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TIMEKEEPING

Timekeeping Guidelines and Expectations

¢ Official Timekeeping System
The District utilizes an electronic timekeeping system called WorkForce in order to
automate the timekeeping process and stay in compliance with the Fair Labor Standards
Act (FLSA). The electronic timekeeping system enforces all timekeeping rules.

o0 Employees are initially setup in Keystone with start/end dates, a calendar, hours,
and schedule times based on job assignment. Their setup is passed electronically to
WorkForce.

o0 Exempt employees’ time worked is automatically created based on their schedule to
record work time for their regular position.

o Non-exempt employees (employees subject to overtime regulations) are required
to clock in/out at electronic devices called kiosks to record work time for their
regular position. In limited locations, a hand reader may be used. In addition, a
combination of systems share data to accumulate employee data to process leaves,
schedules, rates, and time worked for the purpose of pay.

o Employees may do additional work referred to as work order time. It is entered by
the employee and/or a Timekeeper depending on the work order assignment.

0 Substitutes complete sub slips that are entered in SubFinder by a Timekeeper.

o0 Imported Systems: transportation trips, tutoring

0 Summer timesheets

e Official Time
The WorkForce electronic timekeeping system and associated work records are the official basis for
recording hours worked for employees of the Independence School District (ISD).

o Inorder to ensure consistency of treatment for employees, the data recorded in the
WorkForce electronic timekeeping system shall be considered as the “official” record of the
workday.

0 Changes to employee time can only be made with proper authority to correct an error and
must be documented on the Official Timekeeping Exception Log.

0 Any disputes over actual hours worked or attendance will be resolved by referring to the
official WorkForce records.

o  Work Week
The work week is Monday through Sunday.

e Work Calendars
Employees are assigned an approved work calendar. The district has 5 standard calendars with
variations based on them. The calendars are posted annually on the district website.
e 9 month school days (175 days)

e 9 month teacher days (185 days)
e 10 month (204 days)
e 11 month (229 days)
e 12 month (251 days)
e FEvenPay

Employees eligible for benefits have an even pay portion and an exception pay portion to their pay.
Their regular scheduled hours are annualized and divided over 12 (exempt employees) or 24 pays
(non-exempt employees) creating their even pay portion. The number of position months
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determines the first pay date and number of pays received on June 20. Hours worked different than
scheduled (more or less) is adjusted each pay period. These are the exception pay portion and
payment follows the cutoff chart.

e Paydays and Timesheets
All employees are paid according to the published district Payroll Cut-off Charts.

It is required by the district that all employees have their pay directly deposited into their bank
accounts. Pay stubs are not printed. Employees receive an email notice of net wages paid and can
view their detail pay stub information on the My Benefits website.

Each employee is responsible for clocking in and out according to the timekeeping rules for his/her
employee group (non-exempt and exempt). Timesheets are based on the WorkForce time clock
records and it is the responsibility of each employee to review his/her timesheet weekly by
accessing WorkForce on the ISD Employee Portal.

Any disagreements with the official time clock data shall be reviewed with the employee’s
immediate Supervisor, who shall authorize appropriate changes to timekeeping data.

o Daily Clock In/Clock Out
It is a job requirement that ALL non-exempt employees MUST “clock in” at the start of the
workday and “clock out” at the end of the workday at their place of work. (Under certain
conditions, such as a training course at a different location, catering activities, or no computer
access, the employee shall clock in/out at the different location, or be clocked in/out manually by
their Timekeeper). Other requirements include:

0 Supervisors determine schedule times based on hours per day the employee was hired.

o0 Employees are expected to clock in by their scheduled start time and out at their scheduled
end time. Employees shall not adjust their scheduled work hours unless authorized to do so
by their Supervisor.

0 Employees should not clock in earlier than 10 minutes before their scheduled start time or
out more than 10 minutes after their scheduled end time (unless the employee has
Supervisor approval for early arrival/late exit).

o Employees are to clock out and back in for 30-minute duty-free breaks (lunch).

o Employees must clock out and back in for any other breaks when they leave the premises.

o Employees performing a Supervisor approved offsite job responsibility (i.e. dropping off
mail, offsite event, etc.) will clock out/in as usual and write the adjusted time and its
explanation on the Official Timekeeping Exception Log.

o Non-exempt employees that are paid on an “even pay” basis working less than their
scheduled hours must use appropriate leave or the time not worked will be docked from
their pay.

e Passing Time
WorkForce recognizes 10 minutes outside employee schedule (start/end) for clocking purposes. It

is intended to prevent clock congestion and allow employees to work their full scheduled time
without causing extra/overtime hours to calculate in error simply due to clocking logistics.
0 Passing time is non-work time. Employees are not considered “at work” during passing
time.
o Passing time for non-exempt employees is governed by the schedule times.
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o Employees temporarily working a different schedule will not have passing time figured in
their daily work hours, therefore extra/overtime hours will calculate when employees work
over their standard weekly hours. If a temporary change is needed, employees need to time
in/out as close as possible to the adjusted schedule time because the 8-minute rounding rule

will apply.

Schedule Times
Human Resources enters the schedule times in Keystone and SubFinder. Keystone passes the
schedule times to WorkForce for timekeeping.
0 Supervisors determine schedule times based on hours per day the employee was hired.
o Ifan employee’s schedule times will change permanently or for more than two weeks, it
needs to be reported to Human Resources immediately to be updated.
0 Incorrect schedule times will affect passing time which in turn can cause incorrect worked

time calculations.

Unpaid Meal Break
Employees working 6 or more hours are expected to take a 30-minute unpaid meal break. Non-
exempt employees must clock out for and back in from the unpaid break.
0 The system message “Employee worked 6.5 hours or more without taking a break”
generates as a reminder in case an employee forgot to clock out/in for lunch.
0 Authorization for exceptions to the unpaid break must be approved by Human Resources.
The only currently authorized exceptions are:
= Nurses 30-minute break is paid time because they are not fully relieved of duties.
= Early education and some para employees are required to eat with students. They
are to receive the 30-minute unpaid break at a different time within their schedule.
= Qutdoor and summer crew Facility employees cannot access a clock during their
30-minute unpaid break.
0 The system automatically deducts the 30-minute unpaid break for non-exempt employees
with REG Worked time equal to or greater than 8 hours in a single REG Worked slice in the
day. They are instructed to write on the exception log if they were not able to take a 30
minute break during their work day. If noted, Timekeepers are to make the auto-lunch
deduct adjustment to the employee timesheet.
Late
Employees are expected to work their full schedule times. They must be ready at their work
location at their scheduled start time. The system creates a message “Employee is tardy” at 1
minute late.

Volunteer work:
Employees cannot volunteer for their paid position. Supervisors cannot ask/allow employees to

work off the clock.

Falsification or Tampering
o Password sharing is prohibited and a serious offense.
0 Any attempt to tamper with timekeeping hardware or software will be considered a
serious offense.
o0 Punching in for an absent employee (a.k.a. “buddy punching”) will be considered a
serious offense.
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o0 Anyone interfering with other employees’ use of the WorkForce electronic
timekeeping system will be considered a serious offense.

o No employee should be in possession of another employee’s badge at any time;
punching in for an employee is not allowed.

o Falsification of time worked (by the employee or an employer representative) is fraud
and will not be tolerated.

e Clock Problems
If any employee is unable to punch in or out, it is the employee’s responsibility to immediately
write their punch in/out information on the Official Timekeeping Exception Log including an
explanation. In this situation the Secretary will “manually” clock the employee in or out. The
Secretary will notify the appropriate department of the problem.

e Time Calculations
Time worked by job will be rounded to nearest quarter hour for the day based on clock in and out
times adjusted for passing time. Passing time is non-work time and does not count for hours
worked.

e Worked Time
Time the employee is clocked in and considered to be “at work™ is referred to as worked time.
Minutes clocked in or out within passing time only do not count as worked time. Worked time is
either REG Worked or WO Worked on timesheets within WorkForce.
0 REG Worked is worked time up to the scheduled weekly hours for the employee.
0 WO Worked is worked time for work order assignments.

e Extra Hours Pay and Overtime Pay
There is a difference between extra hours pay and overtime pay. Most non-exempt employees are
assigned an average work week of less than 40 hours. Overtime is only calculated when an
employee works more than 40 hours in a work week. Extra hours occur if an employee works more
than their scheduled hours. The work hours over the scheduled hours up to and including the 40t
work hour are considered extra hours and are compensated at the base hourly rate of pay.

Extra and overtime hours will be calculated based on the actual worked hours recorded and credited
to the employee, as measured by the WorkForce electronic timekeeping system.

o Overtime is earned on a weekly basis, and is only earned after 40 hours of actual worked
hours have been accumulated within a given work week.

o0 Extra and overtime hours must be approved in advance by the employee’s Supervisor.

o Overtime is paid at 1.5 times of a blended rate based on the worked hours and rates of the
various jobs performed by the employee for the work week. Most employees have only one
job so their overtime would be 1.5 times their base hourly rate.

o Ifan employee has taken a leave day or there is a non-work day during the work week, the
day is not considered worked hours and overtime will not apply until worked hours exceed
40 hours. The employee will be paid for all hours worked and recorded under 40 hours at
straight time only.

e Special Schedule Modifications
o0 Flex Time Within Work Week: Employees are expected to follow their approved weekly
schedule unless their Supervisor in advance approves flexing time during the week. With

Revised September 2013 Page 5



TIMEKEEPING

approval, employees may be permitted on a limited basis to extend their working hours
slightly on one or more days during a given work week. This extra time would offset one
or more short workdays within that same week. For example, an employee might be
permitted to work %2 extra hour on two days in order to leave 1 hour early on another day in
the same week. An employee is not permitted to carry flex time over into the next week.
Employees cannot give up their duty-free break period to make up flex time. Some
positions do not have the ability to flex hours due to the nature of the work performed.

0 Trade Calendar Day: Employees are expected to follow their approved work calendar,
unless their Supervisor and the Human Resources Office approves a trade of working days
(to equal the total number of days in the work calendar). Any trade in working days must be
done within the fiscal year, i.e., between the dates of July 1 and June 30 for the school year.
Days may not be traded between fiscal years. Trade Worked and Trade Taken will be
entered in the leave system by the supervisor when approved. Some positions do not have
the ability to trade days due to the nature of the work performed.

o Comp Time: ISD does not allow comp time. It is a legal term that banks Worked Time
for a week that otherwise would have been paid as Overtime. The banked time would be
received as Paid Time Off at a later date equivalent to 1.5 times the number of hours
banked.

e Docked Pay
It is the employee’s responsibility to check their time cards to ensure they will not be short at the

end of the week, resulting in docked pay.

If non-exempt employees who are paid on an evenpay basis are absent and have used up all their
sick days, personal days, etc., their pay shall be docked for the time missed, based on their pay rate.

If a non-exempt evenpay employee’s combined worked hours plus approved leave hours for a job
in a work week does not meet their scheduled work week hours, the employee will be docked for
the missing scheduled time.

e Absences
It is the responsibility of all full-time and part-time employees to call in and notify their Supervisor
if the employee will not be coming in to work as scheduled. As soon as an employee returns from
an unscheduled absence, he/she shall fill out the required Leave Form and forward it to the
appropriate supervisor. If an employee plans to take time off during their scheduled calendar days,
they must also fill out the required Leave Form and forward it to the appropriate Supervisor using
appropriate Leave time (Personal, Sick, Vacation, etc.)

0 All absences are taken in half-day or full-day increments. Employees are expected to take
the entire leave time as scheduled.

o0 All leave is entered daily in Sub Finder in whole and half days regardless of whether a sub
is needed. Leave is passed daily to WorkForce for the timesheet. Generally the quarter day
rule is used to determine which is appropriate.

if not entered, the employee will not be charged the leave

if wrong leave is entered, it will be passed through to Keystone

SubFinder leaves and sub jobs will be posted daily to Keystone

Weekly - compare SubFinder entries to Keystone leave report and employee
timesheet — resolve any differences
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0 Absence time for full day leave time must be entered in Sub Finder with same start/end
times as the employee’s schedule time in Work Force. Exception messages will generate in
Work Force if leave time does not match schedule. Incorrectly entered leave will affect pay.

