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The server woodmontseniorliving. attendanceondemand. com
at woodmontseniorliving. attendanceondemand. com requires a

username and password.

User name:

Password:

Connect to woodmontseniorliving.attend... |1| f$__(|

ks

[ |Remember my password:

Ok ] [ Cancel

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

The Daily Dashboard

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

I| Petiods |Current Petiod

~
2 Menu @ |
Administrator Browser Profile
Daily Operations ~ Calendar Dashboard F
» Daily Dashboard
» Scheduling Dashboard Sunday Monday Tuesday Wednesday
» Payroll Activity
» Employee List Exceptions Missing Punches 1 | Absent Today 0
» Terminated Employees Curre_nﬁ\-I 24
Scheduling ?voaril;r;glle
» Employee Schedules Employees
b Scheduled Absences ay ___22]lug
¥ Schedule Patterns
Summary Sheets
» Department Hours
» Employee Hours
» Employee Exceptions )
Reports ¥ unau{f‘l“[?‘:‘[l;ﬁ?ﬁn}nmrds 9 request(s) made betvt::‘“‘f. ﬁ?&?ﬁs"fx Thu May-14 09
» System Reports 40 Employess
» My Reports
Operations
» Add New Employee
» Setup
» Holiday Dates
» Group Adjustment
» My Account
Gauges The Dashboard uses informational
€ Dasnboara uses Intormationa
Wednesday Thursday . .
Gauges to inform the supervisor on
M 13 ¢ . s .y
_— — d existing conditions.
Mizzing Punches 1 Absent Today i
Current] 24 .- .
wﬁr;ﬂ-ng? Gauges are day sensitive. Notice that
Avalable 16 the current day’s gage provides
Employees different information then the
previous days gauges provide.




News Items

» Employees Need Review

W
1 Employess

¥ Unauthorized Timecards
17 Employass

x Leave Reguests
2 request]s) made betwean Mon Mov-27 00 and Sun Dec-03 0D
¥ Scheduled Coverage
Thu Mov-30 00
A Variety of News Items may provide the Supervisor with relevant weekly information
B
- Leave Requests
2 requestis) made between Mon Mow-27 00 and Sun Dec-03 00
Employee Request Hired Requested On
: Request 32,00 Hours from Tue Dec-26 00 A Rrerm _ .
Benedict, Mattbiew & o Fri Dec-29 00, Using Persanl, Fri Dec-07 90 Thu Mow-30 00 9:43p
Brvelich, Mary Request 8.00 Hours onWed Dec-0600. 1y 30600 Thu Mov-3000 10:00p

Ising Yacation,

News Items expand when you left click on the icon ¥

C
Thursday Drill Down Capabilities
Nov 30 Gauges allow drill downs or additional
Absent Today z information.
Currently
W'arking
Scheduled OFf 1
Leave Requests Z2
Ayvailable 2
Employees
D
Currently Workin .. .
Y d Left clicking on Currently Working presents
LastName  FirstName  ID Number Last Punch a list of Employees who are currently clocked
o0 00 in. The list may be sorted by left clicking on
Furey o 0 5:13a any header of the information.
Patel Kristina 129 Lo QEDVS;SD o
Lowis Diayle 247 Thu Q?DVS-:D oo
Gerner Anna 163 Thu 2:03\320 g
Garal Gina Marie 196 Thu gfr{:o aa
) Thu Horv-30 00
Campione Teresa 140 M 5:03v8a
Debuyser Roseanne 202 Thu g;oavl_go oy
Benedict Matthew A 000115 Thu 2?‘0\‘0'20 L




For Thu Now-30 00

Last Mame First Name ID Number Last Punch In the example to the left employees are
Cormer . e Thu gd:jgtjn oo Is:tr(;f:i by the actual punch in time, earliest to
Campiane Teresa 140 Thu g‘l::';a'gn 00

) ) Thu Mow-30 00
Goral Gina Marie 196 =474
Benedict Matthew A 000115 Thu Nov-30 00
£:00a
- Thu Movw-30 00
Patel Kristina 129 2058
Louis Diovle 247 Thu g:juvg:gn 0o
Furesy John 430 Thu g:jlggn 0o
Debuyser Roseanne 202 Thu g::';{gn 0o
~ Return to the Daily Dashboard by left
¢ Menu a» clicking on Daily Dashboard
Daily Operations . .
L Caution must be used when choosing the
» Daity Dazhbeard .
) i 0 Back. .
¥ Scheduling Dashbeard Browser back icon. No processing
» Find Employee of data occurs when the back icon is used
Exception Monitoring
Wednesday
Nov 79 Except_ion track_ing_is the helzart of thek
. rvisor monitoring em wor
Overtime 6:37 supervisor monitoring employee wo
_ performance.

Left click on Wednesdays Exceptions.




Employee Time Cards by Day

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

Last Name First Name ID Department
Benedict Matthew A 000115 TELMRK.
Date Schedule Unrevielz::;:::eptions Hours Workgroups |
Date Start End In Cut Cepartment Fram To Hours |Exceptions
3 how-29 G008  z200p B 5223 2:00p ¥| 813 TELMRK a22a  200p 8.3 A Early
Burke: adele 103 TELMRK.
Date Schedule Unrevie?:;::zeptions Hours YWorkgroups 1
Date Start End In Cut Department Fram To Hours |Exceptions
3 Mow-29 9:00a B:00p B! 9:32a o ¥ 0.00 9:32a 9323 0.00 | Tardy, Miss, Pun,
TOY 1.00 Paint Tardy < 2 Hours
Hoesle Mary 650 OFFICE
Date Schedule Unrevie?:;::zeptions Hours YWorkgroups 1
Date Start End In Cut Department Fram To Hours |Exceptions
3 Mow-29 10:30a 34ap B! 9453 o ¥ 0.00 9453 9443 0.00 Arr, Eatly, Miss, Pun.
Mow-29 Bl 10:30p o 0.00 10:30p  10:30p 0.00 Unsch., Miss. Pun.
B
Last Name First Name (1) Department Vlerng the Entire Tlmecard
Benedict Matthew A ooo11s TELMRE B .
unches If you prefer to view the entire
Date Schedule Unreviewed Exceptions Hours timecard for each employee you
stz start B I Out may left click on the employee
3 Mow-29 G:00a 2:00 Bl 5223 2:00 ¥ 2.1 ; ;
oY P& P Y name to bring up the entire
Burke Adele 103 TELMRE imecard
C
Pages | Time Card w | Pay Periods | Current Period w | Emplovee | By } . ) .
Benedict, Matthew A (TELMRK) Burke, Alele %Shhg‘\]/ee Z?]t Iéerntg):r(])ilzaerg r\cl)lswe(i
Hoesle, Mary
Last Name First Name ID Department dOWﬂ that |IStS Only the
Eenedict Matthew & 000115 TELMRE H H
employees with exceptions on
Date Schedule Punches Hours , . .
Date Stat  End I out Departm the day you’re monitoring
1 Mow-27 G:00a 2:00p 6:05a 2:08p ¥ 7.42 TELMR
TO% 1.00 Paint
z Mov-28 6003 200p 5:50a 2:08p 7.50 TELMR
3 Mav-29 B:003 2:00p f:22a 2:00p ¥ 8.13 TELMR
4 Mov-30 B:00a  2:00p E:00a ¢ ¥ 0.00
5 Dec-1 Wacation 8.00
Vacation .00
[ Par?
D
Burke Adele 103 TELMRK Addlng a M|SS|ng Punch
Punches
[Peti Sl i Unreviewed Exceptions bours
Date Start Eni In Out R H H
ight click on the date (Nov-29
R I | §:37a Q@ ¥| 000 )
] Scheduing » TOY1.00 Point for Adele Burke) to display the
Hoesle & Adjustments » (7% add a Punch ed|t|ng Opt|0ns
e  Workoroup Ops v &9 Credit/Debit Hours Hours
ns
- N[ Motes/Cormmments v 4% Credit/Debit Dollars o Left C“Ck on Adjustments then
"o Review v () Credit Worked Time : on Add a Punch
14 spedial Edits .




