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Login to Attendance Enterprise

* URL: https://aiken.attendanceondemand.com/operator/
* Login (user ID): FirstLast123
* Password : Welcomel

Enterprise. Pay Period s Sat Feb-12 11 to P Mer-11 11 Post ThuMar-17 11
Aendance Sysem

e Welcome Typicaltser

= Supervisor 3 [peio currert wesk -

Daily Operations
» Caendar Dashboard
» Tine Cares

Scheduling b5
» Schedules This Month Schedues. 14 Sched
» Enployee Schedues

Interactive Summaries

> Locaton Hours
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- Using the Menu Bar

Employee Aten

% Supervisor a L . .
RN —— » The Menu Bar will give you a list of options you may use.
Daily Operations

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

» Tie carts

Scheduing » This option is available under the Operations; My Account

» Schedules This Honih
» Employee Scheduies
Interactive Summaries

» Locaton Hours
» Depar

» Select My Account and you will see this window:

» Employee Exceptons | =

» Personsinornatan y Account:
Reports
* Snare Repors USER (1ypical User)
» e Repors
Operations. »Basic »Preferences ¥ Private WG Sets  » Adj. Pattem ¥ Recent Adjs.
» y Acoount Geed | Operaorsame TycaLser Chance
Employee Lists avai addess
» TermotedErpicyees Account Code USER
Qi BronserProfie Superie Brovae rfie .
- s o st admsotrs £V HARRIS_
Password Password Click Change to change password. Change. (5 ool Solusbions
4 Last Changed Mone
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How to change your Password

* Click on Change to open the Password Wizard

Access Account Change Password
Password
Enter account password,
Repeat Password
Enter account password again.

7] eMail new Password to Operator

Note:

(not encrypted).
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e
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* 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.

7 HARRIS
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Locating Employee

7}, HARRIS
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To find an employee, click@ located at the top of the
menu.

Locate an Employee

»Employee Properties | Empioyes Workaroup Asiarments

L —— [ —

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.

2N
zha
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You may also use the Time Card and Personal
Summary to get a alphabetic list.

Daily Operations Eitperod () Excel TPrint Prevew 3
» Calondar Dashboard Selecting an
Time Cards
T Teave Fequests employee from
» ConcelLeave Reuests Employee rs  os s e s | theTime Cards
Scheduing e
Totals a0 800 800 100 6500
» Scheduies This Norih list will take you
» Erployes Schedues Amol, Dan ) w0 | to their Time
» Schedue Paterns ok, Dan a0 o
» Approved Leave Calendar Books, Brian 00 &00 Card.
Interacive Summaries. esbine, Demnis 800 00 1600
S e T Bucknghem, Cody &0 00 200
Budingham, Hichee a0 a0

» Enployee Hours

ke Tt

Personsl Information

e

- Badge Locaton Department Cont enter
ot 255 1o aou s1000

Selecting an employee from the Personal Information list will take
, them to their Personal Information.
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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.

urSatFeb 0L 14 to P Feb 28 14

erioree e ssoss99 5309 D e nsomer Dk oot Tt B

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.

Personal Info

72 HARRIS,
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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 dg\\ich;ff.
a2t
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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 v| » Next Empl. |

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.

[Focaton [Distict Offic =] Department [gus Driver v]| CstCenter [Defaut v]| PoSEOn [peraut =] |

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

—
S2UFED-01 1410 Frirep.op g
=
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Calendar Dashboard

)
7L HarRis,
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Calendar Dashboard, is used by Supervisors to view
employees schedules, employees working, leave
request and time cards that require editsin 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.

[P e 5 o= =

Gauges

From 11/13/05 10 11/18/05

17 ), HARRIS
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Schedules — Clicking on Schedules will bring up a list of
all the employees who are scheduled for that day

Shifts Worked - Clicking on Shifts Worked will bring up
a time card list of employees who have worked today
showing the schedule and the punches.

Looking at the

o [ i rormel & difference between
schedules and shifts
worked helps you
determine if you
have enough
employees schedule
to work all the shifts
worked.