0 Substitute job time does not need to match the employee leave time.

o All leave is governed by Board Policy. Refer to policy for specifics:

= Authorized Leave — is for school business and requires additional approval as well
as an account code

= Leave limits — Personal, Bereavement, Emergency

= Special leaves — Jury, Military, Family Medical Leave Act, Work Comp

e WorkForce Timekeepers
Timekeepers are appointed by Principals/Department heads (building secretaries, NS center
managers, EE Coordinators, youth specialists) as those responsible for editing punches. Punches
should only be edited by Timekeepers upon authorization and documented on the Official
Timekeeping Exception Log.

Time should be reviewed on a daily basis and edited as needed.
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Logging In and Navigating WorkForce Timekeeping

WorkForce Timekeeping can be accessed from the District Portal — https://portal.lISDschools.org
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Workforce Timekeepin

User ID is your employee network log in ID (LDAP). Password is the same as your District
network password. Once you are logged into EmpCenter, do not open the application again in
another window on the same computer.
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Copyright © 1988 - 2010 WorkForce Software, Inc. All rights reserved
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Dashboard View

Fle Edt Yew Favorites Tools Hsip

W ‘@Dashboard |

(R Center @ vome @ ven

( ) Time Entry

(¥) Enter by Hours

Independence School District Prod

|E Reports

[ View General Reports

Home button will return you to the Dashboard from other menus/reports.

Help button will take you to a table of contents of helpful subjects by the software provider. Keep
in mind that some features are not being used by ISD and are not applicable.

This is a Web Based program, do not use internet forward/backward arrow buttons to
maneuver through screens — go back to the Home screen and make menu selection. Select log
off when exiting the program, do not click “X”.

WO | Eoasbord & Bl

b - b G e " Log Off When

~AnGenter @ rose @ o, i exiting program

\E) Time Ent

ke Enter my Hours

Enter My Hours menu option from the Dashboard allows the user to view their personal
timesheet information and make limited entries.

e If you are a multi-assignment/multi-account code employee, you have access to allocate
hours worked on your timesheet and must do so weekly prior to approval. Include
comments about the activity at the Activity Allocation comment level or the Employee
Comments tab level.

e Some employees will enter their own Work Order in/out punch time for Work Order
Activity. Some Work Orders are entered by Timekeepers.

e Employees authorized for remote entry will enter their REG Worked time. (i.e. AEL, PAT,
TILC, etc.)

¢ Once time is entered, employees cannot edit their own time. Any changes must be written
on an Official Timekeeping Exception Log and edited by a Timekeeper.
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Timesheet table view is shown below (click on Table View to toggle to the List View option):

s Center @ vome @ Help

My Time Entry: Fisk, Anna

‘ 4 0s5/03/2010-05/09/2010 [77] b ‘ | @ submit| ) Save| More ~| | Tableview v | < FUﬂCtiOﬂ |COﬂS

| Timesheet || scheduie |

Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed 05/05 Thu t

e P o - Activity allocation — change to Work
Order Worked if WO employee only, add
line if REG employee with WO job

£

A

Information Tabs

Exceptions || me preview

Dats Exception Message

(Timesheet example above Work Order Job"emploﬂyee only)

e Time Preview tab — summary of hours worked
e Exceptions tab — listing of timesheet errors/exceptions by date
e Employee Comments tab (not shown) — allows employee to add comments

Timesheet for current payroll processing week displays — to change default week, select
forward/backward arrows next to week date range or open the calendar box and select date.
Once payroll has locked timesheets, no Work Orders can be added or edited. Supervisors must
approve timesheets on Monday. Work Order worked time needs to be entered prior to
Monday approval of timesheets.

Timesheet reports:

e e | @ Dashboard

= Hnj=Center

'.\-' me Ent;
\‘)' - _Eh w View General Reports under Reports menu allows user to report on own
) timesheet information. Select report, pay period end date, generate as
PDF, Click Submit.

d Reports
Rk
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U 40| @ General Reports [

b - Center @ rome @ Help -
- Soners Repers Select report, pay period end date (always a

© Manager Reports & Sunday), generate as PDF, Submit.

Employee Absence History
Employee Timesheat

Employee Timesheet
Comments
9P o ral i v |
Search: hd

(wmm®
|ﬁ Employee Timesheet

Pay Period End Date
02/16/2010|75]

Generate Output As:

O excel O HTML @ PDF

Submit

Employees should enter their Work Order Worked Time daily. All timesheets must be
approved by the Supervisor/Manager on Monday for time worked the previous week
(Monday — Sunday).

Helpful Hints:

All leave time imports to the timesheet from Sub Finder. If you are missing leave or leave shows
up incorrectly, contact the person responsible for entering your leave in Sub Finder. Your full day
leave time should equal your standard daily hours or you will be docked time. Half day leave
should equal half your standard daily hours.

Right click in time entry cell, click delete — deletes entire slice (each REG slice represents in/out
work time for shift)

Drop down arrow next to Green button — if you click “delete”, it deletes the entire row, if clicked
in error, do not save timesheet, go back to home screen and then back to timesheet.

Click Green Button to add additional lines (drop down in pay code column to select REG Worked,
Activity Allocation, or Work Order Worked)

Timesheets can be “Amended” only after payroll process had been completed.

e ————
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Work Order Employee Time Entry

The most common work order time entry by employees is tutoring, sub teacher plan period, detention,
clubs, and homebound. Timekeepers typically enter employee work order time for professional
development, athletic work, crossing guard, lighting work, accompanist, etc. All extra time worked
(work order) should be entered daily. All time must be entered no later than Sunday evening for the
prior week’s worked hours. Prior week’s timesheets are approved on Monday and locked by payroll
on Tuesday.

At a Glance Instructions:

1) Log on the District Portal

2) Click on Applications icon

3) Click on the WorkForce Timekeeping icon and log on

4) Click Enter My Hours

5) Click the Timesheet tab

6) Verify the correct timesheet week appears (use arrow buttons to change week if needed)
7) Click green plus(+) circle to add pay line

8) Select WO Worked from Pay Code drop down (do not enter worked time on incorrect job)
9) Tab to Work Order column and click in blank space

10) Select job from Work Order drop down list

11) Tab to appropriate date and enter in/out worked times

12) Calculate timesheet

13) Review hours calculated, errors must be corrected

14) Save timesheet

15) Log out of electronic timekeeping

16) Log out of District Portal

Where to get Help:

Contact Help Desk:
Trouble logging on District Portal or Electronic Timekeeping application

Contact Work Order Supervisor:
Extra work job is not listed

Contact Timekeeper:
Timesheet schedule adjustments (enter on Official Timekeeping Exception Log)
Leave adjustments
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Entering Work Order Worked Time — employee with Work Order Job only

@
<IN Verify correct pay period week
‘4 05/03/2010 - 05/09/2010 || [ ‘mven More ¥ | | Table View v | fy p y p
[ Timesheet H Schedule }
Pay Code ‘Work Order Activity Job Code Mon 05/03 Tue 05/04
. TotalFous 00 00 Click on Activity Allocation
N
Select WO Worked
<
Exceptions ” Time Preview }

My Time Entry: Fisk, Anna

L
™

‘d 05/03/2010 - 05/09/2010 b| | @ Submit | b Save | More * | | Table view ~ |

Tab to Work Order column, click,
drop down will reflect Work Order
Pay Code Work Order ‘Artivitv Job Code Mon 05/02 Tue 05/04  Wed 05/05 . . .
Or| wowerkes - < Jobs assigned to you (if job is

AELPILOT-0256-AE-280 AELP\IDtGrant-:f[‘),LILTED 0.00 0.00 0.00 miSSing' see your Work Order
timekeeper)

| Timesheet || sehedie |

Exceptions ” Time Preview ]

o
a My Time Entry: Fisk, Anna
‘ 4 05/03/2010-05/00/2010 || [ ‘ | & Submit| | Save| More v | | Table view ¥ |
| Timesheet ||| schecuie ]
Pay Code ‘Work Order Activity Job Code Mon 05/03  Tue 05/04  Wed 05,
@ ~ | WO Worked AELBASIC-0243

AEL Basic Grant - ADULT ED E \
Tatal Hous va 000 Tab to date and enter hours worked

Exceptions H Time Preview
B VAUt I Sy PN i GEu g
ﬂ |k save ~ | More | | Table view ¥ |

[ Timesheet " Schedule
] Pay Code Work Order Activity Job Code Mon 10/11 Tueflo/12 Wed

@ | WO worked AELBASIC-0243 06:00 pm
AEL Basic Grant -
L ADULT ED Qe
Total Hours 0.00 0.00
Calculate Timesheet
<
[ Exceptions " FMLA Time Balances ” Time: P\eﬂe';Jﬁuubﬁn.ummenls 1

<
[This information may be sut of date, Calculats
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< Center @ vome @ ren
[

‘ 4 05/03/2010- 05/09/2010

| Timesheet || sehede |

Pay Code Work Order Activity
@+ WO Worked AELBASIC-0243
AEL Basic Grant - ADULT ED

Exceptions ” Time Preview

Date Exception Message

@ Home @ Help

~ centcer

b| | Submit | L] Save || More v || Table View = |

Johode  Mon03/03  Tue03/04  wed 03/0: No exceptions/errors
06:00 pm
Total Hours 4.00 0.00 o

Save timesheet

My Time Entry: Fisk, Anna

| Timesheet || schecuie ]

Pay Code Work Order Activity
)| WO werked AELBASIC-0243
AEL Basic Grant - ADULT ED

Exceptions “ Time Preview

Work Date Pay Code Work Order Activity

05/03/2010 WO Worked AELBASIC-024..

Total

‘ 4 05/03/2010 - 05/09/2010 7] B ‘ | & submit || | Save || More v | | Table view + |

Ll d.
= < Message appears - Data Saved
Job Code Mon 05/02  Tue 05/04  Wed 05/05
06:00 pm
Total Hours 4.00 0.00 o
Time Preview Tab — view
— _— "= <4—— | hours and work order job
entered

My Time Entry: Fisk, Anna

L
m

‘ 4 o05/03/2010-05/09/2010

[ Timesheet ” Schedule I

Pay Code Work Order Activity
&9 o Werked AELBASIC-0243
<

b| | @ submit | b Save | More * | | Table view ~ |

Job Code Mon 05/03 Tue05/04 Waed 05/05

: Add a different Work Order —

AEL Basic Grant - ADULT ED
o

Exceptions ” Time Preview

Work Date Pay Code Work Order Activity

05/03/2010 WO Worked AELBASIC-024...

Tatal

Revised September 2013

To08 om Click the green + button, new
Work Order line appears.