TS N | Fill in the Punch time and
ot Date Tl b choose a Reason code for the
e - edit. (Administrators may add
| WU Standard Transacfion - -~ and edit reason codes under
e 2“‘“”" 08 — < = Operations, Setup in the menu
eason ailure to Punch ELE H
ot section)
L
B [ Ok l l Cancel l Iyns
Process by left clicking on OK
B
. _Punches Hours The punch is added and the daily
Unreviewed Exceptions total is calculated.
Ctart End In it
9:00a  G00p (B 9:32a  EB:00p 3 7.07
TDY 1.00 Paint . .
BILL ADD PUM ‘Wed Mav-29 00 6:00p (Failure ko Punch) Left click Or:] the dl:Op down
symbol to view edits made to
this day and the reason code
assigned
C
Removing a Punch
FUuliLieEs
Unreviewed Exceptions Hours
In Out Departrm: Right click on the punch you
Eol d3da  BO i N "h T wish to remove and select
Dy [# Rermove This Pundc .
Remove This Punch
OFFICE alter Punch to Become... »
inchac
D
Altering a Punch
h
UnrevieT:;E:zeptinns LT AL
In Out Departrment Frarm
EN 5453 o ¥| ooo G453 94 Y_OU may alter_the pu_nch
B 10:30n ~ nnn 1030p  10:3 alignment by right clicking on

(%" Rernove This Punch

A Standard Punch
Alter Punch to Become... »

The Start of a Shift
The End of a Shift

Part of the Previous Shift

the punch to alter and selecting
Alter Punch to Become.... And
making the desired selection

Punches

Unreviewed Exceptions LS
In Out
Bl 9453 10:30p ¥ 12,25

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




Date Start  End In out
= Mov-29 G00a  230p  |BY §22a  200p B =&
[TIBILL ADD 1:00 TO Wed Mow-29 00 (Supervisor Permission)

.08

Cancel an Edit

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

=]

using the L2 Cancel Icon

B
Punches . Workorouns .
Unreviewed Exceptions Hours ¢ _ ACknOWlEdge Exceptions
In Qut Department Fram To Hours Exceptions
B! f:22a 2:00p B! ¥ 8:08 TELMRK 5223 2:00p 8:08 |Arr, Early, Left Early
—— Left Click on the exceptions and
choose an individual exception
Acknowledge Arr, Eatly .
At owedlLaft e or Acknowledge all Exceptions
C
Special Consideration for 3"
Shift
Date Schedule Punches Punches for_3rd _Shift e_mpl_oyees
Date Start End In Qut that cross midnight will display
L | Augls 2300 700 2300 700 .| | the date in which the hours are
T augzo ' ' programmed to be assigned.
- cehedul 4 |ndicates the scheduled In
o e time Starts on the previous
Date Start  End In Lut day and shows the start date
Mlo-27 11:00p T30a » 10:58p0 7323 ¥ "
Indicates the scheduled Out
time Ends on the next day
D
Dec2 Y] gnna o0 vl n=3 TELMRK BO0a & Call Back Styles
o & Rernove This Punch . .
Right click on the start punch of
Alter Punch to Become... » . .
a day you wish to assign a call
Change To Calback Style... v Min 2 Hours
S back style and select Change To
CallBack Style 3 Ca”baCk Style . ;
TS (Dec 2 8:00am in this example)
CalBack Style 5 And choose from the 5 available
styles.
E
o 2 p—  E—— The cha_nge W|II_|mmed|ater
reflect in the daily hours
Dec-3
F
First Name D Department Workg I’OUp TranSfe rS
Matthew & 0oo115 TELMRE - . .
Schedule Punches Hours Workgroups nght CIICk anyWhere In the
Start Encl Iri out Department Frarm To Ha Workgroup area on the day you
6:00 2:00 B:05 2:08 ¥ 742 TE! *4m Fenes e 7 H"TH
# b o100 Paint @ Transfer at time of Day want to initiate a workgroup
B00a  Z00p 502 2.08p 750 TE®Reslocste Hours 7 | transfer and select Transfer at
6:00 2:00 f:22 2:00 ¥ 8.13 i
a:uu: 2:002 a:uu: n° v| 000 (2] Cancel Transfer Adss time of Day
% acation 5.00
vasation 600 W& Reallocate Hours Allows you to

transfer in blocks of time




A
rrsteme B pepartment Fill in the transfer window with
Matthew & 000115 TELMRK . . i
the appropriate information.
Transfer Employee at Time of Day
_ pate 272000 ¥ The drop down arrows will
g Time 12.00] ¥ bring up help in selecting a date
g Department HELPER v or time.
Wacat  Reason [no reason given) v 11/2772000 Hvenbor 000 11/22/2000] ¥
12000 su Mo Yu wu rl; n.‘ !u:' 12:00 i 7
.- e
ocked l Ok l l Cancel l : : : :“_; z A: :: sam  Gem 2 2
=ovoafEfl
B
Matthew & 000115 TELMRE ;
Schedule Punches Hours Workgroups OnCG the Transfer IS Completed,
Start End In Out Department From To Hours Exo H
B:00a 2:00p B:05a 2:08p ¥ 742 TELMRK G:05a 12:00p 0,42 Tar the reSUItS can be Seen In the i
HELFER  1200p  2:08p workgroup area highlighted in
TO 1.00 Point Tart
red.
. C
Hours orarenes Other Transfer Types
Department Frarm Tn
R L . . .
Pay Des Transfer an Man 27-Nov Right Click on the daily hours
7 Reallocate Pay Designation Hours and Otheé transfer Optlon are
: 8 Rate Transfer on Mon 27-Mov presente
Scheduling in the Time Card
D
AT
2 | aug & Scheduling + [53 Off This Day Right click on the date field and
7 Aug- & Adjustments v 7 Flex Schedule select Scheduling.
= Aug-
Warkgroup Ops [ i .
= hug- group Up Quick Schedules Off This Day
n pug-  Motes/Comments Benefit Schedules Removes all schedules
2 Aug " Review , Flex Schedule
5 o 3 Add a Scheclule No start or end time

Quick Schedules

Pick list of common schedules
Benefit Schedules

Insert Planned Absence time
Add a Schedule

Add additional schedules




Date Start Erd In ot Location
F| Au20 Quick Schedules
=l Aug-
= P:E-I & scheduling » [ Off This Day )
E fug- & Adiustments v [ Flex Schedule QUICk Schedules are a set of
i Aug:: waorkgroup Ops ' Quick Schedules v 7i30a/3p (7:20af3p) plrleset COn;]mon schedules ickl
w g Motes/Comments ' Benefit Schedulss »  8a/Sp (Fa/Sp) allowing the operz_itor to quickly
T i o select the appropriate schedule.
& ud: .2 Review * & Add a Schedule 7.00a/ 2:30p
% iE:iih Administrative ary o0s 1007 8:303f 5:30p
B
Date sehedule The selected schedule is inserted
Diate Start End on the date specified
z Aug-20 7300 1400
C
Date schedule Punches Hours H H
Date Start End In Ot Departrment BenEfIt SChEdUllng
£ Bug-19 A .
T pug B Scheduing » [ Off This Day Right click on the date to add the
g Aud- & sdjustments v [ Flex: Schedule benefit SCthUle, choose
f ius Workaroup Ops [ ouick schedues X Scheduling, Beneflt_ScheduIes
- Alg- Motes/Comments Y Benefit Schecules ¥ Yacation 8:00 and SEleCt the beneflt. type and
9| A i - amount. You may edit the
o2 G ick & .
T Eeloctd oz e amount after the selection by
+ Period 1 Adminstrative "\ies »Tme OFf » Superviso emza ) right clicking on the actual
Unpaid Off 2:00 -
e benefit schedule
D
= i . L.
S Aug-20 Wacation - 8:00 The Benefit is scheduled
E
Benedict Matthew & 000115 TELMRE SChedUIe Changes
S Sl punches Hours You may double left click on a
L Mower 2:00p B:05a  208p ¥ 742 schedule to edit the time. Press
enter once you have entered the
new scheduled time
F
Date Stat  End In More detailed editing is
F Aug20 fan e available by right clicking on the
Add a Mew Schedule
actual schedule.
g Aug2l Add a Schedule
3 Aug-22 Edit Schedule Add additional schedules
= AUg-23 i
= Delete Schedule Edit S.ChedUIe. .
T Aug-24 Edit the existing schedule

Delete Schedule
Delete the individual schedule

10




Edit Schedule for This Employee

Date
Schedule Type

0202007 | ¥

A
Editing the existing Schedule

You may edit the schedule type

Standard Schedule v Standard Schedule
Benefit Flex
Start Time Plan Absence schedule
End Time . .
You may edit the start/end times
Amount
Location 001 v You may edit the workgroup
Department ooz v assigned to this schedule
Cost Center no3 " .
You may edit the rate of pay
Rat
ate 71500 (20
Schedule Style Standard v You may assign any special
schedule styles
| ik, | ‘ Cancel |
B
2| Moy R.00a .00 &50a  2:08p ¥| 750 TELMRK Special Edits
3| oy Stheduing ' §22a  2:00p ¥| 813 TELMRK ) )
4 Mow & Adjustrents v 73 add a Punch ¥ 000 nght click on the date COlumn,
5| Do workgroup Ops o G r . go to Adjustment, Special Edits
atan .
o | pe MNotesfComments v % Credit/Debit Dollars TR and. choose one of the four
! DSt - Reviews v (% Credit Worked Time Optlons.
4 Special Edits *  Pay to Scheduled Start In the example on Nov-28
Pay ta Scheduied End Matthew is paid from his actual
Pay to Actual Start punch in time even though the
Pay to Actual End punch occurred during the
normal no-pay entry period
C
To-28 B:00a 2:00p a:80a 2:08p ¥ 767 Note the WOI’kEd hOUI’S changed
Pl 20 E-NNa DNNn B A1 a I-NNn o [ =1 =] from 750 to 767
D
- e ehedule Dpe:uc.;c:;;ms _— Crediting Worked Hours
Date Szt 2 I Out Right Click on the Date (Nov-
) F18a NNy . . » -
| @ secting ; Bosa z0%p ¥ 7% | 27) Select Adjustments and
_ - | Paint Credit Worked Time
#& sdiustments v 15 Add a Punch uin
2 i ¥ 767 .. .
! N: Workgraup Ops v & Credit/Debit Hours ¢ 613 Crediting Non Worked Time
4 me  MotesfCormments v 4 Credit/Debit Daollars ’ ¥ D.oo This same selection may be used
3 L e- . - . .
"o Review v 4 Credit Worked Time cation oo | to Credit/Debit hours & dollars.
s Decz & specid Edits . v zm | Todebithours or dollars use the
7| Dec3 —sign to add a negative number

