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A 
Start by logging into 
Attendance on Demand 
(Use your login name & 
password) 

B 

The Daily Dashboard 
The daily dashboard provides complete status information by the day for the pay period 

 
Gauges 

 
 

C 
The Dashboard uses informational 
Gauges to inform the supervisor on 
existing conditions. 
 
Gauges are day sensitive. Notice that 
the current day’s gage provides 
different information then the 
previous days gauges provide. 
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News Items                                                                              A

 
 

A Variety of News Items may provide the Supervisor with relevant weekly information 
 

B 

 
News Items expand when you left click on the icon  

 

 
 

C 
Drill Down Capabilities 

 
Gauges allow drill downs or additional 
information.   
 

 

 
 
 
 

D 
 
Left clicking on Currently Working presents 
a list of Employees who are currently clocked 
in. The list may be sorted by left clicking on 
any header of the information. 
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A 
 
 
 
In the example to the left, employees are 
sorted by the actual punch in time, earliest to 
latest. 

 

 

B 
Return to the Daily Dashboard by left 
clicking on Daily Dashboard  
 
Caution must be used when choosing the 

Browser back icon.   No processing 
of data occurs when the back icon is used  
 

 

  
 

C 

Exception Monitoring 
 

Exception tracking is the heart of the 
supervisor monitoring employee work 
performance.  
 
Left click on Wednesdays Exceptions.  
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A 

The List of Exception Employees Only 
You may edit all employees on a single screen or go to the individual time card 

 
 

 

 

B 
Viewing the Entire Timecard 

 
If you prefer to view the entire 
timecard for each employee you 
may left click on the employee 
name to bring up the entire 

imecard  
 

 

 
 

C 
 
With the entire timecard viewed, 
you have an Employee drop 
down that lists only the 
employees with exceptions on 
the day you’re monitoring  

 

 
 

D 
Adding a Missing Punch 

 
Right click on the date (Nov-29 
for Adele Burke) to display the 
editing options. 
 
Left click on Adjustments then 
on Add a Punch 
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A 
Fill in the Punch time and 
choose a Reason code for the 
edit. (Administrators may add 
and edit reason codes under 
Operations, Setup in the menu 
section) 
 
 
 
 
 
 
Process by left clicking on OK 

 

 
 
 
 
 

B 
The punch is added and the daily 
total is calculated. 
 
 
Left click on the drop down  
symbol to view edits made to 
this day and the reason code 
assigned 

 
 

 
 
 

C 
Removing a Punch 

 
Right click on the punch you 
wish to remove and select 
Remove This Punch 
 
 

 

 
 
 

D 
Altering a Punch 

 
You may alter the punch 
alignment by right clicking on 
the punch to alter and selecting 
Alter Punch to Become…. And 
making the desired selection 
 

 E 
Altering the punch alignment 
allows you to over ride the 
maximum shift length rule to 
calculate extra long shifts. 
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A 

Cancel an Edit 
 

Left click on the  to see a list of 
edits. You may Cancel an Edit 

using the  Cancel Icon 
 

 
 

B 

Acknowledge Exceptions 
 

Left Click on the exceptions and 
choose an individual exception 
or Acknowledge all Exceptions 

 
 
 

 
 

 

C 
Special Consideration for 3rd 

Shift 
Punches for 3rd shift employees 
that cross midnight will display 
the date in which the hours are 
programmed to be assigned. 
 

 Indicates the scheduled In      
       time Starts on the previous    
       day and shows the start date  
 

 Indicates the scheduled Out   
       time Ends on the next day 

 

 

D 
Call Back Styles 

 

Right click on the start punch of 
a day you wish to assign a call 
back style and select Change To 
Callback Style 
(Dec 2  8:00am in this example) 
And choose from the 5 available 
styles. 

 

 

E 
The change will immediately 
reflect  in the daily hours 

 

 
 

F 
Workgroup Transfers 

 

Right click anywhere in the 
workgroup area on the day you 
want to initiate a workgroup 
transfer and select Transfer at 
time of Day 
 

 Allows you to 
transfer in blocks of time 
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A 
 

Fill in the transfer window with 
the appropriate information. 
 

The drop down arrows will 
bring up help in selecting a date 
or time. 

    
 

 

 

B 
 
Once the Transfer is completed, 
the results can be seen in the 
workgroup area highlighted in 
red. 