Total Hours 4.00 0.00 .00

If you are entering more time
for the same Work Order but
. on a different day, you do not
need to add another line, just

3ob Code = rows enter time on correct date.
4.00
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< Center @ vome @ hen

My Time Entry: Fisk, Anna

‘ 4 05/03/2010-05/09/2010 [77) | | @ Submit || k) Save | More * | | Table View ¥ |

[ Timesheet || sehechie |
Pay Code Work Order Activity Job Code Mon 05/03 Tue05/04 Wed 05/05
@ |v | WO Worked AELBASIC-0243 06:00 pm
AEL Basic Grant - ADULT ED 10:00 pm

@] WO Worksd

Search for more >

As described above - tab to Work Order
= column and click to display job list

Exceptions ” Time Preview
Work Date Pay Code Wark Order Activity Job Code Miles — ) -
05/03/2010 WO Worked AELBASIC-024.. o 4.00 SeIeCt Work Order JOb

- - : Tab to date and enter hours
< Center @ vome @ ven

My Time Entry: Fisk, Anna

‘C 05/03/2010 - 05/09/2010 7] b‘ |G submit | | Save | More * | | Table View * | ClICk to CalCUlate
[ Timesheet |[ schecuie ]
Pay Code Work Order Activity Job Code Mon 05/03 Tue05/04 Wed 05/0f
@" WO Worked AELBASIC-0243 06:00 pm
AEL Basic Grant - ADULT ED 10:00 pm
@" WO Worked AELPILOT-0256 07:00 pm B
AEL Pilot Grant - ADULT ED > 05:00 pm
Total Hours J.GG‘ 0.00 o
[ Exceptions ” Time Preview
[This information may be out of date. Click to relozd <
‘Work Date Pay(h& ‘Work Order Activity Job Code Miles Hours
05/03/2010 WO Worked AELBASIC-024... 4] 4.00

My Time Entry: Fisk, Anna

Timesheet cannot be saved (or
calculated) with errors, error

‘d 05/03/2010 - 05/09/2010 ) b‘ | @ submit| | Save | More v || Table View + |

| Timesheet || schecuie ]
Pay Code Work Order Activity Job Code Mon 05/02 m USt be co rreCt
@‘v WO Worked AELBASIC-0243 06:00 pm
AEL Basic Grant - ADULT ED SEi o
Total Hours 0.00
Windows Internet Explorer
g\ Ploase ixinvald cata before updating.
u Tirnesheet, Mon 05(03 contains invalid dats.
e e

[This information may be out of date. Click to relosd

Work Date Pay Code Work Order Activity Job Code Miles Hours

< Center @
My Time Entry: Fisk, Anna

Save timesheet

‘q 05/03/2010 - 05/08/2010 7] b‘ (@ submit || Save | More * | [ Table view + |

| Timesheet [ sehecuie ]
Pay Code Work Order Activity Job Code Mon 05/03  Tue05/04  Wed 05/05
@‘v WO Worked AELBASIC-0243 06:00 pm
AEL Basic Grant - ADULT ED 10:00 pm
@]~ WO Worked AELPILOT-0256 07:00 pm
AEL Pilet Grant - ADULT ED 05:00 m
Total Hours 400 2.00 o
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i@
m

‘ 4 05/03/2010 - 05/09/2010

[ Timesheet |[ schecuie ]

Pay Code Work Order
@7 WO worked AELBASIC-0243
AEL Basic Grant - ADULT ED

)|+ WO worked AELPILOT-0256
AEL Pilot Grant - ADULT ED

Exceptions ” Time Preview
‘Work Date Pay Code ‘Work Order
05/03/2010 WO Worked AELBASIC-024..
05/04/2010 WO Worked AELPILOT-025...
Total
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My Time Entry: Fisk, Anna

Activity

b‘ | @ submit | k- save | More ~ | | Table View |

Activity

Job Code

Once timesheet is completed for entire
week, be sure you have saved your
data. Do NOT “submit”. It will

o7:00 pm |: prevent automatic updates of leave
o o B entry and schedule changes from

applying.

Mon 05/03
06:00 pm
10:00 pm

Tue 05/04

Job Code Milas Hours
o 4.00

o 2,00

6.00

= Center @ vome @ Help

‘4 05/03/2010 - 05/08/2010 1) b| {ERre

H

| Timesheet | schedue |

@] Activiey Allocatiol

Q' WO Worked AELBASIC-0243
AEL Basic Grant -
ADULT ED

") + | WO Worksd AELPILOT-0256

AEL Pilot Grant -
ADULT ED

b

Exceptions H Time Preview |

SGnCenter @ vore @ rew

My Time Entry: Fisk, Anna

Pay Code Work Order Activity

|More v | | Table View v | &3 submitted by Fisk, Amna | Time sheet submitted,

Tue 05/04

If “submitted” in error, you can recall as
long as supervisor has not approved.
Payroll processing week runs Monday —
Sunday.

Total Hours

Once your supervisor approves your
timesheet, you cannot make changes.

My Time Entry: Fisk, Anna

@
My Time Entry: Fisk, Anna
‘d 05/03/2010 - 05/09/2010 [T b| | & Submit | ] Save || More ~ | | Table view + | Time sheet recalled.
| Timesheet || sehede |
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wwed 05/0!
x| Activity Allocstion
@ |+ | WO Worksd AELBASIC-0243 06:00 pm
AEL Bazic Grant - 10:00 pm
ADULT ED
@ |y | WO Worksd AELPILOT-0256 07:00 pm
AEL Pilot Grant - 09:00 pm
ADULT ED

Tatal Hours 4.00 .00

F————————
o pa/19/2000 - 0a/ 25/,

| Timesheet

Pay Code Work Urder Activity

3] Actity ASaati

Time Preview

w0 TR [ Amend ore = | | Tableview =

Job Code

If you had not entered time for a
particular day, you can amend the
timesheet once payroll has been
processed for that timesheet period.

Man 0419 Tue 04, Thu 04/ 22

While the timesheets are “locked”
by payroll, no adjustments or
amendments can be made.

Revised September 2013
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Entering Work Order Worked Time — employee with Regular Position and Work Order
Job

> CEmaar a e @ s My Time Entry: Bock, Dieter
Verify correct pay period week

‘ 4 os/03/2010-05/09/2010 [77] B ‘ & submit| | Save|| More | | Table View ~ |
-

| Timesheet |[ scheaue
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed €
07:30 am 07:30 am o7

o~
03:00 pm 03:00 pm oz
CRTLTS 7.50 7.50

)|+ Activity Allocatior 20-2161-6111-C
Total Hours 7.50 7.50

A

Exceptions H Time Preview

My Time Entry: Bock, Dieter

@
m

‘ 4 o05/03/2010- 05/09/2010 [ ] | | @ Submit || ] 5ave | More ¥ | | Table view v |

[ Timesheet ” Schedule I
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed 05,
v G Worked 07:30 am 07:30 am 07:3 H M
Ol o i i) 2 Click on green + this adds another
© |- [FERTEREE Activity Allocation Line
@" Activity Allecatiol 20-2161-6111-C CRTLTS 7.50 7.50
Total Hours 7.50 7.50

4

Exceptions ” Time Preview |

My Time Entry: Bock, Dieter

@
)

» ‘ | @ submit| | Save| More +| | Table view ~ |

“ 05/03/2010 - 05/09/2010
| Timesheet || schecuie ] . . .
Click on Activity Allocation, drop
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 ‘Wed 05/
O - vt S : down and Select WO Worked
00 pm 03:00 pm 02:0
Activity Allocation
Activity Allocation 20-2161-6111-C CRTLTS 7.50 7.50
i = 7.50 7.50

Total Hours

L ed

|~

Exceptions H Time Preview

My Time Entry: Bock, Dieter

@&
m

‘ 4 o05/03/2010-05/09/2010 [ ] | | @ submit || Save | More * | | Table View + |

Tab to Work Order column, click,

[ Timesheet |[ schecie |
. ;_w(»7/ Y drop down will reflect Work Order
e Znen = Jobs assigned to you (if job is

missing, see your Work Order
730 timekeeper)

@+ wo worked

Search for more > 7.50

D) |+ | Activity Allocatior
Total Hours 7.50

4

[ Exceptions ” Time Preview I

Page 17
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TIMEKEEPING

My Time Entry: Bock, Dieter

‘ 4 05/02/2010-05/09/2010 77 b | | @ Submit || Save| More ¥ | | Table View v |

[ Timesheet |[ sehechue |
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed ¢
@ x| REG Worked 07:30 am 07:30 am o
03:00 pm 03:00 pm o:
@ || WO Worked AELBASIC-0243 07:00 pm /
AEL Basic Grant - 05:00 prml
ADULT ED
x| Activity Allocatiol 20-2161-6111-C  CRTLTS 7.50 7.50
Total Hours
<
[ Exceptions [ Time Preview

[This information may be out of date. Click ta relod

@
My Time Entry: Bock, Dieter
‘ 4 os/02/2010-05/09/2010 [7T] B ‘ | submit | il Save | More v | | Table view v |
[ Timesheet ” Schedule 1
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04
@ x| REG Worksd 07:30 am 07:30 am 07
03:00 pm 03:00 pm 0z
@ || WO worked AELBASIC-0243 07:00 pm
AEL Bazic Grant - 09:00 pm
ADULT ED
@) || Activity Allocatior 20-2161-6111-C  CRTLTS 7.50 7.50
Total Hours 7.50 9.50
£
Exceptions ” Time Preview
Work Date Pay Code Work Order Activity
05/02/2010 Activity Allocation 20-2161- <. CRTLTS 7.50
05/04/2010 WO Worked AELBASIC-024.., 2.00

05/04/2010 Activity Allocation 20-2161-6111-., CRTLTS 7.50

My Time Entry: Bock, Dieter

i
m

‘ 4 05/02/2010-05/09/2010 7] [ ‘ | @ 5ubmit | L] 5ave | More ¥ | | Table View |
[ Timesheet |[ schecuie ]
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed 0
@ || REG Worked 07:30 am 07:30 am o7
02:00 pm 03:00 pm 0z
()| v tarked AELBASIC 024 07:00pm
I AEL Basic Grant - 05:00 pm
ADULT ED
.
@ || Activity Allocatior 20-2161-6111-C  CRTLTS 7.50 7.50
Total Hours 7.50 9.50
<
Exceptions ” Time Preview

Tab to date and enter hours worked

Click Calculate

No exceptions, Save timesheet,
message appears, Data Saved

WO worked time reflects in time
preview

Add a different Work Order —
Click the green + button, new
Work Order line appears.

If you are entering more time for
the same Work Order but on a
different day, you do not need to
add another line, just enter time
on correct date.

Select Work Order job

Tab to date and enter hours

Click Calculate

Save Timesheet — cannot save timesheet with errors

Add job as described above - tab to Work Order column and click to display job list

Submitting, Recalling, and Amending Timesheets - follow same steps as for Work Order only employee.

Revised September 2013
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Remote Employee Time Entry

Logging In and Navigating WorkForce Timekeeping —
Refer to prior instructions

Enter My Hours menu option from the Dashboard allows the
user to view their personal timesheet information and make

Vo | gosshbosd

e sl ding limited entries.
e e If you are a multi-assignment/multi-account code
employee, you have access to allocate hours worked on
7 your timesheet and must do so weekly prior to
_ approval. Include comments about the activity at the
L Activity Allocation comment level or the Employee
e Comments tab level.

e Some employees will enter their own Work Order in/out
punch time for Work Order Activity. Some Work Orders
are entered by Timekeepers.

e Employees authorized for remote entry will enter their
REG Worked time. (i.e. AEL, PAT, TILC, etc.)

e Once time is entered, employees cannot edit their own
time. Any changes must be written on an Official
Timekeeping Exception Log and edited by a Timekeeper.

Timesheet Table View:

~ Center @ vome @ Help
My Time Entry: Shoemaker, Sharon

‘ 4 05/03/2010-05/09/2010 7] B ‘ | @ 5ubmit|| |) Save | More v | | Table view v | Data saved. .
< These are Function Icons
[ Timesheet H Schedule ]
Pay Code ‘Work Order Activity Job Code Mon 05/03 Tue 05/04 ‘Wed 05/05
| +| REG Worked 02:30pm g . .
.
ce:zopm Time Entry Slices
@ ¥ | Activity Allocation 20-1610-6133-2 ADULT ED 4,00
@ | Activity Allocation 20-1610-6133-2 ADULT ED 2.00

Comment box arrow

<

Exceptions ” Time Preview

Account allocation

Date Exception Message

Information Tabs

Timesheet tab — view/edit REG worked time

Schedule Tab — view schedule imported from schedule information in Keystone

Revised September 2013 Page 19



TIMEKEEPING

Comments field — opens by clicking arrow, enter comment, must have comments tab open to

enter odometer start/stop from table view

Timesheet Schedule

Work Order Job Code Mon 05/03 Wed 05/05 Thu 05/06

02:30 pm
08:30 pm
4.00

Pay Code Activity Tue 05/04

@] REG Warked

@)+ Activity Allocatior 20-1610-6133-32  ADULTED

)|+ Activity Allocatior 20-1610-6133-Z  ADULTED 2.00

Tuesday
Comments

sat05/08

Sun 05/09

Total Hours

Exceptions tab — exception messages listed by date
Time Preview tab — summary of hours worked
Employee Comments tab — allows employee to add comments to timesheet

Timesheet in List View:

Note odometer start/end fields available for edit without opening comment box

E—‘ Start Odometer End

0.00 000 v
£

‘1] 05/03/2010 - 05/09/2010 [*7) b‘ G Submit || | Save|| More v | | ListView +

| Timesheet || schedule |
End Odometer

Job Code Start Odometer

In/ Out
02:30 pm

Date Pay Code Work Order Hours

REG Worked

Activity

il

08:20
Mon pm

05/02 Activity Allocation 20-1610-6133-Z  ADULT ED 4.00

Activity Allocation 20-1610-6133-Z  ADULT ED 2.00

5 | |=

Tue
05/04

.