11




Credit Worked Hours for This Employee

Select the amount to credit and
Pay Amount Indicated or select

Date oz
- 11/27/2000) ¥ Pay Lunch Amount Deducted to
. \_ - -
12:00p| ¥ automatically credit back the
Amount 1:00 deducted lunch.
worked Time to Compensate Pay Lunch Amount Deducted w
Reason Fay Amount Indicated Be sure to select a time when
the employee was actually
working or the edit will not
take effect.
l Ok l l Cancel ]
B
Punch . . .
Date Schedule Open Conditions Hours | | Note the increase in daily hours
Date Start End In Out from 7.25 to 7.75 with the 30
Mow-27 G153 2:00p 6053 2:08p ¥ 773 | min lunch added back into the
total
(¢}
Date — End " o Adding Notes to the Timecard
MOY-2 ' G:053 2:08 . .
M B scheduling » g Right click on the date (Nov-27)
# sdinstments . DY 1.00 Poi and select Adjustments,
: _ : Notes/Comments, Add
MNov-2  yworkgroup Ops 5 5480a  2:08p Note/Comment
Mow-2 i T T
— Motes Commerts v | 4 Add Notef/Cormment
Diec-1 o~ Rewiew v k| Remaove MotesfComments

Add Mote,/Comment for this Day

Date 11272000 | ¥

Comment Permission to start 15
mins later

o | [ ool |

Fill in the Comment area with the
desired note and select OK

12




A
The date turns bold to indicate a

Punches
Da;:te ;:;:du'e — ”Pe“mc"“d‘“g':j o note exists. When the cursor is left
Nov-27 B15a  2:00p B05a  2:08p v 775 | onthedate, the note will balloon
out as seen here.
Permission to start 15 mins Iaterl TOY 1.00 Point
Mow-28 f:00a 2:00p a:80a 208p ¥ 767
Mow-29 G008 2:00p 5223 2:00p ¥ a.13
Mow-30 B:00a  2:00p B:00a O ¥| 0.00
B
Dake Start End If ot ReViEWing All Time Card Notes
Nnw-27 f15a N6 6:05a 2:08p
) scheduling v You may also review all of the
_ notes for the entire pay period by
| R g right clicking on any date and
o Workgroup Ops C selecting Review then

ko Motes/Comrments

[. ,
o2 Revien

v . J Daily Surmmaries
__J Period Surnmaries
Ei’ Supervisar Adjustrnents

“7 NotesfComments

ok Benefit Balances

Notes/Comments.

Employee Notes,/Comments (¥on Nov-27 00 to Sun Dec-03 00}

Date
Man Mov-27 00
‘Wed Mow-29 00

Permission ta start 15 mins later
Requested Matthew start 30 mins early

MNote/Comment

Cancel

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

13




Leave Requests

g

A
Managing Leave Requests

2 request(s) made betwean Mon Nov-27 00 and Sun Dec-D3 00 d h
Employee Request Hired Requested On Expan t € Leave RequeStS news
Benedict, Matthew A ?;IE';:ES;CE'_%‘QDSDH°L'|"sri5n;rgre"rz;'§alt’ec'2‘5 " FiDec-0790  ThuMov-3000 943 item. Note requests are sorted by
. e niority. Left click on Matthew
Byelich, Mary E;ﬁ”ge.f;iggn”wrs onWedDec-0800. g1, 30500  ThuMov-3000 10:00p SBe Od' ){[, ertclick o atthe
' enedict’'s name.
e ’
Emploves | Benedict, Matthessr 2 w - - -
The First section displays the
, .
options Time Off Request mo T we Th F sa su | employee’s request detail
D Badge Workgroup [ec
Approve . 000115 108 MP-TELMRK-DI 15 19 20 21 22 23 24
Benedict, Matthew A ; ec
Deny 25 26 27 28 29 30 31
Request 32:00 Hours from Tue Ja'; 44 d g d4
Dec-26 00 to Fri Dec-29 00.
Using Personal. ol & Tl W e |
15| 16 17 18/ 19 20 21
(¢}
Benefit Balances Employee History from Mon . .
_  projected Projected 110v-2000 to Sun Dec-03 00 The Second section displays the
Benefit g‘;l"e”‘ Pr°de“"'d RE"'S“"? Future MNewEnding Vacation Sick Personal status of the emplovees current
ance se equests Balance Balance 2:00 p y
Vacation 110:00 50:00 40:00 10:00 10:00 benefit bank ba|ances
Sick 5:30 0:00 0:00 530 5:30
Perzonal 54:00 0:00 0:00 64:00 32:00
Jury Duty 0.0000 0.0000 0.0000 0.0000 0.0000
Unpaid Off 0.0000 0.0000 0.0000 0.0000 0.0000
Bryment 0.0000 0.0000 0.0000 0.0000 0.0000
Holiday 0.0000 0.0000 0.0000 0.0000 0.0000
Lft Prm Un 0.0000 0.0000 0.0000 0.0000 0.0000
FMLA 000 00 0:00 0:00 0:00
Wrk Comp 0.0000 0.0000 0.0000 0.0000 0.0000
uesda ednesda hursda rida b
T v W ¥ Thu v Friday . . .
The Third section provides both
pec 6] E T [
Benedict, Matthew A Benedict, Matthew A Benedict, Matthew A Benedict, Matthew A the personal schedule and the
Start End Amount Start End Amount  Start End Amount Start End Amount 4 1t
6:00a 2:00p 2:00 §:00a 2:00p 3:00 5:00a 2:00p 8:00 6:00a 2:00p 2:00 employee S Workgroup StatIStICS
Workgroup Statistics Workgroup Statistics ‘Workgroup Statistics Workgroup Statistics
Schedules Hours Schedules Hours Schedules Hours Schedules Hours
Normal 85  682:00 Normal 83  682:00 Normal 85 682:00 Normal 69 551:30
Absent 0 0:00 Absent 0 0:00 Absent 0 0:00 Absent 0 0:00

Approve - the software will
automatically schedule the benefit
time

Deny — No schedule changes will
be made

The software notifies the
employee through the ESS activity
screen as seen below

Time Off Requests

Status Heg
Approved Yac
Cenied Fer

14




N .
2+ Menu @ | Periods | Current Week w

Daily Operations
v Dizily Dazhbosid
v Scheduling Dashboaed

Calendar Dashboard

Sunday Monday
¥ Payroll Activity
.
¥ Find Employee Hours Hours
Scheduling Req ot Reg Crut
¥ Employes Schedules 7.40 1009 0.00 0% 103,05 993 1.02 095
o Scheduled Abzences
Mext Wizek Owvertime 1.02

Summary Sheets
¥ Department Hourz

¢ Employee Hours

» Employes Exceptions ¥ Unauthorized Timecards <
17 Employees

Reports

A
Authorizing Your Time Cards

Return to the daily Dashboard
The Unauthorized Timecards

News Item shows the number of
employees yet to be authorized

¥ Use the Drop Down to open
the news item

#  Unauthorized Timecards
17 Emplowess

Alexander, David
Benedict, Matkhew &
Burke, Adele
Bvelich, Mary
Campione, Teresa

A Dbrief list of employees will
display as well as the Authorize All
option.

By simply left clicking on
Authorize All you will accomplish
the authorization. This will lock

More Employees. .. your employee timecards and alert
< payroll/HR that you are ready for
processing.
C
5 Mov-24 £:005  =2:00p The Unauthorized Timecards
6 Mov-25 News Item will disappear and each
7 Morw-26 individual time card will display a

I__ﬂ Time Card Locked <
» Summaries  * Timme Off

[ 3 . T [ L] I |

Time Card Locked message in the
lower left hand corner of the time
card

MNovember 30 2000 18 Active, 3 In
Pay Period is Mon Mov-27 00 ko Sun Dec-;

m“:e Enterprise

Employee Attendance System

Hide Menu Welrame 1ilam Smi

2+ Menu ;H

. - Locate an Employee
Daily Operations

¥ Diaily Dashhoard

¥ Scheduling Dashkoard

b Payroll &ctivity

» Find Employee
Scheduling

¥ Employee Schedules

r Employee Properties  » Emploves Workgroup Assignrments

Search b Retur

] Excel T Print Preview

Soheduled Absences Last Name First Name  ID Department
Mext Wieek Benedict Matthew & 000115 TELMRE
Summary Sheets Burke Adele 103 TELMRK
¥ Department Hours Brelich Mary 241 SALESC
» Employee Hours Debuyser Roseanne 202 OFFICE
¥ Employee Exceptions Elizabeth Baughman rd | TELMRK