‘Coming off Probation this Week I

7V, HARRIS
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Calendar Dashboard

Sunday

Exceptons
s Aoserces
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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.

From 11/13/05 10 11/1/05.

‘Goming off Probation this Week
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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.

Foross vt e e <

Calendar Dashboard From 11/33/05 10 11/18/05

Sunday Honday Tuesday. Wednesday. Thursday Friday
e —

‘Coming off Probation this Week
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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.

Foross vt e

Calendar Dashboard

From 11/33/05 10 11/18/05

Sunday

v ‘Coming off Probation this Week
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Leave Request— Clicking on the Leave Request will take you to the
Pending Leave Request view. This view will show you each
employee, the dates they are requesting off and the type of
benefits to be used. Clicking on a employee will drill down into
that employees leave request. We will talk in more detail on how
to address Leave request later in this webinar.

From 11/13/05 10 11/1/05.

N ‘Goming off Probation this Week

)
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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.

Foross vt e e <

Calendar Dashboard From 11/33/05 10 11/18/05

Sunday

M ‘Coming off Probation this Week
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Today’s Absences— Clicking on Today’s Absences will give you
a list of employees who were scheduled to work and who
have not punched in. In some companies this gauge is
considered a non or critical item and it needs to be
acknowledged just like other exceptions.

Foross vt e e <

Calendar Dashboard From 11/33/05 10 11/18/05

Sunday

v ‘Coming off Probation this Week

.
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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 ltems are Messages and
Unauthorized Time Cards.

From 11/13/05 10 11/1/05.

v ‘Goming off Probation this Week
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Employee Messages

A nargs,
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Attendance Enterprise — Supervisor Training

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

Schesies L Scheades 1 scdiee o e 0 Soeddes 2
S warked 1 shiswored | shmewodet & ssveded :
HonGral 2 2 NGt 1
Exceptors S S
el e
Exeptors

Shesies 0 scheaks 0

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

2 Employee Messages

eroee, Testx Sntor-3117280 i et come i e s

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

Attendance Enterprise — Supervisor Training

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

bBasc dPpersonal Private Address CustomFieks »Workgroup > Active Status
> Transfers > Messages

Refresh New Msa,
presy_Timasms Mesase s
soov-13REVioried te due o ate actvity
(i) Th basketbal game ran nto rpple overtme  Reply.
soTvashere ate
2 Tulovid Reswtevoleybal =
118502 (TypicalUser) have fun
Thulloy-10 RE:State Voleybal
1194 (es) Inoudike togo
Thutlov-10 RE:state Voleybal
1199 (Typial User) GoBuldogs
Thulov-10 RE:state Voleyball
11946 (esd) GoBuldogs fouscnesi

1
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You may send a reply back to the employee’s
ESS page. If you wish, you may also send a
reply via email to the employee’s email

address. The address in AE will show up for
you:

Reply to Message

Message State Reply -
Priority Normal -
Subject Worked late due to late aciivity
Message

Send copy of this message via email

Emall Address semple@sample.com

Attendance Enterprise — Supervisor Training
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Editing Time Card

) HA
=
29
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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.

Grertpera 7]
B Perod

7 HARRIS
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Schedules - There are several ways to add/edit
or delete a schedule for an employee. We are
going to just concentrate on how to adjust from
the Time Card only.

) e [ o = e

8/1/2017
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To add a schedule from the Time Card.

Right-click on the start date of the calendar and
select Add a New Schedule

g owzs

Add a New Scheduie
F o2

Right-click on the calendar date, select
Scheduling and select Add a Schedule

EA

& schechi ‘=
T e S Seheting [ Off This Day
2 oazz # Adustments » 39 Flex Schedule.
T oz workgow Ops BT
¢ oazs

Notes/Comments .

B Benefit Schedues
2) Time card v = Review * [0 Add a Schedle.

..
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To Add a Flex Schedule

Right-click on the calendar date, select
Scheduling and select Flex Schedule. This will
create a 8 hour Flex Schedule.

