed, along with the date of the edit.

Clicking [#] hides the supervisor edits.
You may be able to delete® or cancel fia supervisor edit.

To review all supervisor adjustments for a pay period, right-
click in the Date column and choose Review then Supervisor
Adjustments.

2Y)
7 narRis,
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Attendance Enterprise — Supervisor Training

Deleting or Canceling Supervisor Edits

You can delete or cancel a supervisor edit, depending on
your user rights. Supervisor edits are displayed in the
time card using®]. When clicked, supervisor edits for the
current day are displayed. The supervisor's name and the
action taken are listed, along with the date of the edit.

Clicking [#] hides the supervisor edits.

You may be able to delete & or cancel #ija supervisor edit.
Cancelling a supervisor edit means it no longer is acted
upon, but still exists in the system.

Deleting an edit removes it from the system.

=3,
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Authorizing Time Cards

Authorizing time cards is one way for organizations
to make sure supervisors are reviewing employee
time cards. By authorizing a time card, a supervisor
verifies that the information in the time card is
correct. You may also set the system up so that the
employee authorizes the time cards instead of the
supervisor. Here are some common approval

processes~ |Option #1 by Pay Period Option #2 by Pay Period
ISupervisor Approves Time card [Employee Approves Time Card
Payroll Manager Locks Supervisor Locks

7% HARRIS

=5
i “comisibonn

Attendance Enterprise — Supervisor Training

Time cards can be authorized by pay period or by day.

Pay Period —Authorizing the time card verifies that the
supervisor or employee has reviewed the information and
approves it. Click £ b authorize the entire pay
periods time card. After itis clicked, the text changes tof w.cuiseni]
Locking the time card prevents further edits in the time card.

The only way to unlock a time card is to cancel the supervisor
edit from the first day of the pay period. ClicKE=ammwewe] to lock
the time card. After it is clicked, the text changes tof;

t et Approved

By Day — Daily authorization is used to verify that supervisors
review time card information daily. To authorize a day in the
time card, select the check box next to the date column.

Wl aws | e soes|  emn swn ¥ om0 mom s s 20
oo __wsm om e =N
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Attendance Enterprise — Supervisor Training

There are two different types of summary views.
The first set are located at the bottom of the time

card screen.

V),
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The second set Right-click in the date column and
select Review. e

7 7L HARRIS
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For each day you have the options of putting in
Notes/Comments for each employee. These
notes could be notes stating employee forgot to
punch and you punched them in. Right-click in
the date column and select Notes/Comments.
From here you can Add or Remove.

|, 88 st |
# sdstmerts

9500 6008

‘Workaroup Ops
NotesfCormments

2,
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Interactive Summaries

Schoo Sdkdions
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Interactive Summaries offer summary
information of several different types. The
Employee Hours Summary allows you to see
the total hours s 3

] ] el TPk Preview
[ Daily Operations | Employee Hours
worked for your |:aeeeese
ot — -
employees for |\l fewmras e e
this pay period. it
“Emeyeerons

» Employee Exceptons | |
» Personal nformation

2N,
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You may change the Period by clicking on Period
to get the Select Time Period window.

You may click the drop down-arrow to select
Previous Period ..o v ‘

or you may
select Custom

= = Period iCunsntPaicd &l
and set your Sumepm oy e =
own d ate ran ge . et e rconpsinthe o, ey e s
Remember to .
scroll up in the |
selection window £ nans,
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Attendance Enterprise — Supervisor Training

Interactive Summaries may be printed using the
Print Preview option.

You may export the summary to Excel using
the Excel option. \

You may drill s g s

S
| Daiy Operations o L

down on an Pl e
st emiren _

Scheduling Totals 1445 &30 2315

employee to el =
-

» Location Hours—
view their detail ;e
ot

timecard. .

» Personal nformation

=),
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The Workgroup Hours Summary allows you to change which workgroups you
want to summarize on. The default will be all parts of the workgroup like

shown below.
Efperiod ] Excel TX]Print Preview 8 Workgroup.

Location Hours

Location Department Cost Center REG o016 Totals
Totals 4800 8O0 5600
prison oM 311000 8:00 800
Prison Correctons Office Level 1 311000 0:00 800 4800

If you want a department summary click on the Workgroup icon and remove
the Location.

Location Hours

bepartment CostConter wo o Touk
rotas wo0  em0  semo =
7 HAR
son 311000 500 00 s scho
4 corrections Officer Level 1 311000 40:00 8:00 48:00

Attendance Enterprise — Supervisor Training

Learning Center

School sdkdions B
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Attendance Enterprise — Supervisor Training

» An online Learning Center is available to offer help with

Daily Operations

» Calendsr Dashboard

» Time Cards
Scheduling

» Schedules This Honth

» Encloyes Schedues
Interactive Summaries

» Locaton Hours

» Department Hours

» Cost Center Hours

functions you may wish to preform in Attendance
Enterprise.

» Click on Learning Center.

» You will be taken to the Attendance Enterprise 2.0
Learning Center. You will see a list of topics available to

» Shared Reports
» Private Reports
Operations.
>y Account
Employee Lists
» Terminated Enployees
» Addresses
» Badge Usage

» Empoyee Hows view.

» Erpiyee Exceptons i
' alendancy RONICS,
e enterprise 2° Ineol:

Learning Center

School Sdksions
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You may select a topic such as Editing Time
Cards. You will see a list of choices for the

topic.

Some will be
PDF documents
others will be
Videos you may e T bescrpon

view.

o
izt Editing Time Cards.

Editing Time Cards

The time card lists the employee's punch times, schedules
schedule. Supenvisors can correct any mistakes and add i
card

Editing Time Cards topics include

ing Imports & Exports

Making Time Card Edits

Employee Time  PDF (105 K] Desciibes the s
Card

Reviewingand  Video (255 min)  Introduces time
Cortecting managers and o
Employee Time how to credit or

time, and 50 on

2,
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