 C 

Other Transfer Types 
 

Right Click on the daily hours 
and other transfer option are 
presented 

 

Scheduling in the Time Card 
 

 
 

D 

Adding Schedules 
 

Right click on the date field and 
select Scheduling.  
 
Off This Day 
    Removes all schedules 
Flex Schedule 
    No start or end time 
Quick Schedules 
    Pick list of common schedules 
Benefit Schedules 
    Insert Planned Absence time 
Add a Schedule 
    Add additional schedules 
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A 
 
Quick Schedules 
 

Quick Schedules are a set of 
preset common schedules 
allowing the operator to quickly 
select the appropriate schedule.  

 

 
 

B 
The selected schedule is inserted 
on the date specified 

 C 

Benefit Scheduling 
 

Right click on the date to add the 
benefit schedule, choose 
Scheduling, Benefit Schedules 
and select the benefit type and 
amount. You may edit the 
amount after the selection by 
right clicking on the actual 
benefit schedule 

 

 

D 
The Benefit is scheduled 

 

 

E 
Schedule Changes 

 
You may double left click on a 
schedule to edit the time. Press 
enter once you have entered the 
new scheduled time 

 

 

F 
More detailed editing is 
available by right clicking on the 
actual schedule. 
Add a Schedule 
    Add additional schedules 
Edit Schedule 
    Edit the existing schedule 
Delete Schedule 
Delete the individual schedule 
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A 

Editing the existing Schedule 
 

You may edit the schedule type 
Standard Schedule 
Flex 
Plan Absence schedule 
 
You may edit the start/end times 
 
You may edit the workgroup 
assigned to this schedule 
 
You may edit the rate of pay 
 
You may assign any special 
schedule styles 

 

 

B 
Special Edits 

Right click on the date column, 

 the example on Nov-28 
tual 

 

 

go to Adjustment, Special Edits 
and choose one of the four 
options. 
 
In
Matthew is paid from his ac
punch in time even though the 
punch occurred during the 
normal no-pay entry period
 

 

 

C 
Note the worked hours changed 
from 7.50 to 7.67 

 

 
 

D 
Crediting Worked Hours 

 
ig

ed Time 

R ht Click on the Date (Nov-
27) Select Adjustments and 
Credit Worked Time 
 

rediting Non WorkC
 

his same selection may be used T
to Credit/Debit hours & dollars. 
To debit hours or dollars use the 
– sign to add a negative number 
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A 

 
Select the amount to credit and 
Pay Amount Indicated or select 
Pay Lunch Amount Deducted to 
automatically credit back the 
deducted lunch. 
 
Be sure to select a time when 
the employee was actually 
working or the edit will not 

ke effect. ta

 

 

B 

 in daily hours 
 

ote the increaseN
from 7.25 to 7.75 with the 30 
min lunch added back into the 
total 

 

 
 
 

C 
Adding Notes to the Timecard 
 
Right click on the date (Nov-27) 

Adjustments, and select 
Notes/Comments, Add 
Note/Comment 

 

 
 

 
F ith the 
d K 

D 

ill in the Comment area w
esired note and select O
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A 
The date turns bold to indicate a 
note exists. When the cursor is left 
on the date, the note will balloon 
out as seen here. 

 

 
 
 
 

B 
Reviewing All Time Card Notes 

 
You may also review all of the 

 
 
 

 

notes for the entire pay period by 
right clicking on any date and 
selecting Review then 
Notes/Comments. 

 

 
 

C 

All Notes for the pay period will 
be displayed sorted by date. 

 



 

 

A 

Managing Leave Requests 
Expand the Leave Requests news 
item. Note requests are sorted by 
seniority. Left click on Matthew 
Benedict’s name. 

 

 

B 
The First section displays the 
employee’s request detail 

 

 

C 
The Second section displays the 
status of the employees current 
benefit bank balances 

 

 

D 
The Third section provides bot
the personal schedule and t

h 
he 

employee’s  workgroup statistics 

 
 
 

 

E 
Approve - the software will 

t 

anges will 
be made 
 
The software notifies the 
employee through the ESS activity 
screen as seen below 

automatically schedule the benefi
time 
Deny – No schedule ch
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rds 

n to the daily Dashboard  

thorized Timecards 
ews Item shows the number of 

rized 

A 

Authorizing Your Time Ca
 
Retur
 
The Unau
N
employees yet to be autho
 

 Use the Drop Down to open 
the news item 

 

 
 

B 
 brief list of employees will 

d

lish 

t 
r 

ro

A
isplay as well as the Authorize Al
ption. 

l 
o
 

y simply left clicking on B
Authorize All you will accomp
the authorization. This will lock 
your employee timecards and aler
ayroll/HR that you are ready fop

p cessing. 
 