T

3 o Escheding > 0 This Day
2| oazr 4 Adustments » I Flex Schedu
2o R > Quck Scheches
¢ orm
otes/Cammerts .
e, i Sonstt schocklos
12 e o Fevew * [ adda Schedie

To Add Predefined Quick Schedules

Right-click on the calendar date, select
Scheduling and select Quick Schedules.

Pere—.

G S e 2,
o e 2% HARRIS
33 e Cord it T Review > B 5dd a Scheduls. 7:303074:000m
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To Add a Predefined Benefit Schedule

Right-click on the calendar date, select
Scheduling and select Benefit Schedules. This
will create a Predefined absence schedule.

Note that unless you create one for each
start/end time this will not show correctly on
employee’s schedule.

72 HARRIS,
NS
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Right-click on the start time of the schedule and
select Edit Schedule

oc24

e |
ou2s
a2
S Edt Schedule
oz Delote Schechie

a2 5857w
ou30 5500 200p 55022

s [ i o

You may also double click on the time and
change it.

)
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Right-click on the start time of the schedule and
select Delete Schedule. By doing this it will
create a supervisor adjustment.

e schedue
onezs
oct26
o et Schedue
ouzn Delote Schechie

ou2s S8TT—7T0p ST,
a0 5500 200p 55022

s s 1o o ot ow

Right-click on the calendar date, select
Scheduling and select Off the Day.

I

gy B Scherhing > @O This D3y

i
21 oaz # Adustments » 9 Flex Schectie:
2 cea wogmBOE quokscedies
s m
L T S
£ o 7 HARRIS
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Adding Punches, There are 2 ways to add
punches from the time card:

Direct Punch Entry- Directly key into in/out

column.

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

Punch. :

E S mseeane
P
] Workarou Oos.
= carments
s
:onn

* @ dmisratve

FrE—
» [ add a purch |
Cere—
porvies |5
ot votsg e R
e v 7, HARRIS
8 e J 2 AR

8/1/2017

Attendance Enterprise — Supervisor Training

Adding Punches Continue, When you select the
Add a Punch you receive the following pop-up.

*Remember* If your schedule crosses
days make sure you put the correct date
in. This is where just clicking into the
column and putting the date does not
work.

[Fiet [Definition

IDefines the date upon which to add the punch. Type the date or
Ipate luse down arrows to select a date from the calendar

[Defines the time of the punch. Type the time or use the down
[Time larrows to select the time.

[Transaction

IDefines the type of punch.

|» Standard Transaction - Indicates the employee has started or
stopped working

l* Punch and Transfer - Indicates the employee has both started
lor stopped working and has transferred workgroups

|* Auto Determine - Indicates that the system attempts to
[determine which type of punch is needed

|+ Call Back Style 1- 5 - Indicates the employee has come back to|
[work after leaving for the day, which can be associated with a
lbonus of some sort

Jstation

IDefines the station to which to assign the punch. This is
important only if the employee has restrictions as to where he

Jor she can punch.

.
7L HarRiS,

Attendance Enterprise — Supervisor Training

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

=
72 HARRIS
NS
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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

72 HARRIS,
NS
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Call Backs - Companies often guarantee a minimum
amount of pay when employees are called back to work
after completing an earlier shift or when employees are
on-call to work as needed. This way, if employees are
sent home after working only a short time, they are
adequately compensated for coming into work. In
addition, call back shifts can use a different pay
designation (with a multiplier greater than 1.0) to
enhance pay. There are 5 different Call Back Styles.
When a shift is considered a call back the supervisor will
need to alter the punch to which call back style is used.

ez a5 oona » oo o0 ¥ g oo siom  wslp eooa 10
Mom sos Toos 100

oaz B o= o sota 0008 1o
o , 15 Ramave This surch

e Surch to acee...
oazs s

oazs s
2 cam as

a0 9500 6:00a »| CalBisck Stye 5. 1
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Special edits are changes made to a time card specifying that an

employee is paid to the scheduled start or end, or the actual start or end,

of a shift. For example, if an employee is scheduled to work from 7:00 to

3:30 but punches out at 1:00P.M., a special edit can be used to override

the Out punch and pay the employee to the scheduled end of the shift.