Rananrte

Locating an Employee

To locate an employee left click
™

on the ““® | ocate Icon or select
b Find Emploves and type in the
first part of a last or first name.
The software will display the
nearest matches allowing you to
choose the employee by left
clicking on any personal field
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l’.‘ 1 i 1 1 i f - - -
o I| Pages ;;T:;:Tm | Pay Beriods | Previous Period | Employee | Benedict, Matthew 4 ThlS b“ngs yOU dlrectly tO the
ons | Behe G (TELMRK] Currert Period employee timecard. Using the
Schedules IMext Period
Histor Pages dropdown you can select
¥
Last M Archives stame  ID Department fth th rar f Em I
BenediBenefits tthew A 000115 TELMRK, anfy 0 t'e other areas o ployee
B Intformation.
Date Schedule o Pun-:he_s_ Hours
pen Conditions
Date Start End In out .
£ Nov-z0 G002 2:00p 5553 1:54p B ¥ 724 Pa_y Periods can al_so be selected
et § 2 movzl F00a  2:00p F66a  2:02p 720 | using the Pay Periods drop down.
= Mow-22 G003 2:00p A.883 2:00p 730
3 Nov-23 B:00Da  2:30p B:00a  200p B! ¥ 730
= Mow-24 f:00a 2:00p a:587a 2:09p 730
& Maw-25
£ Mow-26
B
The Employee Schedule
m Pages | Personal Info,  » | Pay Periods | Current Period ~ | Emploves | Benedict, Watthew: A,
Personal Infa. .
Benerine card | (TELMRK) When scheduling needs to be done
) T ! beyond the current pay period, use
ast N . t Name 1D Department
Archives the employee schedule screen.
Benedi|Benefits tthiew A 0ao11s TELMRE
Punch .
DEie Teiziie Open Conditions Hows ||| eft click on the Pages drop down
it SEL Er n___ Out and choose Schedules
1 Mow-27 61483 2:00p G:09a 2:03p ¥ F7.7a
TOY 1.00 Paint
2 Mow-28 B:00a 2:00p a40a 2:08p ¥ 7.67
(¢}
Last Name Festhome 0 bepartment The schedule for the entire current
Benedict Matthew & 000115 TELMRK month W||| d|Sp|ay
Miohcday Tuesday Wiednesday Thursday Friclay Saturday Suncday Tatal
‘Wieek of December 40.00
e 615azp *@6azn  *Wleaze  <@learzp Xjgevacaton X 1
.00
wieek of 40,00 +
Pt Weazn Ysazn *@eaze <eazr  Xsaze The controls allow you to add
+ . . . . + + or delete schedules to an
‘Week of 40,00 H -
izl Wb Wacalion FpVacation *[gkVacalion */.§‘Vacation *[gVacation * IndIVIduaI day
8.00 £.00 &.00 5.00 800 . .
‘week of 40.00
Pecld Cheazp  <Wleaze  <Wlewzn <Wllsazy *eap
‘Week of 32,00
UEEZs Wl Barzp <\l Barzp <l Barzp <l Gaizp
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lanmm
B
T Date
o Schedule Type
Benefit
Start Time
j5;  End Time
Amount
Department
#Y Rate
Bl
Schedule Style
| 6:
)5

Edit Schedule for This Employee
11/30/2000 | ¥
Standard Schedule hd
TELMRE v
18.00
Standard hd
l Ok l l Cancel J

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.

T Date

Schedule Type

Edit Schedule for This Employee

11/30/2000| %
Standard Schedul

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

Benefit ule
] Flex Schedule the Schedule Type, the Department
S UIE Abs. Plan Scheduls .
| o — worked as well as Special
3 00p| ¥
Amount S0 Schedule Styles
Department TELMRE. v
| Rate 16.00
Schedule Style
3 Cold Weather Pay
Inder 48 Hr Motifica.
Schedule Style 3
Schedule Style 4 a
3 Schedule Style 5
Schedule Style B
i " Schedule Style 7 *
Schedule Style 8
Schedule Style 3
Schedule Style 10
C
Benedict, Matthew A (TELMRK) QUICk SChedU|eS
Last Name First Name D Department
Benedict Matthew & 000115 TELMRE Quick Schedule Changes can be
. Moncay Tuesday Wednesday Thurscay DZE:L Saturday Sunclay performed Wlth a I‘Ight CIICk On a
B> *Mcazo <o fea  X@uaceion X day and a left click on Quick
— ’ ' i ’ ’ ’ Schedules. Now simply choose the
Dt meanp  Agcaze  <lloace  A@sann  xEmaaon preset schedule you desire.
. . o Cut (Off This Day) . .
ek of o Cut {Off This Week) . . .
B 11 o vocation *lap vacation <k vac (3 Copy - The list of quick schedules is
N B T T . . controlled by your system
ieek of [ Replicate Previous Week adm | n IStratOI’
Pelf meaap Aeazn < sar <
. . Quick Schedules 4 7:30a/3p (7:30af3p)
ek of Benefit Schedules » 8afSp (Ba/Sp)
=23 sazp %l 630 add & Schedule 7:00a/ 3:30p
+ + 9:20af 5:20p

E Flex Schedule

17




Benedict, Matthew A (TELMRK) .
The change in schedule color
Last Name FirstName 1D Department indicates this schedule has been
Benedict Matthew & 000115 TELMRE edited
Monday Tuesday Wiednesday Thirsday Friday
Week of December
Mow2r  eazn <leazp S@eazn A@lBazp % vacation
800
Week of
Pect  eazy <l eaizp T:302/3) < —— 2
week of
e g Vacation *jgVacation *|ghVacation *|ghVacation *|gh Vacation
B
Last Name First Name D Department Planned Absences
Eenedict Matthew & ooo11s TELMRE
Mond Tuesd Wiedhesd Thursd Fricl Saturd Sund
Wesk of e e s He Dn:: T I Planned Absences can also be
Fova? g 6ar <l 62 @ 6ai (" 7] {3 Vacati i i i
W eaio +ﬂ a(2p +ﬂ a(2p +ﬂ i ) scheduled with a right click on a
— day and a left click on Benefit
Dect  @oazn  Aeann K| 730~nn XMoo ximi. Schedules. Choose from the list of
. . e Cut (Off This Day) . . t b neflt t es
T o Cut (Off This Week) prese € yp '
el o vacation  #gpVacation X/gpvac: Bl Copy an
8:00 8:00 8:00 -
+ + \[L] Paste + +
\[;Veel; Sur [ Replicate Previous Week
[l e < s
‘ SEED a SR a St Quick Schedules 3 i
ek of Benefit Schedules 3 Wacation S:00
ez Weazp % Ba2 B add a Schedule Sick £:00
+ + ) Flex Schedule Personal 5:00
Unpaid Off 8:00
C
Last Name First Name ID Department
Beredict Matthew & 000115 TELMRE The schedule is overwritten with
the benefit time.
Moniclay Tuesday Wednesday Thiursdlay
‘Weelk of
Move?  leazp <lleazn Alleazn cllsan KB
+ + + +
‘Week of
e W Gaizp ‘ol Baizp Vil VACatinn < ———
8:00
+ + + +
‘Week of
Dec-il o vacation  *[gBvacation *fpvacation X[ vacation *KB
B:00 a:00 3:00 a:00

+ + + +

18




A

‘ol GaiZp ‘ol GaiZp

el Vacation
g.00

.
J

+ + + +

e vacation  *g) Gaizp 4‘ Wl caizn

2:00

+ +iok Vacation * <

4:00

Yk vacation  #pgkVacation  #B Vacation
a:.00 a:.00 a:.00

+ + + +

Uesday wadnesday Thursday Friclary Satun H
S Partial Day Planned Absence
aiZp ol 6arzp ol 6arzp <o vacation
. . S O EOO Partial day planned absences are
entered with a right click on a day
al2p  Afubvacation X XM Eaon and a left click on Add a Schedule.
g:00 . <0 Cut (Off This Day)

=0 Cut (Off This Week)

[ Copy
acation  * gk Vacation *|gg i (O Paste
i " S0 " B3 [0 Replicate Previous Week

I I Quick Schedules >

2 d Bal? d B:
- ol or20 E Benefit Schedules 2

) Add a Schedule
alZp ‘il 6ai2p :uE;E‘I Flex Schedule

B
Add a New Schedule for This Employee
o Select Abs. Plan. Schedule, the
ate 12/7/2000 ¥ -
I — P odus = benefit type and the number of
Benefit Vacation 3 hours.
Start Time v
End Time ¥
Amount 4.DD|
Department TELMREK w
Rate 18.00
Schedule Style Standard v
l Cik l I Cancel l
C

The result is a partial day of
planned absence with the original
schedule remaining.