Wed
05/05

C 090 ©

<

| Exceptions || Time Preview

Entering time on timesheet —

Comments

1) Select correct date (can manuever to current week using week arrow buttons next to week

range or open the calendar and select) enter time worked in slice — top
“in” punch, bottom part of cell is the “out” punch.

2)
additional REG line. Enter time worked.

3) After time is entered, click “Reload”. This will refresh the timesheet bef
you to verify your information.

4) Default account code percentages will populate based on information in
system.

5) Activity Allocation: Some employees may need to re-allocate their ho

part of cell is the

To enter an additional slice of time for same day, click green + button, this will create an

ore saving — allows

the payroll

urs to meet grant

requirements or multi-account situations. In this situation, the employee is paid from two
accounts (50%, 50%), so time automatically applied 3 hours to each account. To re-
allocate time, you must save default allocations first. After saving, click cell under worked

time and reapply number of worked hours for each account. Add a Com

ment at the slice

level with Activity Allocation or on Employee Comments tab. Reload to review before

saving timesheet.

Revised September 2013
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TIMEKEEPING

6) Save your timesheet - you cannot save (or reload) a timesheet with data entry errors.

7) Once timesheet is completed for entire week, be sure you have saved your data, click
“submit”. Although not required at this time, it is recommended you “submit” time so that
your supervisor will know all is complete. If “submitted” in error, you can recall as long as
supervisor has not approved. Payroll processing week runs Monday — Sunday.

8) If you had not entered time for a particular day, you can amend the timesheet once
payroll has been processed for that period. While the timesheets are “locked” by payroll,
no adjustments or amendments can be made.

1) Select correct week

w e [@My Time Entry: Shoemdker, Sharan ] 1

Center " vome @ wew

My Time Entry: Shoemaker, Sharon

‘ 4 05/02/2010 - 05/09/2010 [ B | | @ Submit|| | Save || More ¥ | | Table View ¥ |

| Timesheet [ sehedue |
PayCode  Work Order Activity 3Job Code. Mon 05/03 Tue 05/04 Wed 05/05 Thu 05/06
@) REG Worked 02:30 pm
pe:30 pm
@) +| Activity Allocatior T
Total Hours 0.00 0.00 0.00 o

<
[ Exceptions " Time Preview

[7his information may b out of date. Click ta reload

Date Exception Message

Dane

2) Add a REG line

fle  Edit Jw Favortes  Tools  Help

w & [MyTimeEntry‘Shnemakev,shamn l 1

@
[ @ 03/fa/2010- 030072010 7] | | @ Submit| | Save wre v | [ Tableview .
[ Timi\get | schedie ]
Pay Code Work Order Actaty Job Code Mon 05/03 Tue 05/04 Wed 05/05 Thu 05/
O] REG Worked 02:30 pm
08:30 pm
o
O Activity Allacatior
Total Hours 0.00 0.00 0.00

<

[ Exceptions ” Time Preview

[This information may be out of date. Click to reload

Data Excaption Message
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3) Reload prior to saving

< Center @ vome @ vep

My Time Entry: Shoemaker, Sharon

‘ P] os{oz/m]o—os/w{zo\o m e | | @ submit|| ] Save | More +| [ Table view ~ |
| Timesheet [ seheau |
Pay Code ‘Work Order Activity Job Code Mon 05/03 Tue 05/04 ‘Wed 05/05 Thu 05/06
[ED)]=) REG Worksd 02:30 pm
08:30 pm
[{@]x) Activity Allocation
Total Hours 0.00 000 0.00 0.00
2l
[ Exceptions " Time Preview
[7his information may b out of date. Click ta rsload

4) Activity allocation (account code split)

~ Center @ tome
e @ M\Jime Entry: Shoemaker, Sharon

|4 05/03/2010 - 05/09/32010 [T b| | & submit || | Save || More | Table View v |
| Timesheet |[ schedtie ]
Pay Code ‘Work Order Activity Job Code Mon 05/03 Tue 05/04 wed 05/05 Th
(@] REG Worked 02:30 pm
08:30 pm

| @‘,‘A( ivity Allocation

[ @) x| Activity Allocatior 20-1610-6133-Z  ADULT ED 3.00

| e‘,‘AcnwwAHo:anal 20-1610-6133-2 ADULT ED 3.00

Total Howrs 6.00 0.00 0.00
<
Exceptions ” Time Preview
Date Exception Message

5) Save default allocation before re-allocating worked hours

X Center @ rome @ ve

My Time Entry. Shoemaker, Sharon

4 esfeas3ete-es/os 1010 T B bt | (50| More = | Table View = _ e .
bt I s [pote sovec [ 03037010 03108/018 [T, B
= et Rt v ot
Timesheet ey
Tiesheet | schetie
- 2 »on 03, a
DayCods Wk Onda Activity b Code ospo1 Tue 8304 Wed 0303 i e WS e Aty Sob ke Tum 03/04 Wed 03/03
/e RET Wikt 0z2:306m . /
| Cin AEQ Workd
0830 pm |
B Activay Alloeasa 2026061337 ADLLTED 3.00 i ,
/s sty Allogatn 20162062331 ADULT ED 300 oiein-eian  ADuTED 200
Total Heurs a0 o0 o Tatal s :
" <
Lxceptions [ ime previen Exceptions Time Preve
[7his ituomarian may b4 2en of dure. Cligkon reland

S —
Page 22
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TIMEKEEPING

6) Cannot save or reload with errors

center

My Time Entry: Shoemaker, Sharon

‘4 05/03/2010 - 05/00/2010 [7) b| | @ submit || Save| More v | | Table View |

<

| Exceptions ||/ ime previe

W

| Timesheet || schedie ]
Pay Code ‘Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed 05/05 Thu ¢
(@] REG worked 02:30 pm 03:00 pm
08:30 pm 05:00 am
| @'.‘ Activity Allocatior 20-1610-6133-2 ADULT ED 2.00 N
@'. Activity Allocatior 20-1610-6133-2 ADULT ED 2.00
Total Hours 6.00

Windows Internet Explorer

AN

Flease fix invalid data before updating.
Timesheet, Tue 05/04 contains invalid data.

[This infarmation may b out of date. Click to reloag

Date

7) Submit

e e wEm

00| ey Time Eriry: Sho

- Lenter

Exception Message

No excentions.

My Tine Fntry: Shoemaker, Sharon

If submitted in error, “recall” the timesheet as long as supervisor has not approved.

WO ey Tie Ertry: Rosmaker, Sharon

My Timee Lotry: Shoemaier, Shaton

n (T sheet submitted,

|q a0/ 2010 - 05 /o9 0 7T b| & ulmit| g S wore = || Tkl e
[Tt || Message will appear
Pay Coda Wark Ordar Actiity lab Cada Mon 0501 Tae 03/04 wed 03/0% R
T after submitting
&= Arwiny 20-1610-6133-2  ADULT ED 300 378
o - | Acthviry 20-1610-6133-3 ADULT ED 300 .73
Tatal Hosrs a0 150 oo o
<
| Exceptivas I Tiree Preie
Date Exception Message
Mo excepbions,

Revised September 2013

4 0303 2010 - 03/00/ 2000 T B | | TjRecsd L) ey TableWew | 5 Subimitind by Chosmaher, tharan [T e dire _th
Tumehert <henkin
Pay Cuide Werk Order Acthay Jub Cude Pun &3 /u3 T 300 e 0303 hu 03/ 58 Frigajar satoi/ea Sum
3 | R Workat 8230 5m 2130 pm
ad0m o300 pm
on 150 s
& zo0 ars
aon T8 w0 o oo s
<
Farrptiom Trem Prv
Hiher exeepta:
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TIMEKEEPING

Center @ vome @ Hei

My Time Entry: Shoemaker, Sharon

‘ 4 04/19/2010 - 04/25/2010 7] b ‘ o |E3Amend [ more v| | Table view = | [This time sheet was already processed. Press amend button to make changes
[ Timesheet |[[schecute ]
Pay Code Work Order Activity Job Code Mon 04/19 Tue 04/20 Wed 04/21 Thu 04/22 Frio

(i) RES Worked

@)= Vacation 07:00 am 07:05am 0
02:15 pm 03:30 pm o
D)1+ Activity Allocatior 20-1610-6133-7  ADULTED 3.63 4.00
&) - Activity Allocatior 20-1610-6133-2  ADULTED 363 4.00
Total Hours 725 s.00 0.00 .00
.
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Timekeeper Guidelines and Expectations

Documents to Have on Hand

Official Timekeeping Exception Log
Payroll Cut-off Charts

Work Calendars

Work Order Extra Work Form
Extra Work Pay Scale

Timekeeping Roles and Duties:

Employee Tyoes
o Exempt
= Regular Schedule
=  Work Order Entry
0 Non-exempt
= Regular Schedule
= Remote Entry
=  Work Order Entry
=  Substitute Entry
Timekeepers
Managers
Payroll

Timekeeping responsibilities at a glance:

0 Password sharing is prohibited.

0 Employee

0 Non-exempt employees use electronic devices to record their time for Regular worked hours.

0 Maintain accurate clocking in/out times

0 Write corrections on exception log. Employees are not allowed to change their own clocked

in/out punches.
0 Enter work order time as it occurs
0 Allocate activity time where necessary (multi-job or multi-account)
0 Submit weekly timesheet if WO time or allocation performed

0 Timekeeper (10 minutes a day)

0 Verify all building employees (exempt/non-exempt) and their schedules in Work Force

Daily enter leave for employees in SubFinder

Daily enter edits to timesheets as written on exception log including Comments
Enter work order time for timekeeper only WO assignments

Every Monday morning verify all timesheets are ready for manager approval

O O O 0 O

Every Monday by noon print and give to manager reports: Comments and Exceptions

Revised September 2013
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Timesheet Corrections:

0 Yellow warnings and information:

0 Policy profile change. Corrective action may be required. — contact Payroll office
Employee is tardy — review for supervisor action
Employee worked 6.5 or more hours without a break — review for lunch punches
Leave time does not match scheduled time — adjust leave time
Overlapping in/out times entered — verify leave time entered correctly
Work time reported on an unscheduled day — review for flex hours
X.x hours reported exceeds x.x scheduled hours for the day — review for flex hours
No time reported on a scheduled work day — dock hours may occur
0 Invalid mileage has been entered, please correct

O O 0O 0O o0 o0 o

0 Red errors — employee will not be paid for some hours
0 Missing In or Out time — request info from employee
O More than 24 hours reported in a day — correct time error typically AM/PM
0 The x.x hours allocated do not equal the x.x hours of worked time — recalculate
0 Timesheet Edits:
0 Timesheets should only be modified with appropriate documentation such as the exception
log.
0 Do not modify time to simply eliminate extra/overtime hours.
= |f employees are not working as scheduled or authorized, then supervisor needs to
initiate personnel actions not time adjustments.
= [fincorrect employee schedule exists (causing elimination of passing time), then
contact Human Resources to correct schedule.
0 Comments:
0 Enter comment at time slice level whenever making an adjustment to a timesheet.
0 Enter what is on the exception log.
0 Enter “No comment” if the employee did not give a reason for the edit.
0 Exception logs
0 Sites must use the official timekeeping exception log.
0 The exception log is to be used to document all changes to timesheets.
0 Maintain exception logs and timekeeping information 5 years.