 

C 
The Unauthorized Timecards 
News Item will disappear and each 

y a individual time card will displa
Time Card Locked message in the 
lower left hand corner of the time 
ard c

 

 

 

 
 

D 
Locating an Employee 

 
To locate an employee left click 

on the  Locate Icon or select 
 and type in the 

rst part of a last or first name. 
The software will display the 

o 

fi

nearest matches allowing you t
choose the employee by left 
clicking on any personal field 
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A 
This brings you directly to the 
mployee timecard. Using the 

any of the other areas of Employee 
tion

 
 

wn. 

e
Pages dropdown you can select 

informa . 

Pay Periods can also be selected
using the Pay Periods drop do
 
 

 

 
 

B 

The Employee Schedule 
 

one 
use 

the Pages drop down 
nd choose Schedules 

When scheduling needs to be d
beyond the current pay period, 
the employee schedule screen. 
 
Left click on 
a

 

 
 

C 
The schedule for the entire current 
month will display 
 

The  controls allow you to add 
or delete schedules to an 
individual day 

 
 
 
 

 16



 17

 

 
 

A 

Schedule Editing 
 
To edit an existing schedule, 
simply double left click on the 
current schedule to bring up the 
schedule properties. The date 
reflects the date you double 
clicked on but may be changed. 
You may add any start and end 
time needed.  
 

 

 
 

B 
 
 
In addition to the Schedule Start 
and End times, options exist for 

e Schedule Type, the Department th
worked as well as Special 
Schedule Styles 

 

 
 

Quick Schedules 

 

The list of quick schedules is 
controlled by your system 
administrator 

C 

 
Quick Schedule changes can be 
performed with a right click on a 
day and a left click on Quick 
Schedules. Now simply choose the 
preset schedule you desire.
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A 

 
The change in schedule color 
indicates this schedule has been 
edited 

 

 
 

B 

Planned Absences 
 
Planned Absences can also be 
scheduled with a right click on a 
day and fit 

chedule  list of 
a left click on Bene
s. Choose from theS

preset benefit types.  
 

 

 
 

C 

 
The schedule is overwritten with 
the benefit time.  
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Partial Day Planned Absence 

e 
 

ule. 

A 

 
Partial day planned absences ar
entered with a right click on a day
and a left click on Add a Sched

 

 
 

B 

hours. 

 
Select Abs. Plan. Schedule, the 
benefit type and the number of 

 

 
 

C 
The result is a partial day of 
planned absence with the original 
sc

t 

hedule remaining. 
 
Employee will be flagged as “Lef
Early” if the schedule remains 
unchanged. 
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A 

Other Scheduling Options 

e 

*Cut (Off This Week) removes the 
schedule from the week of the 
selected day 
 

*The Cut will not place the 
schedule in the clip board 
 

Copy copies the schedule to the 
clip board 
 

Paste pastes from the clip board 
(individual cells only) 

es 

week.  

 
*Cut (Off This Day) removes th
schedule from the selected day 
 

 

Replicate Previous Week copi
the schedules to the week you are 
on from the previous 
 

Flex Schedule adds the flex 
schedule 

B 

formation 
 

Personal information may be 
limited by you password access. 
The areas listed here may not all 
be available to the supervisor.  
 

One area of concern is the Pay 
Cla
ets the calculation rules for this 

a 
ch. The labels on 

your 

Personal In

ss assignment. The pay class 
s
employee. In the example, the 
employee is assigned to a pay 
class that pays overtime over 8 
hours per day and auto deducts 
30 minute lun
your pay classes will be 
customized to be familiar to 
particular company rules. 
 

 
 

 

 

 
 

C 

Private Tab 

lude the 
 

IN 
e 

ce Module. 
  