You cannot apply a special edit to an unscheduled shift.

* Pay to Scheduled Start Pays the employee to his or her scheduled
start, NOT his or her actual start time

* Pay to Scheduled End Pays the employee to his or her scheduled end
time, NOT his or her actual end time

* Pay to Actual Start Pays the employee to his or her actual start time,
NOT his or her scheduled start time

* Pay to Actual End Pays the employee to his or her actual end time,
NOT his or her scheduled end time

8 schecing + G st a
P | em

e # Ahstrens + & G s
P can welmoon + 4 estioes oo oo sroaspasiat |

3| o nowomnens /et Wotked T |

| oum | .

i r— 18 s s ewwmnasa | 7 HARRIS
& 0408 admnsuae » 5 s egent Pay to sctu End | NS schoolsclions
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Credit/Debit Hours or Dollars

There are times when an employee does not get paid for hours he or she
is entitled to. For example, if an employee works through his or her
(usually unpaid) lunch you can credit the employee for that time. This is
called crediting worked time. In another example, you can pay an
employee 8 hours of sick time for the time he was absent on Monday.
This is called crediting non-worked hours. You can also credit the
employee with dollars.

Right-click in the Date column and choose Adjustments and choose one
of the Credit/Debit Hours or Dollars or Worked Time. On the next slide
will give details on each option.

2| 025 [ scheduing » (% Acd 3 Punch

F OB stments + & Credit/Debit Hours

3 oz >

3 omm  WorkgopOps + 5 Credit/Debit Dolars

£ ot®  NotesiComments » (% Gedit Worked Time

2 oam

- Revew » 1 specia Edits g 2,

FEET 7L HARRIS

43 = & Admiristrative » (4 Add Incident N
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(@)

redit an employee for worked time.

[Fieta IDefinition

Ipate [The Date of the credit.

[Time. [The time of the credit.

fAmount [The amount of time you want to credit the employee. Debit
Ihours by adding a the hour amount.

[Worked Time to Compensate  Ichoose whether to pay the employee the designated amount, or
lthe 't automatically deducted for lunch.

[Reason |add a reason code for this edit if needed.

Credit an employee for non-worked time.

Fietd [Definition

Ipate [The Date of the credit.

[Amount [The amount of time you want to credit the employee. Debit
Ihours by adding a before the hour amount.

[Pay Designation [choose the pay designation of the time. For example, you can
ay an employee his/her regular or overtime wage.

[Reason |add a reason code for this edit if needed.

Credit dollars to an employee

Field [pefinition
Date [the Date of the credrt
‘Amount [the number of dollars you want to credi to the employee. Debit
|doltars by adding a minus sign before the dollar figure. 2V, HARRIS
Pay Designation [choose the pay designation of the dolars,if needed. A\ scroolschions 0
44 & dd Jocthisoditif peeded.
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Workgroup Transfers

Workgroups track the employee's job, supervisor, location, or other important
organizational indicators. Your workgroups are customized for your needs. 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. Transferat 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

wantto do. You can also

Right-click in the Date

: column and choose 7:"5 HARRIS
5 Workgroups Ops = semoolselonl

15



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. | = " " se— T

7 HARRIS,
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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.

Iy

Reallocating /‘ | Far
Before (e

After
2, HA
R
47
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Canceling Workgroup Transfers

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. If many workgroup transfers are
added for a day and you want to remove all of
them, you can cancel workgroup transfers from
the time card.

Right-click in the Date column and choose
Workgroups Ops and Cancel Transfer Adjs.

29,
7L HaRRss,
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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. :

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 ! orin
‘ the Exceptions column

|
2,
| 7 aRRis,
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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 Tla supervisor edit.
To review all supervisor adjustments for a pay period, right-
click in the Date column and choose Review then Supervisor
Adjustments.

.
7Y HarRis,
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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
with the date of the edit.

Clicking [#] hides the supervisor edits.