Location of kiosks

0 Kiosks are placed based on variety of factors.
0 Recommendation for location (or change) may come from Technology (drops, security), Facilities
(electrical, security), Business Office (volume, proximity to employees), or supervisor (proximity to

employees)

Where to Get Help
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0 Manager

0 Assign a timekeeper and back-up timekeeper.

O Review reports from timekeeper and follow-up with personnel where needed

0 Approve or reject timesheets by 8:00 am Tuesday (exempts and non-exempts). This also
includes amended timesheets.

0 Supervisors approve timesheets weekly prior to 8:00 am Tuesday for prior week’s time.

0 Timesheet approval is necessary even if no time is reported because the approval confirms no
time was worked.

1) View employee information, including leave history, for all employees in your building by
logging on to Keystone Client, HRDATA.

File Edit Help

WeEWER B

38 s

findata hrdata
2) Bereavement Leave should always be used before Emergency Bereavement.
3) Payroll is processed weekly for pay period Monday through Sunday.

4) All timekeeping exceptions need to be cleared on Monday before supervisor approval.

5) Payroll pay batches are created weekly with data calculated from the electronic timekeeping
system.

6) Sub Finder leave entries are posted to Keystone on Tuesday. You should not enter leave into
Sub Finder for prior week after completing Monday edits.

7) If leave is turned in after weekly timesheet approval, notify Sub Services and Payroll. Sub
Services and Payroll will make necessary corrections to the electronic timesheet, Sub Finder,
and Keystone.

8) Employees can view their personal information by logging on to “My Benefits” from the
District portal. Employees can also change certain demographic information electronically.
The “Edit” button will be available when information can be changed electronically.
Encourage employees to view their information on-line.
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http://portal.indep.k12.mo.us — log on to portal with district User ID & Password

4 Account Applications Communities

oy Independence a8
SCHOOL DISTRICT ﬁ 3rd Grade Curriculum =
Inspiring Greatness L simsiweb
e allofE InService
& Destiny Library Software
Default = District Calendar | ing
= District Email e
| wN News List |My Documents o .
Q Electronic Timekeeping |5 E—
Company News webNetwork Utilities: L4 Emp. Purch. & Disc,
o Footprints (i PR |
Benefits - Open Enrollment * @ Grant 4lerts E
B E N E F I TS 2 Files Current Location: |/ m Moodle
E zucumenis Open | Save | =] My Benefits & Si
- : _ L B e
O P E N o 1 55 Docul €9 Net IEP application

Select Applications, Select My Benefits, Log in again with User ID and Password. Problems
logging in, contact the Help Desk.

MY EMPLOYEE INFORMATION

= [ndapendence

\\ SCHOD\DISTRICT

ﬂ@ﬁ#ﬁy\nﬂﬁMﬂ

District Plans - Voluntary Plans - Retirees - | COBRA _ Helpful Forms - Quick Reference List

Helpful Tools Open Enrollment How to Enroll

Once logged in, click on My Employee Information located in the brown tool bar. You will be
able to navigate from Personal Data, Payroll, Pay History, and Leave Information by
selecting tabs.

Welcome, (Christina Tanner - Business/benefits Office) [sign om

Monday, July 19, 2010 14:19:14

(E SCHOOL DISTRICT

KEYSTONE
EREEIgNE

PERSOMAL DATA PAYROLL PAY HISTORY LEAVE INFORMATION

Payroll tax changes and address changes can be completed electronically by clicking on the
edit button.

T
LEAVE INFORMATION

~
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9) Employees can access their electronic timesheet by logging on to the portal and selecting
Electronic Timekeeping under Applications, log in with User ID and password.

4 Account  Applications Commt

7y Independence
-% scHoO P\ S ISTRICT i ] 2rd Grade Curriculum 2
Inspiring Greatness o simsweb
- e &llofE InService
P I I S P L Destiny Library Software
2010 ° = District Calendar = |
= Inc. All Right R}tota\ ot:ects = District Email
ALL ELIGIBLE EMPLOYEES oneware, Inc. AQhts Reserved. c) Electronic Timekes
ping
(Position of 25 hours or more per ‘ e Ereet B
week) applications mp. Furch. & Dise.
ALL ELIGIBLE RETIREES & (5] Footprints
£ Grant alerts |||
i th Moodle
- 2] My Benefit i}
3rd Grade Curriculur Aims\eh = y Benefits 7 <

10)Encourage employees to view their electronic timesheet.

Comments

Exception Logs — official and all changes
*Group Edits

Reports — Comments, Exception, Audit
Schedules, passing times, and other important nuisances
Activity Allocations

Password security

Lunch punching required

*Exception level approvals
Extra/overtime chargebacks

What to look for? Red/yellow, edits,
*Late at 1 minute

Maintain Audit Records for 5 years

e Employees are to document any missed punches or adjustments needed to time on the Official
Timekeeping Exception Log sheet.

e Punches/adjustments documented on the exception log sheet can be made to the employee’s
electronic timesheet.

e After correcting punches indicated on exception log, run timesheet exception report. Depending on
the type of error/exception, employee documentation may be needed before editing remaining
timesheet exceptions.

e The Comments and Exceptions Reports are to be given to the manager to review weekly.

e Maintain records for audit for 5 years - exception log sheets and any exception reports noting edits not
requiring employee documentation (employee punches were all “in” punches for day, edit made to
make punches “in”, “out”, “in”, “out”).

e ————
Revised September 2013 Page 29



TIMEKEEPING

WorkForce Audit Report

Changes made to an electronic timesheet are recorded. An audit report is available in WorkForce — your

supervisor may request this report.

e View Group Reports
e Manager Reports, ISD Timesheet Audit

e Enter pay period end date (pay periods always end on a Sunday)

e Select group

e Enter employee number — audit can only be ran one employee at a time

e Generate output as PDF
e Submit

m Group Repons
aLanenler Administrator . s
Reports

# Manager Reports -
\J Payroll Pracessing Reports

&' Recently viewed 2 B i
ge 3

sheel Audit for Date

Tews =

ﬂ 15D Timesheset Audit

Pay Period End Dl {Sebect a Sunday Dale)
04H12040]73)

Assignment Group List (Reguired)

Center @ tome @) neip
@ O Group Reports
Pay Period End Date (Select a Sunday Date)
04/11/2010|7F]
Assignment Group List (Required)
Building 860 Exempt Employees ~

Building 860 Non-Exempt Employees
Building 890 Exempt Employees
Building 966 Exempt Employees
Building 966 Non-Exempt Employees
Building 971 Non-Exempt Employees
Building 973 Exempt Employees
Building 973 Non-Exempt Employees
Central Office Exempt Employees
Central Office Non-Exemnpt Employees

Employee ID (Required)
5605

Generate Output As:
O Excel ' HTML & PDF

LAl Employees ~ P

Even Fay Employess Submit

Feempt —

-
Manager Time Sheet Audit Report For Period Ending On 4/11/2010
ISD Policies W 1.0
Changed By User Action Work Date Pay Code Hours In Time Out Time Start End IP Address Comments
Odometer Odometer

Employee: Tanner, Christina (5605) Assignment: 5605
4/6/2010 T:00:10AM 5605 Insert 04/08/2010 REG Worked 0.00 G568 am
4/6/2010 8:49:02aM 5605 Insert 04/08/2010 REG Worked 0.00 8:49 am 11026 10.10.55.231
4/8/2010 9:0350AM 11028 Delete 04/08/2010 REG Worked 0.00 &:49 am 11028 10.10.55.30
4/8/2010 10:56:18AM 5605 Insert 04/08/2010  REG Worked 0.00 10:56 am 3641 10.10.55.231
4/6/2010 1:10:01PM 5605 Insert 04/06/2010  Activity Allocation 2.00

Sub Finder Leave and WorkForce Schedule Time

e Employees must take leave in whole or % day increments (% day = % of the employee’s standard daily

hours, 5.5 hour employee % day = 2.75 hours).

e Leave must be entered daily in Sub Finder, do not wait for leave form.
e Absence time for full day leave time should be entered in Sub Finder with same start/end times as the
employee’s schedule time in WorkForce. Substitute job time does not need to match the employee

leave time.

e Exception messages will generate in WorkForce if leave time does not match schedule. Review and

correct as necessary.
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f | @ subFinder |7‘
Reports LA 26843 Reported on: 09/28/2009  10:12 AM
Site Message JERSHEELS
Site Central Office v
Site Directions SRS S Standard 3
Verification [JaELEE Secretary - Payroll v
Reason AD35 VACATION LEAVE v
Log Out 5 -
sence Inro 4— . .
= Absence info — employee full day absence times should
Start date/time End date/time .
- _ reflect schedule times from WorkForce
[o4r05r2010 T [o7-00 AM 04/05/2010 3] [03:30 PM
L i
d .
Job Info & Job Info — substitute work hours may not always match
Start dateftime End dateftime the employee’s absent times
04052010 3 [07:00 AM 04062010 [ [0330PM g
ol i

WorkForce makes an adjustment to offset 30 minute duty free period when calculating timesheets with full
day leave equal to an employee’s schedule (7:00a-3:30p equals 8.5 hours, .50 extra hours will not calculate as
adjustment is created by WorkForce). If full day leave is not entered for full daily hours, an exception message
is created, “leave time does not match schedule time” and hours for day do not calculate. Correction to leave
would be required.

ogged in as Tanner, Christina  Loq O
@ Help

My Time Entry: Tanner, Christina

EI | submit|| b=} Save || More v | | Table View |

| Timesheet || scheduie
Pay Code Work Order Activity Job Code Mon 04/05 Tue 04/06 Wed 04/07 Thu 04/08 Fri 04/0

07:00 am

-~ 03:30 pm
@" REG Worked 06:56 am
01:00 pm
@)= REG Worked 01:20 pm
@'v Activity Allocation 10-2525-6151-C PR ASST 2.00 6.00

Total Hours 8.00 6.00 0.00 0.00

@ Help

ZI | & Submit | b Save || More ¥ | | Table View |

My Time Entry: Tanner, Christina

I Timesheet ” Schedule

Pay Code Activity Job Code Mon 04/05 Tue 04/06 Wed 04/07 Thu04/08 Fri04/09 Sat04/10  Sun04/11
I REG warkad 10-2525-6151-C PR ASST 07:00 am 07:00 am 07:00 am 07:00am  07:00am
- 03:30 pm 03:30 pm 03:30 pm 03:30 pm  02:30 pm

Entering % day leave, absent time must equal % the employee’s standard daily hours, otherwise extra hours or
possibly dock hours will be calculated. No exception message is generated in WorkForce if leave does not
equal ¥ employee’s daily hours. Do not include employee’s duty free 30 minute break time when entering %
day leave.

Daily Hours Half Day Leave Hours Daily Hours Half Day Leave Hours
5 hour employee % - 2.5 hours 7 hour employee % -3.5 hours

6 hour employee % -3 hours 7.5 hour employee % -3.75 hours

6.5 hour employee % -3.25 hours 8 hour employee % -4 hours
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Flex time within week vs. Trade Days Worked

Employees may flex hours within week with supervisor approval. This means, an 8 hour per day employee

may need to work 9 hours one day to complete a project and then flex out the extra time by leaving after 7
hours of worked time on another day in the same work week (Monday-Sunday). No leave is entered in Sub
Finder when employee is flexing their work hours.

Employees may need to work a non-calendar day to trade for a calendar day off at a later time (within the
same fiscal year). Employee would time in/out on the non-calendar day just as they would on a scheduled
work day. If the extra worked time is not to be paid as “extra hours” because the work time will be traded for
time off later, the worked hours must be flagged as “Trade Day Worked” in WorkForce.

e Add anew “REG Worked” line by clicking on the + green circle.

e Drop down on “REG Worked” and select “Trade Day Worked”.

e Actual hours worked would have to be deleted from the “REG Worked” slices and entered on the pay
code “Trade Day Worked”. Two “Trade Day Worked” pay code slices would need to be created to
reflect AM and PM worked time.