 
The private tab will inc
Social Security number if needed
for payroll processing. 
The eMail Address and ESS P
number is only used when th
customer is utilizing the Employee 
Self Servi



 

 
 

A 

Rates Tab 
 

Employee pay rates are tracked fo
the current rate and previous rates
To change an employee pay rate 

r 
. 

left click on (Change) 

 

 

B 
nd Add the rate, the effective date a

any comments you desire. 

 

 

C 
Workgroup Assignment 

 
The employee’s home workgroup
is assigned rkgroup 
Tab 

 
under the Wo

 

 

D 
s 

 
The employee is designated as 
Active or Terminated 
 

 
Use (Change) to edit the 
employee active status and/or 
condition 

Active Statu

Active conditions can be used to 
track employee reviews, 
probationary periods etc. 
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A 

Transfer Rates 
 

The transfer table stores rate 
modifications for employees who 
receive modified rates for work in 
specific workgroups. 

 

 
 
 

 
 

B 
Employee History 

 
The Calendar history screen 
displays a preset group of 
exceptions and pay designations 
for the selected period. 
 
 

 
 

 
 
 

C 
 

Each cell 
appropriate archived time card to 

cell 

 the day in 

is linked to the 

allow the user to left click on a 
and enter into the archive time 
ard for the period withc

question 
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A  

E
 

 
l 

o 
 from 3 

eeks ago, three months ago or 
ven three years ago! 

mployee Archives 

The Archive Pay Period drop
down provides access to al
archived time cards. It is simple t
look up an old time card
w
e

B 

ng balance 

 

 
 

Employee Benefits 
 

Each Benefit time has a separate 
tab and displays a 12 month 
running total of Credits, Debits 
and runni

 

 
 

C 
Group Scheduling 

 
Left click on Employee Schedule
 
All the features of an employee 

le 

s

individual schedule are availab
on the Group Schedule page 
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A 
Additional Group Schedule Options
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  Remove Selection of Schedules 

 

 
 Copy Selected Area 

 

 Paste Previous Copy Selection 
 

 Go to the Previous 
Week 
 

 Go to Next Week 
 

 Go to Previous 
Page 
 

 Go to Next page 
 

 Currently Viewed 
Page 
 

 B 

ny 

employee will 
appear if any part of their schedule 
includes a scheduled absence.  

Scheduled Absences Next Week 
 

This Schedule screen displays a
employee that has a scheduled 
absence next week. An 

C 

Summary Sheets 
 

You will have a list of available 
summary sheets to choose from 

 
 
 
 
 

 
 

 
The example to the left is the 
Department Hours Summary Shee
 

t 

 
 
 
 

 
 

 
 



A 
You may choose from a variety of 

 
 

da

Op review 

p

te ranges to view.  
 

tions include a Print P
and a link to populate an Excel 
s readsheet 

 

 

 
 
 

B 

The  will display the 
report in Adobe PDF format. You 
may also Save, Print or Email the 
report 
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   A 

 The Export to Excel
rovides the user with

 
 a direct data 

an get quite graphic! 

P
transfer to an excel spreadsheet.  
 
WARNING!! 
The results c

 

 
 

B 
Reports 

 
Reports are categorized into time 

s and reportframe  types using 
multiple Report Group Tabs 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



A 
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Select Employees 
 

You may select a single employee 
or a combination of employees. 

 

 
By Left Clicking on the Header 
Label you will select all 
employees listed 

 

Select Workgroup 
You may select a single 

Workgroup or any combination of 
Workgroups 

 
 

Select Pay Class 
You may select a single pay class 
or all Pay Classes  

 
You may Save the report to “My 
Reports” as well as choose the 
Report Name for the task and the 
Report Group it will be assigned. 
 
You may View the Report or 
eMail the report. 
 

Select 

 
 

 to finish 
 
 
 
 
 



 
 

 
 

A 

Change Your Password 
 

Left click on  
And follow the Wizard 

Adding Employees 
B 

Selec  

 
 
The Add New Employee Wizard 
will guide you through the process 
 
 
Choose N

t Add New Employee from
the Operations list. 

ext 

 

 
 

C 
Enter the employee information 
and select Next 
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 A 
Enter the Employee ID number 
and date of Hire. Use the  to 
bring up the calendar.   
 

ber is the link to 
atch yo r 

Note: The ID num
uyour payroll and must m

employee payroll ID exactly. 

 

 
 

B 
Add the employee social security 

ber if desired num

 

 
 

C 
Add the employee badge number. 
 