Employee will be flagged as “Left
Early” if the schedule remains
unchanged.
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e Cut [Off This Day)
= Cut (Off This Week)

[ Copy
| Paste

1 Replicate Previous Week

Quick Schedules b

Benefit Schedules b
¥ Add a Schedule

f;l Flex Schedule

A
Other Scheduling Options

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

*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)

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

Flex Schedule adds the flex
schedule

Pages | Personalinfo. | Emplovee | Benedict, Matthew: A “ | Department | TELMRK v

Personal Information

Bene Time Card (TELMRK) Personal information may be
T limited by you password access.
Last NEArchives st Name I Department .
|orent . The areas listed here may not all
Benedi|Benefits itthew A 000115 TELMRK N ;
be available to the supervisor.
» Basic  » Personal  »Private  k Address s Workgroup  » Active Status  » Hourly Status .
Last Hame e— One area of concern is the Pay
e Matthew A Class assignment. The pay class
Middle Initial sets the calculation rules for this
ID Humber 000115 employee. In the example, the
Badge 109 employee is assigned to a pay
Pay Class 8hr Day/30m Lunch — Change Class that pays Overtlme over 8
Pay Class Eff. Date e bl hours per day and auto deducts a
Glock Group Drivers Ony 30 minute lunch. The labels on
Schedule Pattern 06:00 to 14:00 (M-F) Change .
. your pay classes will be
Sch. Patt. Eff Date Mon Jun-01 98 h d t b f | t
DU Fr Dec07 90 T cust_omlze 0 be familiar to your
particular company rules.
C
Last Name First Mame ID Department Private Tab
Benedict Matthew A 000115 TELMRE
The private tab will include the
»Basic »Personal » Private » Address »Custom PrRates »V | Social Security number if needed
Social Security Number 000-00-0000 for payroll processing.
eMail Address sample@sample.com The eMa}ll Address and ESS PIN
number is only used when the
ESS Pin 100

customer is utilizing the Employee
Self Service Module.
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Last Hame First Name ID Department
Benedict Matthew A 000115 TELMRK.
v Basic  » Personal  » Private  » Address  » Custorn  » Rates  » Workgroup  » Active Status
Rate Pay Type Effective Date Comments
18.00 Hourly Wed Dec-23 92 Performance Raise
Rate History
Rate Pay Type Effective Date Comments
14,50 Hourly Mon May-07 90 Starting Pay
Remove
Rate Pay Type Effective Date Comments
16.25 Hourly Man Aug-20 90 Good Review
Remove

Rates Tab

Employee pay rates are tracked for
the current rate and previous rates.
To change an employee pay rate
left click on (Change)

Change Rate of Pay

Pay Type
Rate of Pay

Effective Beginning

Haourly b

158.00
8/20/2007 | ¥

B
Add the rate, the effective date and
any comments you desire.

Comments
[ Dk ] I Cancel ‘
(¢}
Last Name FirstName ID Department Workgroup Assignment
Benedict Matthew A 000115 TELMRK
» Basic  »Personal  »Private  » Address : » Custorn  »Rates » Workgroup  » Active St The employee’s home WOfkngUp
S L) is assigned under the Workgroup
LOC-DEPT-LBR Effective Date Comments
MP-TELMRE-DI Man May-07 20 Bumped by Sally Tab
Assignment History
LOC-DEPT-LBR Effective Date Comments
MP-DRIVER-DI Remove Tue Jan-01 80
Last Na First Na ju} Department D
me 1 me parcmen -
Benedict Matthew A 000115 TELMRK ACt|Ve Status
»Basic  »Personal  » Private  » Address  » Custorn  » Rates » Workgroup  » Active Status Th | . d . d
Current Active Status (Change ) <@ e employee I_S e5|gnate as
ActiveStatus  Condition Effective Date Comments Active or Terminated

Active Reviewed

ActiveStatus Condition
Active Probation
Remove
ActiveStatus  Condition
Active Reviewed

Remove
ActiveStatus Condition
Active Reviewed

Remove

Meon Aug-07 00

Passed 6 month review with perfect attendance

Active Status History

Effective Date
Sat Feb-07 98

Effective Date
Fri May-08 98

Effective Date
Fri Aug-07 98

Comments
Hired for Probationary period

Comments
Taken off Probation with perfect attendance

Comments

Passed 6 month review with 1 tardy and 1 absense in last 3
months

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

Use (Change) to edit the
employee active status and/or
condition
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¥ Basic  k Personal »Private  » Address  » Custom » Rates  » Workgroup Transfer Rates
» Transfers
Add Personal Workgroup/Rate Entry The transfer table Stores rate
OFFICE- Rate 0.5000 Change Remove -g- -
oI _ " modifications for employees who
Action Addition Ta . . .
receive modified rates for work in
DAYWWH- Rate 1.1000 Change Remove .
DI Action Multiplicative Factor SpeCIfIC WOI’kgI’OUpS.
B
Pages | Histor: v| Employes | Brenedict, Matthew & v‘ 4 Prev, Year Periods Im 1
‘Recent Act\wtvy vl Department | TELMRE - Employee H IStO ry
Benedict, Matthew A (TELMRK) A
, The Calendar history screen
Last Name First Name D Department .
Benedt Mathow & oo0lis TELWRK displays a preset group of
o 5 w = 5 5 8 exceptions and pay designations
for the selected period.
szt #Es8.00 3 TOvooz| 4 5 mgssao| B LFED.03| 7 ®
ooc:t mn 11 Toypos 22 tpyoos BB 14 15
w LFE 0.07 LFE 0.05
Olfé LFED.03| 17 LFED.03| 18 LFED.10| 17 20 LFED.02| 21 2
Ozfz e FEDDS| & TDvOODS 2 agsson & & &
Ozfg Tov 0,02 31 a 2 Tovoos 3 d 5
N°'6f LFEn.Dz| T verbal| ® 9 TDVOoOR 10 u 1z
o ‘Wwarning
Issued
Mer  TDVO02 M Asgo0| 15 * v oTovonz) # B
N:::\z \FE0.10 2L 2 = 24 = 3
C
Benedict, Matthew A (TELMRK)
Last Name First Name ID Department EaCh Cel I iS I in ked to the
Benedict Matthew & 000115 TELMRK appropriate archived t|me Card tO
“ “ “ @ ” ' allow the user to left click on a cell
. and enter into the archive time
S aBsso0 o Tovooe| ¢ 5 mpsa00 & FE0O3| T e R . R
card for the period with the day in
Ot 10 11 oV 0.05| 12 oY 005 13 14 15 R
- LFE 0.07 LFE0.08 questlon
015; LFED.03| 7 LFED.03| # LFED.10| 13 &y LFE0.02( 2t 22

Benedic, Motthen A (TELMRKY

e
A4k Bl

AT GETe L fuk
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II Pages |Archives v| Employes |Elenedic:t, Matthew A

Benedict, Matthew A (TELMRK)

+ | Pay Periods | ton Mov-27 00 to Sun Dec-03 00

hon Oct-30 00 to Sun May-05 0

Last Name First Hame  ID Department

Benedict Matthew A 000115 TELMRK
Date Transactions Amount Schedule
Mon 7:33 6:00a/2: 30p
Mov- 6:05a  2:08p
2700

TDY
BOB ADJ TRANS TIME FROM Mon Mov-27 00 5:50a TO Mon Mov-27 00 6:05a (Wed

Mon Sep-25 00 to Sun Oct-01 O

BILL REVIEWED Tardi Mon Mov-27 00 (Tue Sep-19 06 9:31a)
Tue 7:38

fdon klow-20 00 to Sun Mow-26 00 |
hon Mow-13 00 to Sun Mov-19 00
fdon klow-06 00 to Sun Mow-12 00

hon Oct-23 00 to Sun Oct-29 00
hon Qct-16 00 to Sun Oct-22 00 L
hon Qct-09 00 to Sun Oct-15 00
hon Qct-02 00 to Sun Oct-08 00

Mon Sep-18 00 to Sun Sep-24 00
Mon Sep-11 00 to Sun Sep-17 00
Mon Sep-04 00 to Sun Sep-10 00
Mon Aug-258 00 to Sun Sep-03 00

0

0

Employee Archives

The Archive Pay Period drop
down provides access to all
archived time cards. It is simple to
look up an old time card from 3
weeks ago, three months ago or
even three years ago!