«/| || A save = || More = Table View

[ Timesheet ” Schedule

Pay Code Work Order Activity Job Code Mon 04/05 )  Tue 04/06 Wed 04/07 Thu 04/08 Fri 04/09
@ || REG Worked 06:15 am

A 12:35 pm
T @)= | REG Warked 01:06 pm
03:54 pm

@ Ml Trade Day Worked
@+ | Activity Allocatio 10-2525-6151-C  BR ASST 0.00
@

» | Activity Allocatior 10-2525-6151-C PR ASST 9.25

Total Hours 0.00 .25 0.00 0.00
< >
«/| ||l save ~ || More Table view *
[ Timesheat " Schedule
Pay Code Work Order Activity Job Code Mon 04/05 0  Tue 04/06 Wed 04/07 Thu 04/08 Fri 04/00
@ || Trade Day Workec 06:15 am)
-~ 12:35 pm
] @+ | Trade Day Workec 01:06 pm
I d (=
03:54 pm
)|+ | Activity Allacatior 10-2525-6151-C PR ASST 0.00
@)+ Activity Allacatio 10-2525-6151-C PR ASST 9.25

Total Hours

Note: When employee takes the Trade Day Worked time off, enter leave in Sub Finder using leave code,
“TRADE”.

Manual Allocation of REG Worked Time

e Employees that work more than one job are referred to as multi-job employees.

e Employees that are paid from multiple account codes are referred to as multi-account code
employees.

e WorkForce will automatically allocate work time for multi-job and multi-account code employees
based on schedules and account code splits exported from Keystone.
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e Manual allocations can be adjusted — change default hours allocated to each job/account, save
timesheet.

e Multi-job and multi-account code employees with no WorkForce schedule — worked time must be
manually allocated (charged to appropriate job/account code).

e Error message will generate if time does not automatically allocate

Steps for manually allocating worked time for multi-job employee -

e C(Click on + green circle to create another REG Worked line

e Change “REG Worked” to “Activity Allocation”

e Select activity (account code) from drop down

e Select Job Code from drop down

e Allocate number of hours worked for the job under the in/out times for day
e Reload timesheet

e Save timesheet

W Manager Time Entry: Grabiel, Matthew
EI |k Save = || More | | Table View * |

[ Timesheet " Schedule
Pay Code ‘Work Order Activity Job Code Mon 04/05 P Tue04/06 Wed04/07 Thu04/08 Fri04/09 Sat04/10 Sun04/11 1
@ x| REG Worked 09:00 am
|~ 05:00 pm
Total Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|
< >
Exceptions 9 " FMLA Time Balances H Time Preview

Filter exceptions by day []

Date Exception Message Saverity = Action Required
Men 04/05 The 0.0 hours allocated do not squal the 8.0 hours of worked time Error [not paid]  Correct Activity ...

Manager Time Entry: Grabiel, Matthew

EI |k save ~ || More | | Table view ¥ |

[ Timesheet ” Schedule
Pay Code ‘Work Order Activity Job Code Mon04/05 £  Tue 04/06 ‘Wed 04/07 Thu 04/08 Fri 04/00
@ x| REG Worked 09:00 am
~ 05:00 pm

@ P |activity Allocatiol

\ Total Hours 0.00 0.00 0.00 0.00 0.0

Manager Time Entry: Grabiel, Matthew

«/| ||k Save v || More v | | Table View = |

[ Timesheet ” Schedule
Pay Code ‘Work Order Activity Job Code Mon04/05 £  Tue 04/06 Wed 04/07 Thu 04/08 Fri 04/09
@ + | REG Worked 09:00 am
~ 05:00 pm

9
@ ¥ | Activity Allocatio

5) 0.00 0.00 0.00 0.00 0.0

Search for more >
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ew - Windows Internet Explorer

2.mo. usfworkforcefManagerFrame. do?action=createManagerFramefitimeSched Type=TIME_ENTRY#employee®:301219781322%:26groupld%3 V| QJ (% ‘

atthew ] I 5 - B o= v |hPage v () Took -

@ Help

«/| ||kl Save = || More ¥ | | Table view ¥ |

Manager Time Entry: Grabiel, Matthew

[ Timesheet ” Schedule 1
Pay Code ‘Work Order Activity Job Code Mon04/05 £  Tue04/06 Wed 04/07 Thu 04/08 Fri 04/09
[(@]+]| RES Worked 09:00 2m
~ 05:00 pm
[(@ ]| Activiey Allocatior 10-3211-6163-2

0.00 0.00 0.00 0.00 0.0

me @ Help
«/|||dSave v || More = | | Table view v |

Manager Time Entry: Grabiel, Matthew

[ Timesheet ” Schedule 1
Pay Code ‘Work Order Activity Job Code Mon04/05 £ Tue04/06 Wed 04/07 Thu 04/08 Fri 04/09
| @'v. REG Worked 09:00 am
(29) ~ 05:00 pm
[« | Activity Allocation 10-3211-6163-2 CLAQSUR
(25) Total Hours 0.00 v('l.('ll.'l 0.00 0.00 o

m Manager Time Entry: Grabiel, Matthew

« \Hﬁ\tvllgure‘l | Table View |
— S
f
I Timesheet H Schedule 1 ave
Pay Code ‘Work Order Activity Job Code Mon04/05 P Tue0d/06
| @'.. REG Worked 09:00 am
(29) * 05:00 pm
| @) || Activity Allocation 10-3211-6163-2  CLAQSUP
(25) Total Hours 0.00
|
I Exceptions ’H FMLA Time Balances H Time Preview
[This information may be out of date. Click to raload < Reload
‘Work Date  Pay Code ‘Work Order Activity Job Code Miles

Note: Employees paid from multiple account codes will have a schedule created for each account code.
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W Manager Time Entry: Gilliam, Christina

«/| ||kd5ave v | More v | | Table View v |

[ Timesheet ” Schedule
Pay Code Activity Job Code
©)|=| REG Worked 10-3531-6151-C  DIST AR
~
10-3531-6151-C  DIST AR

)|+ REG Worked

Mon 04/05  Tue 04/06  Wed 04/07
08:00 am 08:00 am

04:30 pm 04:30 pm

; 08:00 am 08:00 am
04:30 pm 04:30 pm 04:30 pm

Thu 04/08
08:00 am
04:30 pm
08:00 am
04:30 pm

Fri04/09
08:00 am
04:30 pm
08:00 am
04:30 pm

Sat 0«

Steps for changing automatic allocation for multi-account code employee -

e Toview the entire account, click in the activity, the account highlighted will is the account for that

allocation line.

e Change default allocations by changing number of hours allocated to jobs — allocated worked time
must still add to daily worked hours.

e Reload timesheet
e Save timesheet

w Manager Time Entry: Gilliam, Christina

«/|||dSave = || More = | | Table view v |

[ Timesheet ” Schedule
Pay Code ‘Work Order Activity
@) x| RES Warked
~
) @+ | RES Worked
(3 @" Activity Allocation 10-3531-6151-C
@ + | Activity Allocatior 10-3531-6151-C

Job Code Tue 04/06
07:52am
11:42am

11:40 am 12:11pm

04:32 pm 04:33 pm

DIST AR 4,00 4.00

DIST AR 4,00 4.00
Total Hours 8.00 8.00

Wed 04/07

Thu 04/08 Fri 04/09

0.00 0.00 0.0

Manager Time Entry: Gilliam, Christina

«/| | |kd5ave « || More ¥ | | Table View + |

I Timesheet ” Schedule
Pay Code Work Order Activity Job Code Mon 04/05 Tue 04/06 Wed 04/07 Thu 04/08 Fri0afo9
@ | RES Worked 07:51am 07:52 am
~ 11:10sm 11:42 sm
i @ | REG Worked 11:40am 12:11 pm
04:33 pm 04:33 pm
3 @ || Activity Allocation ’mlDISTAR 4.00 4.00
@ « | Activity Allocatior 10-3531-6151-000-0000-0912 4.00 4.00
1B-EEEA-B1S1-C IR Hours 8.00 8.00 0.00 0.00 0.0
Search for "10-3531-6151-000-0000-
0913' >
ISEY”™  1v:nocer Time Entry: Gilliam, Christina
zl | save + || More ¥ | | Table View |
[ Timesheet ” Schedule
Pay Code Work Order Activity Job Code Mon 04/05 Tue 04/06 Wed 04/07 Thu 04/08 Fri 04/00

@ || REG Worked 07:51 am 07:52 am
~ 11:10am 11:42 am
) @ || RES Worked 11:40am 12:11 pm
04:33 pm 04:33 pm
& @ ¥ | Activity Allocation 10-3531-6151-C DIST AR 5.00 4.00
)| Activity Allocation 10-3531-6151-C  DIST AR 4.00
Total Hours g
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Supervisor Approved Manual Overtime

e Overtime is calculated automatically on time worked over 40 hours in the work week (Monday —

Sunday).

e Supervisors may approve overtime rate for what would be automatically calculated as “straight time”

rate.

Steps for assigning manual overtime —

e Create a new pay code line by selecting the + green circle
e Select “Manual Overtime” from the drop down

e Select the activity (account code)

e Select the Job Code

e Under hours worked, allocate number of hours that should be paid at the overtime rate

e Reload timesheet

e Save timesheet

UGS T LU Y. FTITL,

[RE™

a [ 5save ~ | More *| | Table View v |

I Timesheet ” Schedule
Pay Code ‘Work Order Activity Job Code Mon 04/05 Tue 0406 ‘Wed 04,07 Thu 0408 Fri 04/0!
@ » | REG Worked 07:59 am
~ 01:13 pm
)|+ | REG worked 01:43 pm
04:41 pm
@« Sick 08:00 am
04:30 pm
@ v | Activity Allocatiol 10-2525-6151-C PR ASST 8.00 8.25
Total Hours 8.00 8.25 .00 .00
< >
EI |k save ~ || More | | Table View * |
[ Timesheet ” Schedule
Pay Code Work Order Activity Job Code Mon 04/05 Tue 04/06 Wed 04/07 Thu 04/08 Frioa/
@ x| REG Worked 07:59 am
-~ 01:13 pm
@] REG Worked 01:43 pm
04:41 pm
O~ sick 08:00 am
04:30 pm
@+ | [Manual Overtime
@ - |Holiday s 10-2525-6151-C PR ASST 8.00 8.25
Hourly Absence Mo Pay Total Hours 8.00 8.25 0.00 0.00
< Jury Duty
Leave without Pay
[xceptiW Time Preview
Military Leave
Personal Leave Filter exceptions by day []
Date |Ferurnto Head Stare Message Saverity Action Required
Sick
Sick FML

ick PRI Dacked

Revised September 2013

Page 36



S,

TIMEKEEPING

EI |k Save = || Mare | | Table view * |

[ Timesheet ” Schedule
Pay Code Work Order Activity Job Code Mon 04/05 Tue 04/06 Wed 04/07
@) x| REG worked 07:59 am
¥ 01:12 pm
@+ REG Worked 01:43 pm
04:41 pm
O+ sick 08:00 am
04:30 pm
@+ Manual Overtime
@ - | Activity Allocation 8.00 8.25
search for more x|, .00 8.5
<
I e e
zl |l Save ~ || More ¥ | | Table View ~ |
I Timesheet H Schedule
Pay Code Work Order Activity Job Code Mon 04/05 Tue 04/06 Wed 04/
@ +| REG Worked 07:59 am
A 01:13 pm
@ x| RES Worked 01:43 pm
04:41 pm
@)= sick 08:00 am
04:30 pm
@ ¥ | Manusl Overtime 10-2525-6151-C
@ ¥ | Activity Allocation 10-2525-6151-C 8.00 8.25
a.00 825
<
A manayel e ciuy. Feres, usa
ZI |k Save + || Mare ¥ | | Table View |
I Timesheet ” Schedule
Pay Code Work Order Activity Job Code Mon 0405 Tue 04/06 Wed 04,1
@ + | REG Worked 07:59 am
A 01:13 pm
@)= | RES Warked 01:42 pm
04:41 pm
@] Sick 08:00 am
04:20 pm
@ + | Manual Overtime: 10-2525-6151-C PR ASST
@ + | Activity Allocatior 10-2525-6151-C PR ASST 8.00 8.25
Total Hours

Editing Work Order Time

e Stipend pay will be entered on the electronic timesheet as Work Order worked time.

e Some Work Order jobs such as athletic jobs will be entered by a timekeeper.

e Some Work Order jobs such as tutoring will be entered by the employee.

e Procedures for making adjustments/edits to Work Order worked time on the electronic timesheet will
be the same as for REG time worked as described in Maintaining Audit Records on page 1.

v vagen s aaeas e g s s v ey s o

e

ﬂ kd%Save ~ | More *| | Table View ~ |

I Timesheet ” Schedule

Pay Code Work Order

)+ REG worked
@ || REG Worked

ATHBB-1463-GW

Baseball -
GATEWORKER

D= | WO Worked

@« | vacation

Activity

Job Code

Mon 04/05 Tue 04/06 Wed 04/07 Thu 04/08 Frioa”

07:00 z2m 06:57 am

11:07 am 11:05 am

11:32 am 11:32 am

03:34 pm 03:32 pm

05:00 pm

06:30 pm
o7
ik}
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Schedules - passing time, FML, extra/overtime calculations

e Itis imperative schedules are accurate in WorkForce.

e Passing time for non-exempt employees is governed by the schedule.

e Employees temporarily working a different schedule will not have passing time figured in their daily
work hours, therefore extra/overtime hours will calculate when employees work over their standard
weekly hours. If temporary change is needed, employees need to time in/out as close to adjusted
schedule time - 8 minute rounding rules will apply.

e Exempt employees’ auto-punches are created based on schedule — daily hours calculated from the
auto-punches add to FML worked time.