You may be able to delete & or cancel Fla 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.

7L HARRIS,
NS
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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

7V, HARRIS
2 AR
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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 authorize the entire pay
periods time card. After it is clicked, the text changes (e Ex——|
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. ClickTcsw to lock
the time card. After it is clicked, the text changes to|

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.

5 5 7% HARRIS
Time Card Approved B veme Card Lockm NS school Schdions i
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There are two different types of summary views.

The first set are located at the bottom of the time
card screen.

Something new with 2.1 Notice Vacatidn balance of
95.09. This includes future planned absences. This is the 7:\‘4 HARRIS
sa benefit screen that also now shows Planned Absences. e

8/1/2017

18



Attendance Enterprise — Supervisor Training

The second set Right-click in the date column and
select Review.

2 7“‘4 HARRIS
crvest = e

Attendance Enterprise — Supervisor Training

For each day you have the options of putting in
Notes/Comments for each employee. These notes
could be why you debited/credited someone's
hours to 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.

8 scrading
2 scstments
S5 oona

Werkgroun ops

.
7Y Haris,
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Interactive Summaries

=
72 HARRIS
NS
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Interactive Summaries offer summary
information of several different types. The
Employee Hours Summary allows you to see

the total hours ) e

[oaiyOperatons - | employes Hours
worked for your | ;e
= e
Scheduling Totals 14:45 830 2315
employees for  zesreen e T

this pay period. |,

» Employee Exceptons ||
» Personal nfornaton

2\
72 HARRIS
NS
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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 ... \‘
or you may r— |
select Custom . — WPE =
and set your feaE ‘
own d ate range_ i s s et Al ny vhen "Gt
Remember to Ez:,ga\:;; N el
scroll up in the s Sl
selection window 2y

59
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Interactive Summaries may be printed using the
Print Preview option.

You may export the summafy{\co Excel using
the Excel option.

You may drill

N
e TPt v

T
e
vt cperatone:
down on an
— —_—
employee to o SO s e

Interactive Summaries ||

view their detail | ;oo

> Bepariment Hours
» Cost Center

time card. s i

» Personal nformation

29,
7% HARRIS,
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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
hown below.
od 5 Excel T)PrntPreview  Workgroup

Location Hours.

Location Department Cost Center REG 016 Totals
Totals as00 800 5600
Pron som 311000 800 800
Prson Corrections Offce Level 1 311000 w0 s 4800

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

Workgroup components.

Location Hours.

ocpartment Costcenter we o6 Tous
rotas woo  se0  seno 5
7 % HARRIS
oM 311000 800 800 N 5chootscblions i
om0 ws s s
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Learning Center

2,
7% HarRis,
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2S¢ i ! . . . . ”
s | » An online Learning Center is available to offer help with
i onne functions you may wish to preform in Attendance

e Enterprise.

Scheduing
» Scheduies i Worin » Click on Learning Center.

» Employee Scheduies

ineractive Summaries |y You will be taken to the Attendance Enterprise 2.0

» Location Hours

 Department Hours Learning Center. You will see a list of topics available to
+ Cast ContrHours .

» Enploye Hours view.

» Enployes Excaptons e neom-
Reports attendance INFOTRONICS..

enterprise 2%

» Shared Reports
» rivate Reports
Operations
» iy Account
Employee Lists
» Termaated Enployees
» Addresses
» Badge Usage

— N
Learning Center 7‘\‘5 HARRIS “
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You may select a topic such as Editing Time
Cards. You will see a list of choices for the

topic. s T
3

Time Cards

Some will be

card

Usi
d Maintaining Emy Editing Time Cards topics include:

PDF documents e o Making Time Card Edits
Performing Imports & Exports eting i %
« Managing Exceptions

others will be

Making Time Card Edits

Videos you may e e

Employee Time  PDF (105K)
Card

View Reviewing and Video (255 min)  Introduces time
. Correcting nagers and o
Employee Time howto credit or

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

Description

Describes the s

time, and 50 on

chbons W

8/1/2017
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