6:002/2:30p |Mon Aug-21 00 to Sun Aug-27 00
Moy~ 5:50a  2:08p ton Aug-14 00 to Sun Aug-20 00
2300 _ Pdon Aug-07 00 to Sun Aug-13 00 L
Wed %08 6:002/2:30p |Mon Jul-31 00 to Sun Aug-06 00
Moy-  5:22a  2Z:00p Mon Jul-24 00 to Sun Jul-30 00
2300 Mor Jul-17 00 ta Sun Jul-23 00
BOB ADJ TRANS TIME FROM I\-.'.lled Mov-29 00 5:52a TO I\-I'.lled Mov-29 00 5:22a C'I'hu hion Jul-10 00 to Sun Jul-16 00
BOB ADJ TRANS TIME FROM \Wed Mov-29 00 1:59p TQ Wed MNov-29 00 2:00p (Fri A Wan Jul-03 00 to Sun Jul-09 00
BILL ADD 1:00 TO Wed Mov-23 00 (Supervisor Permission) {Thu Mov-30 00 10:28a)
h 000 5:008/2:00 Pon Jun-26 00 to Sun Jul-02 00 -
frme ™ 008 ' PHREEEE Man Jun-18 00 to Sun Jun-25 00
fdon Jun-12 00 to Sun Jun-18 00
3000
BOB DEL PUN Thu Nov-30 00 2:00p (Thu Aug-18 05 8:45p) fdon .Jun-05 00 to Sun Jun-11 00
BOB ADJ TRANS TIME FROM Thu Mav-30 00 5:03a TO Thu Nov-30 00 5:30a (Fri AugMon Mey-29 00 ta Sun Jun-04 00
BOB ADJ TRANS TIME FROM Thu Mav-30 00 5:30a TO Thu Nov-30 00 6:00a (Wed J{Mon May-22 00 to Sun May-25 00
BROV/SER TRANSFER TQ MP-HELPER-DI ON Thu Mov-30 00 AT 2: 155 (Thu Nav-30 (Mon May-15 00 to Sun May-21 00
ESSUSER TRANSFER TO MP-DRIVER-DI OM Thu Mov-30 00 AT 9:24a (Thu Mov-30 0(hon May-08 00 to Sun May-14 00 b
BOB DEL PUN Thu Mov-30 00 9:15a {Wed Sep-27 06 10:15p)
BOB DEL PUN Thu Nov-30 00 9: 14a {Wed Sep-27 06 10:15p)
| & [pD__Am: N
=N MAC 200
B
Pages | Benefts ~ | Emplayes | Beniscict, Matthew & ~ | Department | TELwRK v | Pe .
Employee Benefits
Benedict, Matthew A (TELMRK)
Last tame Frstliome 10 Department Each Benefit time has a separate
Benedict Matthew A 000115 TELMRK tab and di Splays a 12 month
» Vacation »Sick  »Personal  »Jury Duty  » Unpaid OFf  »Brvment  » Holiday »L runnlng total Of Credlts’ Deb'ts
Vacation activity from Sat Jan-01 00 to Sun Dec-31 00 A H
(earliest adjustment date is May-18-1998) i and runnlng balance
Date Credit Debit Balance
Sat Jan-0100 Balance In 65:20
Sat Jan-0100 Rule Monthly Accrual credits 13:20 to benefit balance 13:20 82:40
Wed Jan-05 00 Supervisor edit debits 8:00 from benefit balance 8:00 7440
FriJan-07 00 Supervisor edit debits 4:00 from benefit balance 400
Wed Jan-12 00 Supervisor edit debits 4:00 from benefit balance 4:00
Tue Feb-0100 Rule Monthly Accrual credits 13:20 to benefit balance 13:20 30:00
Thu Feb-03 00  Supervisor edit debits 8:00 from benefit balance 3:00 :00
Wed Feb-03 00 Supervisor edit debits 2:00 from benefit balance 2:00 100
Wed Mar-0100 Rule Monthly Accrual credits 13:20 to benefit balance 13:20 83:20
Mon Mar-1300 Supervisor edit debits 8:00 from benefit balance 8:00 7::20
Thu Mar-16 00 Supervisor edit debits 2:00 from benefit balance n00 TR0
Sat Apr-0100 Rule Monthly Accrual credits 13:20 to benefit balance 13:20 86:40
Fri Apr-07 00 Supervisor edit debits 8:00 from benefit balance 8:00 78:40
Mon May-0100 Rule Monthly Accrual credits 13:20 to benefit balance 13:20 92:00
Thu Jun-0100  Rule Monthly Accrual credits 13:20 to benefit balance 13:20 105:20
Wed Jun-07 00 Supervisor edit debits 8:00 from benefit balance 8:00 9720 |o
C
]
+Menu Y m-# [ T 48 Previous Week s Mextieek 14 4 Prev. Page| Page w of Ly NextPage pi -
_ _ Group Scheduling
Daily Operations Employee Schedules
¥ Daily Dashboard
» Scheduling Dashhoard Emmployees Monday Tuesday wednesday Thursday Friday -
+ Faroll Activiy e Left click on Employee Schedules
» Find Employee gég
Scheduling 4 OFFICE . . N R .
» Employes Scheciies ~Cqemmm— All the features of an employee
, Scheduled Absences Next || 0 Benedict, Matthe... @ . - .
Hiesk Tt * [EUTIE P I as= < | individual schedule are available
109
Summary Sheets TELMRK . . . .
» Depermert Hours ' on the Group Schedule page
VE * Burke, Adele ﬁ
mployes Hours B
v Employee Exceptions 259 Ga/2:30p % 6aim30p *|  6arz30p F|  Barz30p *|  Ba/230p <
Reports TELMRK + o + + o
'REpU_’tS 1 Byelich, Mary ﬁ
Operations 0 Bai2:30p *| BalZ30p ¥ Bal230p ¥ Ba230p ¥ Ba/230p X
» Change Passvord SALESC . . . + .
*i Campione, Teresa ki
140 [y el Ta o [y et T TR EAfT 20 A [ R Ta PP [y et Ta TR
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|-_5e|jj T) 48 Previous Week sp Mext Week 14 4 Prev, Page| Page 1 w |of 1 p Mext Page p1

Employee Schedules

A
Additional Group Schedule Options

~# Remove Selection of Schedules
[ Copy Selected Area

Ll Paste Previous Copy Selection

48 Previous 'Week 55 to the Previous
Week

= Mext Week Go to Next Week

14« Prev.Page 6 to Previous
Page
b MextPage vl 5 to Next page

Paet  ¥|oFL Cyrrently Viewed
Page

~
¢ Menu @

-p@ [ 4B Previous Week = Next'Wesk 14 4 Prev, Page Page

w of 1y NextPage i

Daily Operations
¥ Daily Dashboard

Scheduled Time Off

B
Scheduled Absences Next Week

¥ Scheduling Dashboard Employeas Monday Tuesday Wednesday Thursday Satur ThlS SChedUIe screen displays any
¥ Find Employee :’J Benedict, Matthe. .. Dscembar
Scheduling TE Woa2p  q@6aZp  Afplacaon X(@6ap <@eazp X emp|0yee that has a scheduled
s Abenose C—— - A T s @vacaton % ° absence next week. An employee will
Summan Sneets I : appear if any part of their schedule
— g @ Vacaton <R vacaton @b vacation <@ Vacaion @ vacaton = includes a scheduled absence.
» Employee Exceptions TELMRE = + = + = + + +
Reports :’J Elizabeth, Baugh...
» Repertz g;} Wb Vacation gk Vacation *fgg'\Vacation *[gb‘Vacation ¥/ Vacation *
Operations o 8:00 8:00 8:00 8
» Change Password * * * * *
fj Louis, Doyle
ig; ';J.-P-a’zpat\-:-n x';}.'_-a':'ati-:-n x';y-’-'a':'ati-:-m Xfgp Vacation *fgp'\Vacation *
Sz 8.0 8:00 =
Summary Sheets
m Periods | Currert Perio vl [] Execel ] Print Preview
You will have a list of available
Department Hours summary sheets to choose from
Summary Sheets

Department REG ovT RG2 VAC Totals » Department Hours
Totals 262.50 13.85 22.15 48.00 346.50 b Employes Hours
OFFICE 108.93 5.60 .50 121.03 » Emploves Exceptions
SALESC 47.97 1.73 40,00 89.70 .
TELMRK 105.80 6.52 15.65 3.00 135.77 The example to the Ieft IS the

Department Hours Summary Sheet
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Perinds

Depari

Departr
Totals
OFFICE

SALESC
TELMREK

Current Period

Current Period

Mext Period

“esterday

Today

Tomarr oy

JWeeks Ago

Wieek Before Last

Presvious Week

Current Week

Mesxt Wieek

Prewvious Faortnight

Current Fortright

Mesxt Fortnight

Presvious Morth

Current Month

Mext Monith

Previous Year

Current Year

Mest “ear

Laszt 12 Months (FMLAY

Last 12 Months fraom End of Current Pe
Last 12 Months fram End of Mext Peric
Last 12 Months from End of Current b
Last 12 Morths from End of Mext Mant
Pres. & Current Calendar Year

Pres. & Current Period

Prere. & Current Month

Current & Mext Morth

Twwa Days Ago

2] Excel 'E Prink Preview

|

ovT RG2
13.85 22,15

5.60 6.50

1.73

6.52 15.65

A
You may choose from a variety of
date ranges to view.

Options include a Print Preview
and a link to populate an Excel
spreadsheet

|8] Exerel "_g Print Presdis

H % @Email uSearch I'_i

¢

(] select Tt [V

| Department Hours

Department Houts

L7

104

5.54

1555 5.00

B

The PNt Freview. il display the
report in Adobe PDF format. You
may also Save, Print or Email the
report

H & pglemsi
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A

Time Card Report
Period Totals Report

Exception Report

Schedules

Time Card Report
Period Totals Report
Exception Report

Schedules

A BE | c b JE] F | 6 | H | —I
Tiroe |25 1368| 2215 48 s46c L= The Export to Excel
otals . . . . : H H

S10FFICE TR e—te Be 12103 Provides the user with a direct data
I SA| ESC 4797 173 a1 B97 transfer to an excel spreadsheet.
iTELMRK 1056 BA2 1565 8 13577
B WARNING!!
% The results can get quite graphic!
El
10|

11 5%
12
13
REX mREG
15 moyT
16|
17|
16| ;
9] 5%
20 |
21
22

23

x|

B

Reports RepOI’tS

» Current Period Reports  » Pravious Period Reports  » Employee History  » Employee Lists  » System Reports  » Sche REpDI"tS

Report Title Description " REFCI‘tE

Reports are categorized into time
frames and report types using
multiple Report Group Tabs
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Time Card Report

Select Employees

Choosge..

Select Employees to Include

Select Workgroups

Choose..

Select Workgroups to Include

Select Pay Class. Al “

Show only Employees Belonging to Selected Pay Class,

[] Save This Report to My Reports

Enable to save this report with vour selected options and place into the My Reports
area.

Report Hame |Time Card Report |

Give this report a name. It will be referenced by this name in the future.

Group Name |Current Period Reports |

The repart group where this report will be placed. Duplications are replaced by this
Version.

(® View Report Now

Build and present the repart immediately, The report will be shown in the view area
and presented as 3 PDF document.,

) eMail Report

Build and email the report immediately, The report will be sent as a PDF document
attachment.