Calculation examples —

WorkForce schedule 7:00am-3:30pm, 8 hours per day (passing time is from 6:50am-7:00am and 3:30pm-

3:40pm)

in 7:00am 6:50am 6:49am 7:00am 7:50am
out 12:00pm 12:10pm 11:30am 11:00am 12:00pm
in 12:30pm 12:40pm 12:00pm 11:22am 12:30pm
out 3:30pm 3:40pm 3:30pm 3:30pm 4:30pm

8 hours 8 hours 8.25 hours 8.25 hours 8.25 hours =40.75 hours
.75 hours ovt

WorkForce schedule 9:00am-3:30pm, 6 hours per day (passing time is from 8:50am-9:00am and 3:30pm-
3:40pm)

in 9:00am 8:50am 8:49am 9:00am 8:30am
out 12:00pm 12:10pm 11:30am 11:00am 12:00pm
in 12:30pm 12:40pm 12:00pm 11:22am 12:30pm
out 3:30pm 3:40pm 3:30pm 3:30pm 3:10pm
6 hours 6 hours 6.25 hours 6.25 hours 6.25 hours =30.75 hours

.75 hours extra

Auto lunch adjustment

WorkForce electronic timekeeping will automatically deduct a 30 minute duty free break time for non-exempt
employees with REG Worked time equal to or greater than 8 hours in a single REG Worked slice in the day.
Note in example below, employee punch times equal 8.5 hours, therefore the 30 minute auto-lunch deduct
applied, calculating employee worked/paid time as 8 hours for the day.
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| |- Sawe « | More *| | Table View |

[ Timesheat H Schedule
Pay Code Work Order Activity Job Code Mon 08/22 Tue 08/23
@ ~ || REG Worked 06:56 am
03:20 pm
@ - | Activity &llocation 10-2525-6151-C PR AS55T
@ - | Activity allocation 10-2525-6151-C PR ASST 8.00
Total Hours 8.00 o.M
£
Exceptions ” FMLA Time Balances ” Time Preview H Employee Comments
Work Date =« Pay Code Work Order Activity Job Code Miles Hours
08/22/2011 | Activity Allo... 10-2525-6... | PR AS5T [u] 8.00

Instruct all non-exempt employees to write on the exception log if they were not able to take a 30 minute
break during their work day. Timekeepers are to make the auto-lunch deduct adjustment to the employee
timesheet. Insert a pay line, change the pay code to “Actual Lunch”, and add “0.00” under daily in/out times.
Note in example below, after inserting “Actual Lunch” adjustment and calculating the timesheet, the daily
worked/paid time equals 8.5. Save the timesheet.

e g ey ==

||~ Sawe w ||More v | | Table view * |

[ Timesheet ” Schedule
Pay Code Vork Order Activity Job Code Mon 08/22 1
@ - || REG Worked 06:56 am
0Z2:20 pm
@ | Actuzl Lunch 0.00
@ - | Activity &llacatio 10-2525-6151-C R ASST
@ | Activity &llacatic 10-2525-6151-C PR ASST 8.50
Total Hours 8.50
<
Excepltions ” FMLA Time Balances ” Time Preview ” Employee Comments
Work Date ~  Pay Code Waork Order Activity Job Code Miles Hours
08/22/2011  Activity &llo.., 10-2525-6.. | PR ASST u} 8.50

Employees with two REG Worked slices in a day are not affected by the auto-lunch deduction. Note in
example below, first REG Worked slice equals 8 hours and second REG Worked slice equals .50 hours. No
auto-lunch deduct generated as employee had 2 slices of REG Worked time in the day.
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[ Timesheet ” schedule
Pay Code Work Order Activity Job Code
@ » | REG Worked
@ » | REG Worked
@ w | Activity Allecation 10-2525-6151-C PR ASST
@ v | Activity &llecatio 10-2525-6151-[ PR ASS5T
Total Hours
£
[ Exceptions " FMLA Time Balances H Time Preview H Employee Comments
Work Date +  Pay Code Work Order Activity Job Code Miles
08/22/2011  Activity &llo.. 10-2525-6.. | PR ASST a

Mon 08/ 22
06:56 am

Tue 08/

02:00 pm
02:30 pm
04:00 pm

8.50

Hours

8.50

A new exception has been added, “employee worked 6.5 or more hours without taking a break”. This
exception message is beneficial to supervisors. When an employee works greater than or equal to 6.5 hours to
less than or equal to 7.75 hours in a single REG worked slice in a day, the message generates. No auto-lunch

deduct generates.

Entering Comments

Timesheet Table View:

@ rome Q) Help

= Center
My Time Entry: Shoemaker, Sharon

These are Function Icons

‘ 4 05/03/2010-05/09/2010 7] B ‘ | & Submit| ) Save| More v | | Table view ¥ | Dats saved.
.
[ Timesheet [ schecuie ]
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed 05/05
@+ RES Worked 02:30pm g
-

08:30 pm

)|+ Activity Allocatior 20-1610-6133-Z2  ADULT ED 4.00

Time Entry Slices

@+ Activity Allocatior 20-1610-6133-Z2  ADULT ED 2.00

Comment box arrow

<

Exceptions H Time Preview

Account allocation

Date Exception Message

Information Tabs

Comments field — select date applicable for comment by placing cursor in appropriate time slice,
open comment box by clicking comment arrow tab, enter comment, save timesheet comment
(must have comments tab open to enter odometer start/stop from table view)
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‘ Timesheet H Schedule
~
Pay Code Work Order Activity Job Code Mon 05/03 Tue 05/04 Wed 05/05 Thu 05/06 Fri 05/07 sato05/08 Sun 05/09 =
x| REG Warked 02:30 pm
08:30 pm
=] Activity Allocation 20-1610-6133-3  ADULT ED 4.00
=] Activity Allocation 20-1610-6133-3  ADULT ED 2.00 l:l
Tuesday
Comments E'_‘smt Odometer End
Total Hours 6.00 0.00 0.00 0.00 o0.00 0.00 0.00
P

I £

Once comment added, you will see

[ Timesheet ” Schedule I

Pay Code Work Order Activity Job Code

el'

x| REG Worked

@+ Activity Allacatial 10-2525-6151-C PR ASST
@+ Activity Allacatio 10-2525-6151-C PR ASST

Total Hours 10.00

Timekeeper Work Order Maintenance
Logging In
WorkForce Electronic Timekeeping can be accessed from the District Portal —

http://portal.indep.k12.mo.us

\ |Appli(atiuns ﬁ|

Applicati
| District News and Information Lo pRiications
3 s
. ] e ¥ 2 =
District Announcements AimsWeb AllofE InSemice Destiny Library Software D\smilf:aé\.endar District Email
& News ( :) §3 b
I L_:g f-n
Electronic Timekeeping Emp. Purch. & Disc. Footprints Grant Alerts Moodle
I pr—
—— S £l Bffce &
My Benefits Net |EP Application Mew Directions Office 2007 training Office Compatibility Pack
- F ] Fad -

User ID is your employee network log in ID (LDAP). Password is the same as your District
network password. Once you are logged into EmpCenter, do not open the application again in
another window on the same computer.

W [ (& wiorkforce Time and Attendance Software [ 1

“ Independence School District Prod

Independence School District Prod

=

Copyright © 1338 - 2010 WorkForce Software, Inc. All rights reserved.
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Timekeeper Dashboard view

W ‘@Dashhnard | |

Work Order Timekeepers do
® Time Entry IE' Settings . “
not have rights to “Manage
g T «—
) Enter Wy Hours %, Manage Delegations - ']
4’ EditEmplovee Time Delegatlons

{3 EditTime for Groups

|H Reports

lad View General Reports
$s View Group Reports

Home button will return you to the Dashboard from other menus/reports.
Help button is not activated.
This is a Web Based program, do not use internet forward/backward arrow buttons to

maneuver through screens — go back to the Home screen and make menu selection. Select log
off when exiting the program, do not click “X”.

He bt Wes Faorte fook Hep

O GSeB o mr e Gk

Log Off when

SEnfiGenter @ wme @ uo . " e .
: 0 gm——r exiting program

Enter my Hours

Enter My Hours menu option from the Dashboard allows user to view their personal timesheet
info. If you are a multi-assignment/multi-account code employee, you have access to allocate
hours worked on your timesheet. Some employees will enter their own Work Order in/out punch
time for Work Order Activity. Some Work Orders are entered by timekeepers. Work Order
Timekeepers cannot edit their own REG time.

Timesheet table view (click on table view to toggle to list view option):
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s eovi et g s s
‘ 4 04/12/2010- 04/18/2010 [T] ‘ | @ 5ubmit | | Save| More * | | Table view ~ | > .
< Function Icons
[ Timesheet H Schedule ]
Pay Code Work Order Activity Job Code Mon 047132 Tue 04/13 Wed 04714 Thu 04/15 R
@ | REG Worked 08:00 am 08:01 am 08:02 am 08:04 am
12:23 pm 11:48 am 1z:12pm 11:05am
@) FEG Worked 12146 pm 12:035m P CTTmE——— Time Entry cells
04:34 pm 04:38 pm
@ ¥ | Activity Allocatiol 10-2410-6151-2 BELDG BK/SEC 8.00 8.25 4.25 3.00
Total Hours 8.00 8.25 4.25 3.00
<
- - P B
Bacpios B[ Tme preview < Information Tabs
‘Work Date Pay Code ‘Work Order Activity Job Code Miles Hours
04/12/2010 Activity Allocation 10-2410-6151-... BLDG BK/SEC 4] 8.00
04/13/2010 Activity Allocation 10-2410-6151-... BLDG BK/SEC o 825
04/14/2010 Activity Allocation 10-2410-6151-... BLDG BK/SEC 4] 4.25
04/15/2010 Activity Allocation 10-2410-6151-... BLDG BK/SEC o 3.00
Total 23.50

Time Preview tab — summary of hours worked
Exceptions tab — listing of timesheet errors/exceptions by date

Edit Employee Time menu option from Dashboard allows Work Order Timekeeper to enter/edit
Work Order worked timed. Work Order Timekeepers cannot edit employee REG time.