This is also the number used to 
“clock in” on the Employee Self 
Service Module 
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A 
Select the employee’s home 

. Department from drop down list
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B 
Select the correct pay class (rule 
set) for this employee 

 

 
 

C 
Choose a clock group where 
applicable. 
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A 
Select the Schedule Pattern for th

te. 

Note: The effective date should 
not be prior to the employee’s start 
date. 

e 
employee and the effective da
 

 

 
 

B 
Select the Hourly Status Type and
the effective date. 

 

 

 
 

C 
Select the Pay Type (Hourly or 

 pay 
tive date for the rate. 

Salary) the employee’s rate of
and the effec

 
 
 
 
 
 



 

 
 

A 
Key in the employee address 
information. 
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B 
Key in the employee’s email 

Note: The PIN number is used in 
conjunction with the badge 
number to enter into the ESS 
Module.  

address if desired and the Personal
Identification Number. 
 

 

 

 
 

C 
ESS Users Only 

 
 
Note: Hold down the Ctrl key to 
make multiple selections. 

 
Select the permissions for this 
employee’s access to the 
Employee Self Service Module. 

 
 
 
 
 
 
 



 

 
 

A 
Self Service Cellular Permissions 

 

 
 

B 
Key in the employee phone an
emergency contact information. 

d 
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C 
Choose the Active Condition for 

e employee. th

 
 
 
 
 



 

 
 

A 
Finished!!! 

Schedule Patterns 
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B 
e 

Scheduling menu. 
 
Next select Add New Schedule 
Pattern 
 
 

Select Schedule Patterns from th

 

 
 

C 
The Schedule Pattern Properties 
Wizard will guide you through 
adding a new pattern. 

 
 
 
 
 
 
 
 



 

 
 

A 
Select the Appropriate Pattern 
Type 

 

 
 

B 
Select the Pattern repeat duration. 

 

 
 

C 
Select the Pattern start date and 
ending rules. 
 
Note: the start date should 
coincide with the pay period start 
day. 
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A 
Select the day that defines the start 
of your pay period. 

 

 
 

B 
Select the appropriate value for 
each option. 

 

 
 

C 
Select the number of days to build 
ahead and Select the pattern 

s ahead that schedules were 
built. (i.e. one year ahead would 
require a value of 365) 

repeating start day. 
 
 
Note: When using Leave 
Management, the employee may 
only request leave for the number 
of day

 
 
 
 
 
 
 



 

 
 

A 
Select your schedule start day 
(should coincide with your pay 
period start day) 

 

 
 

B 
Label the new schedule pattern 
with a name and description. 

 C 
Select the Save pattern properties 
option. 
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A 
Select Finished!! 

nd 
chedule pattern. 

 
Now lets move on to the setup a
assigning of the s

 B 
Using the + on each day, setup the 
schedule times as seen here on 
Monday. 

 C 
When finished, select Assign 

 

 
 

D 
The Schedule Pattern Employee 
Assignment Wizard will guide you 
through the process. 

 
 
 
 
 



 

 
 

A 
Choose the type of employee to 

rn. 

any schedule state. 

assign to this patte
 
Note: Free Form Selection allows 
you to choose any employee in 

 

 
 

B 
Select the employees from each 
workgroup to assign to this 
schedule pattern. 

 39

 

 
 

C 
Choose the start date fro the 
pattern schedule. 

 
 
 
 
 



 

 
 

A 
Choose how to handle existing 

heduled 
benefit time. 

schedules. 
 
 
Caution: Choosing Change All 
Schedules to This Pattern will 
overwrite any pre sc

 

 
 

B 
The software requires a 
confirmation on the number of 
employees the schedule chan
will effect. 

ge 

 

 
 

C 
Finished! 

 
 
 

 40



 A 
The software now displays the 

assigned to the pattern. 
schedule pattern and the 
employees 

The Payroll Activity Screen 
 

 

B 
The Employee Status Screen 
presents the current and previous 
pay period status as well as 
scheduling and H.R. information. 

 C 
By selecting the Issues  

 
 
 
you will be presented with the 
critical (Bold Print) and non-
critical issues. 

 D 
Once the c
resolved the status will c

ritical issues are 
hange to 

Sufficient to Proceed in yellow. 
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 A 
Once the non-critical issues are 

to resolved, the status will change 
Ready in green. 
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