Click Fun Report to continue this process and -
build your repart, Run Report

Select Employees

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

OFFICE

¥ alexanddl David

¥ Campiong Teresa
¥ Debuyser] Roseanne
¥ Gerner, &hna

¥ Goral, Gina Marie

¥ Hoesle, Mary

¥ Romano, Susan

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

Department
W DAYWH A
W DAYHP
W DISTMR.

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

Select Pay Class.

Show only Employees Belonging to Sel "
8hr Day/No Lunch

8hr Day/30m Lunch
Sch Ovi/No Lunch
10hr Day/30m Lunch
Sch Owt/30m Lunch

[] Save This Report to My Repo

Enable to save this report with your| 10hr Day/No Lunch

area. Telemarketing
8hr Ngt/No Lunch
Report Name 8hr Day/Ngt/30m Lunch
Temps
Give this report a name. It will be referenced by s name in e Tuture.

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.

Run Repaort .
Select to finish
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2 Menu @
Daily Operations

» Daity Dazhboard

» Scheduling Dashboard

» Find Employee
Scheduling

chedules

S £nces
Next Week
Summary Sheets
» Department Hours
» Employee Hours
» Employee Excepticns
Reports
» Reports
Operations
¥ Change Paz=word

Welcome to the Change Password
Wizard

Thig wizard will assist you in replacing vour existing password,

Cancel |

Change Your Password

Operations
» Change Paszword

Left click on
And follow the Wizard

Adding Employees

¢ Menu @

Daily Operations
» Daily Dashboard
» Scheduling Dashboard
» Payrel Activity
» Find Employee

Scheduling

¥ Schedule Patterns
Summary Sheets
» Department Hours

s Employee Hours

» Employee Exceptions

Welcome to the Add New
Employee Wizard

Thiz wizard will azzist pou in adding a new employee ta the
system.

Select Add New Employee from
the Operations list.

The Add New Employee Wizard
will guide you through the process

Choose Next

Reports
» Reporis
Operations
p- —— Mext > Cancel |
» Add New Employes 4
» Changs Pazswerd
» My Account
» System Exports
C
Add Employee Name Enter the employee information
Enter the employee's name. and Se|eCt Next
Last Name Srrith
First Name James
Middle Initial =Y
< Prev Mext > Caticel
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Add Employee HName

Enter the employee's name.

Employee ID 17345

Date of Hire 1143042000

< Prev

Mo
30
[}
13
20
27
4

November 2000
Tu We Th
31 1 2
7 3 E
14 15 16
21 2 23
28 29 B30
5 &

Mext> Prev Mon HNext Man

Fr

10

17
24

Ok

A
Enter the Employee ID number
and date of Hire. Use the ¥ to
bring up the calendar.

Note: The ID number is the link to
your payroll and must match your
employee payroll ID exactly.

Add Social Security [Identity] Humber
Enter the employee's SSM[SIM) number.

Employee SSN{SIN) 000-0 D-DDDDD|

B
Add the employee social security
number if desired

< Prewv Mest » Cancel
C
Select a Badge Number Add the employee badge number.
Choose a badge number for this employes.
This is also the number used to
“clock in” on the Employee Self
Service Module
Employee Badge 138
< Prev Mext » Cancel
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Select a Department
Choose thiz employes's home assighment.

Department DAY YWWH v

DaYHP
DISTHMRE
DFTSF
DRWOWE
DRIVER
EXECUT
HELFER
INSTHMG
INVEMNT
LEHUTL

LwWAREH Cancel
—MKTMGR

MISC

Select the employee’s home
Department from drop down list.

Select a Pay Class
Chooze a pay class for thiz employee.

Pay Class Bhr Day/Mo Lunch v

Bhr Day30m Lunch
Sch OwtfMNo Lunch

10hr Diay30m Lunch
Sch Ow30m Lunch
10hr Diay™o Lunch
Telemarketing

Bhr MohMo Lunch

Ghr DayfMotf30m Lunch
Temps

¢ Prew Mext > Cancel

Select the correct pay class (rule
set) for this employee

B

Select a Clock Group

Chooze a clock group for thiz employee.

Clock Group Drivers Only b

Dirivers Only
Warehouse Only
All Clocks

< Prev Mext > Cancel

Choose a clock group where
applicable.
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Select a Schedule Pattern

Choose a schedule pattern for this employee.

Schedule Pattern

A
Select the Schedule Pattern for the
employee and the effective date.

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

05:00 to 13:00 (k-F) N
Schedule Pattern Begins 1143042000 ¥% date'
< Prev Mext > Cancel
B
Select an Hourly Status Type Select the Hourly Status Type and
Chonse a status twpe for this employee. the effectlve date
Hourly Status Type Far Time
Status Begins 11/30/2000| ¥
< Prew Mext » Cancel
C
Rate of Pay Select the Pay Type (Hourly or
Enter thiz employes's Rate of Pay. Salary) the employee ’S rate Of pay
and the effective date for the rate.
Pay Type Hourly v
Rate of Pay a.00
Effective Beginning 11/30/2000| ¥
< Prew Mext » Cancel
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Address Information

Enter employee's address information.

Address Line 1 |1 23 main Street

Address Line 2 |
Address Line 3 |

City |Anytown
State/Prov | bl
ZIP/PC | 49000
< Prev | Mext » | Cancel

Key in the employee address
information.

eMail Address
Enter the employes's eM ail address.

eMail address | hereiam{gyahoo.com |

AR | 1234]

< Prev Mext > Cancel

Key in the employee’s emalil
address if desired and the Personal
Identification Number.

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

Self Service Permissions

Select ESS permizzions for thiz employes.

ESS Authorizations

group
Employee May Indicate Schedule vy

Ermployee May Enter Daily Worked |
Employee May Authorize Own Time

< Prev Mext » Cancel

ESS Users Only

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

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

Self Service Cellular Permissions
Select ESS cellular permissions for this employee.

Employee Cell Phone Activity Allowed
Employves May Enable Account an Firs
Ermployee Punches INJOUT on Usage

ESS Cell authorizations

Self Service Cellular Permissions

< Prev Mext > Cancel
B
Phone Mumbers and Contact Information Key | n the em p I Oyee phone and
Enter employes's contact information. emergency Con'[aCt | nformatlon
Primary Phone Number £16 599-9939
Secondary Phone Number 248 K00-0000
Emergency Contact WK 517 333-3333
< Prev Mext > Cancel
C
Active Status Information ChOOSG the ACtIVG Condltl on fOI’
Enter employes’s Active Status information. th eem p I Oyee
Active Status Active v
Active Condition Probation v
Terminated Condition fHarmal
Fr tion
Reviewed
Training
< Prev Mext > Cancel
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Finished

Thark you. Employee haz been added to the systen.

Finished

Finished!!!

Schedule Patterns

& Menu

Daily Operations

» Dailty Daghbeard

= -| Add New Schedule Pattern View | Tile v

Schedule Patterns

» Scheduling Dashbeard

» Payroll Activity
¥ Find Employee

Scheduling

» Employee Schedules

3
Next Week
¥ Schedule Patterns

Summary Sheets

Patterns that Apply Schedule

»

Fei| 05:00 to 13:00 (M-F) Fei| 06:00 to 14:00 (M-F)

| 10p6a (Su)11:30p7:30¢

Q 07:30 to 16:00 (M-F)

B

Select Schedule Patterns from the

Scheduling menu.

Next select Add New Schedule
Pattern

Welcome to the Schedule Pattern
Properties Wizard

Uze thiz wizard to define the working operation of a schedule
pattern,

Cancel

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

C
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Schedule Pattern Type
Select how thiz schedule pattern will be uzed,

(*) Pattern Applies Schedules

Pattern will apply itz own schedules to azsigned emplopess on a regular basis.

() Pattern Copies Pay Period Schedules

Patterr will simply copy curent period schedules forward each pay period.

() Pattern Adjusts Existing Schedules Forward

Pattern will copy existing employes schedules fonward week by week.

< Frey Mext > Cancel

Select the Appropriate Pattern
Type

B
Repeat of Schedules Peniod Se|eCt the Pattern repeat dUI’atIOI’] .
Select Duration of Repeat Pattern.
(=) Weekly Pettern
£ zet of weekly schedules will be built ta represent this pattern.
() Biweekly Pattern
A set of biweekly schedules will be built ta represent this pattern.
() Other
Pattern iz neither weekly nor bivieekly in duration.
< Prev et » Cancel
C

Life of Schedule Pattern
Select dates where thiz schedule pattem is valid.

Pattern Begins 1/2/2000] ¥
Fattern Buns Forewer hd

12/31/2089| ¥

Ending Rules
Pattern Ends

< Prey Mext > Cancel

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

Beginning of Week

Select the day of the week that defines the beginning of the schedule pattern periad.

Pattern Repeats Every

Select the day that defines the start
of your pay period.

< Prey et » Cancel
B
Schedule Pattern Properties SEIeCt the apprOpl’Iate Value fOI’

Apply the appropriate values to each option. each Option

Place Schedules On Holidays | ), v

Use Emp. Workgroup “ag

Use Emp. Rate of Pay “og

< Prev Mewt > Cancel
C

Future Application of Schedules

Define operating rules when schedule patterns are re-applied to emplopess,

Days to Build from Today
Apply Beginning From

Days from Current Date

120

Default A

Default
‘Weaek Before Beginning of Previous Pay Feriod
Beginning of Previous Pay Period

Beginning of Current Pay Period
Beginning of Pay Period
Beginning of Pay Period after MNext Pe
Beginning x Days from Current Date

< Prev Nest > Cancel

Select the number of days to build
ahead and Select the pattern
repeating start day.

Note: When using Leave
Management, the employee may
only request leave for the number
of days ahead that schedules were
built. (i.e. one year ahead would
require a value of 365)
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Vizual Presentation

Select the first day of week for visual presentation.

Weeks Begins On

Monday v

< Prew Mext = Cancel

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

B
week by Week Schedule Forwarding Label the new SChedUIe pattern
Select beginhing of week definition when fansarding existing employes schadules. W|th a hame and descn pt|on
M 15t Shift
Description ist Shift Production
< Prew Mest = Cancel
C
Application Select the Save pattern properties

Select desired save and application options.

(3) Save Only

Save schedule pattern properties,

< Prew Mext > Cancel

option.
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Select Finished!!
Finished
Now lets move on to the setup and
assigning of the schedule pattern.

Thark you. Changes have been accepted.

Finizhed

B
4 Return ko Schedule Patterns Render | Standard w ;Apply Schedule Pattern Propert\es ’)J Mare/Description @Asswgn aRemove USIng the + On each day Setup the
% Remaove Scheduls Pattern . !
schedule times as seen here on
1st Shift
1st Shift Production Monday'
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total
m 7al330p = + + + + + + 8:00
Week 1
+
Last Name First lame ID Schedule Pattern Effective Date
C
4 Return ta Schedule Patterns Rendet | Standard + | - Apply Schedule Pattern E&'Properties ")'Ll NamefDescription |7 Azsian L(*Remove When fl nlshed Select Assign
B¢ Remove Schedule Pattern !
1st Shift
1st Shift Production
Maonday Tuesday Wednesday Thursday Friday Saturday Sunday Total
m 73/330p =g Tal330p xm Tal:30p x| Tal330p x| 7a/330p = + +|  40:00
Week 1
+ + + + +
Last Name First Name ID Schedule Pattern Effective Date
D
The Schedule Pattern Employee
Welcome to the Schedule Paltern Assignment Wizard will guide you

Employee Assignment Wizard through the process.

Use this wizard to azsign emplovees to thiz schedule pattern,

Next > Cancel
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Employees to Assign

Determine the group of employees.

(" Currently Unassigned

Select employess wha are currently not assigned to any schedule pattem.

(O Currently Assigned Elsewhere

Select employess who are curmently assigned to another schedule pattem.

(= Free Form Selection

Select from all employees.

Choose the type of employee to
assign to this pattern.

Note: Free Form Selection allows
you to choose any employee in
any schedule state.

A

< Prew Mext > Cancel
B
Select Emploees Select the employees from each
Select the emplayess ta azsign to this schedule pattem WOI’kg roup to assign to this
schedule pattern.
OFFICE SALESC TELMRK DRI
I Alexander, David ¥ Evelich, tary ¥ Benedict, Matthew & [ &dolph, Jose
I~ Campione, Teresa ¥ Furey, John ¥ Burke, sdele [~ Camm, Joze
[~ Debuyser, Rogeanne [ Lovis, Dayle [ Elizabeth, Baughman [~ Capanna, i
I~ Gemer, Anna [ Ryan. Timothy [ Jessica, Lee [~ Castelberg, .
[ Goral, Gina Marie [~ Mewman, Dawn [ Cavanaugh,
[~ Hoesle, Mary I~ Patel, Kristina [ Clark, Jozep
[~ Romano, Suzan [ Colling, Sanf
[ Crawford, Tt
I Cummings, 1
I~ Fitzzimmons,
[ Frank, Jame
I~ Friel Jr, Jame
I Galbraith, Al
I~ Harrell, Hori
I~ Harvey, Ricl
I~ Hazlett, Antt
I~ Hellmig, ‘il
< >
1 1 1
C
Apply Date Choose the start date fro the

Select the date upon which the schedules from this schedule pattern will be applied.

Movember 2000

Tu We Th Fr
31 i 2 3
7 8 9 10
14 15 16 17
21 22 23 24
28 29 30 1
5 [ 7 8
Next Mon ok

Apply Beginning 1142672000
Su Mo
29 30
5 ]
12 13
19 20
26 27
3 4
Prev Mon
< Prev Mewt >

Cancel

pattern schedule.
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Exigting Schedules
Select how to manage existing employes schedules.

(3) Change Existing Pattern Schedules to This Pattern

Exigting schedules from earlier patterns are replaced.

() Change all Schedules to This Pattern

Exigting schedules from earlier patterms AMD manager applied schedules are replaced.

Choose how to handle existing
schedules.

Caution: Choosing Change All
Schedules to This Pattern will
overwrite any pre scheduled
benefit time.

< Prew Mext > Cancel
Confirmation The software requires a
Confirm the employees to be added to thiz schedule pattemn. Conf"manon on the number of
employees the schedule change
will effect.
Notes 4 Employes (=) selected to
he added to this schedule
pRLTErn.
< Prew Mext > Cancel
Finished!
Finished

Thark you. Azzignments Completed.

Finizhed
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1st Shift The software now displays the
1=t Shift Production
Monday Tuesday Wednesday Thursday Friday Saturday Su SChEdUIG pattern and the
m 72330p x|y 7a/330p x|g 7al330p =g 7al330p =g 7al330p = + employees ass|gned to the pattern
Week 1
+ + + + +
Last Name First Name  ID Schedule Pattern Effective Date
Benedict Matthew & 000115 1st Shift Sun Mov-26 00
Burke Adele 103 1st Shift Sun Mov-26 00
Byelich Mary 241 ist Shift Sun Mov-26 00
Furey John 430 1zt Shift Sun Mov-26 00
B
Bainal SiiEduNm bk The Employee Status Screen
This Week Usage .
Weekly>Mon toSun . MonNov-2700  Actve Employes = | presents the current and previous
Employees 87 Ends Sun Dec-03 00 H
Previous Feriod Enployees Scheduied s I .. | pay period status as well as
Begins Mon Mov-20 00 Employees Scheduled Off il : H H H
e S 126 00 Emplayess Withoct schedules g Carime scheduling and H.R. information.
Posted Active Conditions
Next Week
Issues 3, 2 critica Normal 32
po— e~ Begins Mon Dec-0400 5 poven 3
' _ Ends Sun Dec-10 00 R -
Dollars 398337.57 . Reviewed 3
. Please Repairl ﬁalo‘ ees Scheduled SE Training a
- ployess Scheduled O 7
Current Period Employees Without Schedules 2
Begins Mon Mov-27 00
Ends
Issuss
Hours
Collars 21650.87
Status Please Repair! _
C
| ] Excel "7 Print Preview By selecting the Issues
I=sues 3, 2 critica
Close Payroll Sheet f
Last Name First Name D Department Condition . .
ou will be presented with the
Fera Jr Charles 000410 NTWARE Missing Punches y itical (B |[(Jj Print d
Powers Steven M 001290 DAYWH Missing Punches Cr! !Ca ( Y rn ) and non
Byelich Mary 241 SALESC Unreviewed Absences criti Cal ISSUES.
D
Payrol Scheduling bl Once the critical issues are
This Week Usage .
WEEkIY>M0n to Sun Begins Man Mov-27 00 Active Employees 87 reSO|Ved the StatUS WI I I Change tO
Employees 37 Ende Sun Dec-03 00 F H
Previous Period Enpoyees Schedued s I .. | Sufficient to Proceed in yellow.
Begins Mon Nov-20 00 Employees Scheduled Off 1 et Time 2
Ends Sun Nov-26 00 Employees Without Schedules 3 - —
Posted e ety Active Conditions
Issues = Mormal a2
Hours 3181:01 Eig?s r;EE g:i?; 33 Probation z
pkes goEsias Employees Scheduled 81 Revieued i
Status Sufficient to Proceed Em;o'r'ees scheduled OFF T Training 0
Current Period Employees Without Schedules 2
Beqgins Man Nav-27 00
Ends Sun Dec-03 00
Issues 45,
Hours
Dollars 21650.97
Status Please Repair!
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Payroll

Weekly>Mon to Sun

Employees
Previous Period
Begins

Ends

Posted

Issues

Hours

Dollars

Status

Current Period
Begins

Ends

Issues

Hours

Dollars

Status

a7

Mon Nov-20 00
Sun Nov-26 00

0, O critical
3181.01
40134.84
Ready

Mon Now-27 00
Sun Dec-03 00
46, 19 critical
2045:00
21650.97
Please Repairl

Scheduling

This Week

Begins

Ends

Employees Scheduled
Employees Scheduled Off
Employees Without Schedules

Next Week

Begins

Ends

Employees Scheduled
Employees Scheduled Off
Employees Without Schedules

Mon Mov-27 00
5un Dec-03 00
75

11

5

Mon Dec-04 00
5un Dec-10 00
81

2

H.R.

Usage

Artive Employees
Hourly Status Types
Full Time

Part Time

Active Conditions
Mormal

Probation
Reviewed

Training

Once the non-critical issues are
resolved, the status will change to
Ready in green.

A
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