= Center @ tome @ Help

Independence School District Prod

® Time Entry 2| settings

) Enter bv Hours % Manage Deleaation

Edit Employee Time

4~ EditEmployee Time

3 EditTime for Groups

ATH group is available for Selection in this example - Click arrow to open list of employees

. — " = —
w e |@Managemmesntw ‘ w W ‘éMaHﬂuﬂfﬂmEEntw ‘

SEnjCenter @ tome @ e

= Center @ vome @ Help

Manager Time Entry Manager Time

‘Work Period « ‘ Work Period &3 |
Thursday April 15, 2010 Thursday April 15, 2010 =

4 ik ot m » i dk o) M »

Assignments ‘ Assignments |

| o) Prev | jp Next| <. Find|| . Sort~ | |l Prev || jp Next||<sFind || . Sort |

I ATH (87) W ATH (87) ~

Abedrabbo, Kaylee (13651)
Bailey, Alicia (10788)
Ballester, Anita (10846)
Barnes, Linda (13149)
Beckloff, David (11334)

Select employee from list or “Find” employee —
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Enter name or employee number.
Name has to be spelled correctly. If

G nacos emciyass you want to search on all names that

begin with a certain letter, enter
letter followed by asterisk - “B*” -
Select “Search”

[

Search Reasts

Select name after search is complete (if employee’s name appears more than once, select last
name on list)

‘Wnrkl—‘erind ‘ kdsave « || More v | | Table view =
4 04/12/2010-04/18/2010 "
(Losding defaut peroZ Timesheet : - 1
<% Find Employees =
Assignments ‘
= Search Criteria +/ |12
o Prev | jp Next| e Find| B Sort~ - = 14
O 7| "5 | search Resuits =Iff "
W ATH (87) ~ pam
: Assignment De... Employee ID Last Name First Hame Employee Hum...
ape e T | ]
£ o 11334 11334 Beckioff David 11334 o
Bpm
Sz val

Current payroll processing week timesheet will open — to change default week, select
forward/backward arrows next to week date range or open the calendar box and select date.
Once payroll has locked timesheets, no Work Orders can be added or edited. Building supervisors
must approve timesheets on Monday. Work Order worked time needs to be entered prior
to Monday approval of timesheets. WO timekeepers may have to stay in contact with
buildings so supervisor does not approve before Work Orders are entered.

Hle  BOT  wWew  Favomes |-|:u|s Help

W

(& Manager Time Entr| |Beckloff, David ‘ |

-8

& Home @ Help

Manager Time Entry: Beckloff, David

‘Work Period V « ‘ |k 5ave ~ | More v | | Table View = |
 04/12/2010 -04/18/2010 [ |,
loading defauk period) | Timesheet |[schedue
‘Assignments ‘
Pay Code Work Order Activity Job Code Mon 04/12 Tue 04/13 Wed 04/14
[ sPrev| | pohext|| < Find)| g-Sortw,| )| REG Warked 06:55 am 06:55 am 06:55 am
W ATH (87) ~ 02:41 pm 02:41 pm 02:41 pm
Abedrabbo, Kayles (13551) Ol 20-1151-6111-1  CRTENGS 7.50 7.50 .50
Bailey, Alicia (10789) Total Hours 7.50 7.50 7.50

Ballester, Anita (10946
Bames, Linda (13148)

B nblnf® Miawrid 447740

Entering/Editing Work Order Worked Time

Click on the green + circle, this creates a new line

Logged in as Fointer, Danita Log Off
Manager Time Entry: Beckloff, David

H [pve | More | | Table View v |

1,')2.010 M e

— 1

1 hesheet |[ schecuie

Pay Code Work Order Activity Job Code Mon 04/12 Tue 04/13 Wed 04/14 Thu 04/15 Fri 04/16
|4 Sort= | +| REG Worked 06:55 zm 06:55 am 06:55 zm 06:55 am 06:55 zn
~ 02:41 pm 02:41 pm 02:41 pm 02:41 pm 02:41 pn
@ ~ | Activity Allocation 20-1151-6111-1 CRTENGS 7.50 7.50 7.50 7.50 7.50
i) Total Hours 7.50 7.50 7.50 7.50
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Change Pay Code to WO Worked

[ T —————r—
Wiork Parted oo | pdSave || more = | | Table view v
[ T — — B
Anasgramrrts Tunesheel
Pay Cade ark trder Aavrny Ak Cond f

| P bt e g ot /s 150 merias
§ waman | Pay Code ‘Work Order Activity Job Code Honm 0+

Arerattn, Kayis (13851, o 3= REG Worked o6

Totsn > o) - [
ST s Attiity Alloess 20-1153-6111-1  CHTENGS
Work i

Manager Time Entry: Beckloff, David

«/| |kdsave = || More ~ | | Table View +|

E | Timesheet || schecuie
Pay Code Work Order Activity Job Code Mon 04/12 Tue 04/13 wed 04/14 Thu 04/15 Frioa/1
@ | REG Worked 06:55 am 06:55 am 06:55 am 06:55 am 06:55
~ 02:41 pm 02:41 pm 02:41 pm 02:41 pm 02:41
x| WO Worked
ATHBBB-1453-5K-150  Bows Baskethall - SCOREKEEPER
@) | Activity Allacatior | ATHGBS-1454-58-150  Girlz Basketball - SCOREBOARD 7.50 7.50 7.50 7.50
ATHTOUR-0S03-5B-150 Tournaments - SCOREROARD 7.50 7.50 7.50 7.50
:l ATHWR-1461-5B-150 Wrestling - SCOREBROARD
Search for more =

Tab to day of week employee worked, enter worked hours in format indicated in cells on the WO
Worked pay line (be careful not to drop down and select day before or day after times). Top cell
= in punch or start job time; Bottom cell = out punch or end job time.

ome (@) eto
Manager Time Entry: Beckloff, David

«/| | |kd5ave ~ || More v | | Table View - |

[ Timesheet ” Schedule
Pay Code Work Order Activity Job Code Mon 04/12 Tue 04/13 Wed 04/14 Thu 04/15 Frioa/1
@] REG Worked 06:55 am 06:55 am 06:55 am 06:55 am 06:52
~ 02:41 pm 02:41 pm 02:41 pm 02:41 pm 02:41
@ x| WO Worked ATHBBB-1453-5
Boys Baskatball - ;
SCOREKEEPER 04:00 am Sun
@ x| Activity Allecatior 20-1151-6111-1 CRTENGS 04100 pm Sun 7.50 7.50 7.50
04:00 am
Total Hours 7.50 7.50 7.50

04:00 pm

]

04:00 2m Tue
04:00 pr Tue

After entering times, “Click to Reload” timesheet prior to saving to make sure you get results you
expected. If outcome is as expected, “SAVE” timesheet.

w Manager Time Entry: Beckloff, David
«| || ) Save + || More v | | Table view + |

[ Timesheat ” Schedule
Pay Code ‘Work Order Activity Job Code Mon 04/12 Tue 04/13 Wed 04,
@ » | REG Worked 08:535 am 06:35 am 06:3
~ 02:41 pm 02:41 pm 02:4 . .
P o ueriei [ 1amae Work Order in/out times
Boys Bazketball - 05:30 pm
SCOREKEEPER
@ » | Activity Allocatior 20-1151-6111-1 CRTENGS 7.50 7.50
Total Hours Reload
<
I Exceptions H Time Preview

<%
[This information may be out of date. Click to reload
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Some Work Orders have guarantee hours; note timekeepers/employees must enter the actual
worked time, not the guarantee time. The system will generate guarantee hours pay (view
guarantee in time preview). Work Order worked time cannot overlap another Work Order worked
time. If Work Order worked time overlaps employee REG time, an overlap adjustment is created
to decrease WO worked hours (and pay) by the overlapping time.

m Manager Time Entry: Beckloff, David

|| | Save + || More * | | Table View + |

[ Timesheet H Schedule }
Pay Code ‘Work Ordar Activity Job Code Mon 04/12 Tue 04/12 Wed 04/14
@ ~| REG Worked 06:55 am 06:55 am 06:55 am
ey 02:41 pm 02:41 pm 02:41 pm
@ | WO Worked ATHBBB-1453-5 04:00 pm
Boys Baskethall - 05:20 pm
SCOREKEEPER
@ ~ | Activity Allocatio 20-1151-6111-1 CRTENGS 7.50 7.50 7.50
:| Total Hours .00 7.50 7.50
<
Exceptions ” Time Preview
Work Date Pay Code ‘Work Order Activity Job Code Hours
04/12/2010 WO Worksd ATHBBEB-1453-... 1.50
04/12/2010 Activity Allocation 20-1151-6111-... CRTENGS 7.50
04/12/2010 Guaranteed Hours ATHEEBE-1453-.. 0.50
04/12/2010 Activity Allecation 20-1151-6111-... CRTENGS 7.50

View General Reports — allows user to report on own timesheet information.
View Group Reports — allows user to report on assigned group of employees.

Enter My Hours %, Manage Delegations
Edit Emplovee Time
Edit Time for Groups

2R e

|ﬂ Reports

View General Reports

=]
$s View Group Reports

Select View Group Reports from Dashboard

Many reports are available. Custom reports will be available in the near future. Any custom
report will begin with ISD.

Reporting on Work Order Worked Time for Selected Group —

Pavroll Processing Reports > Specific Pay Code Statistics

Start Date — beginning of payroll processing week (Monday)

End Date — end of payroll processing week (Sunday)

Select assignment group (ATH)

Select Pay Codes — to select multiple pay codes, hold down control key, click on pay code
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(Work Order pay codes - GUAR_HOURS, OVERLAP, WORK, WORK_ORDER_ALLOCATION — you
may want to also select OVT in case work order job caused overtime, overtime is charged to the

work order)
Enter Employee ID or Last Name to report on single employee, leave blank to report on entire

group
Generate Output as PDF file so you can print

Submit

EnjaCenter @ vome @ ke

Group Reports

Center @ tome

Group Reports

Pay Code

a EmpCenter Administrator B Spec
Statistics

Reports
@ Manager Reports v

# Payroll Processing Reports =

9F Recently viewed

o] =] Pay Code (Required)
FUNERAL -~
FUNERAL_PREAPPROVED 3
HA
Employee ID
e __ -
|ﬂ Specific Pay Code Statistics S ——
Start Date
04/12/2010 |7 Generate Output As:
& O excel O HTML © PDF
End Date PR
Submit

| e

Assignment Group List (Required)

Group Reports

Pay Code (Required) Pay Code (Required)
OT_SMALL ~ i
OT_SYSTEM_ADJ WORK_ORDER_ALLOGATION

= WORKED_ELAPSED =
ovT - v WORKED_IO >
Employee ID . Employee ID

Overtime
Employee Last Name Employee Last Name
Generate Output As: ‘Generate Qutput As:
O Excel O HTNL @ POF © Excel O HTML © PDF
Submit Submit

**Future custom report — include work order job name on report

e ————
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ReportCAE2MO9F. pdf - Adobe Reader

File Edt Wiew Document Tools ‘Window Help *

B & e[ e[l G~

~
-
—
{ X EmpCenter
WORKFORCE MANAGEMENT
Specific Pay Code From 4/12/2010 to 4/18/2010 1SD Policies V 1.0 |
Pay Code Assignment Group Employee Name Employee ID Work Date Hours Pay
Guaranteed Hours
ATH
Beckloff, David 11334 04/12/2010 0.50 6.25
Guaranteed Hours Totals 0.50 $6.25
WO Worked
ATH
Beckloff, David 11334 04/12/2010 1.50 18.73
WO Worked Totals 1.50 §18.75
v

Edit Time for Groups

Entering same Work Order Job for same day/same time of day for multiple employees

WG| @ Dashboard [

= Center @ vome @ ver

Independence School District Prod

® Time Entry Seftings

(¥) Enter ky Hours %, Manage Deleqations
&’ EditEmplovee Time

§3 EditTime for Groups

B Reports

|l View General Reports
$s View Group Reports

| S e iy | | - - T U,

Center @ vome @) veip
e‘ @ ‘Group Time Entry Window

pate:|_ 04115201017 | €2 T2y || naa 7 gt || @b age @ gt |
Assi Group:| Select One... v | ‘,& {“‘i’ ’ ‘ f-c-:: . | ﬁ?ﬁ Ec_m _

Please select a group.

Select date, select assignment group

Timesheets display for all employees in group
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ouie o220 |

Assignment Group:

Employee

Abedrabbo, Kaylee (12851

Bailey, Alicia (10729}

Ballester, Anita (10945)

Barnes, Linda (13149)

Beckloff, David (11334)

|

@

Group Time Entry Window

TIMEKEEPING

Clear § -
Selection ‘ iR Add [ Edit | o add [¥ gdit |
ﬁ Filter ‘ @m Sort | E‘ ? Edit
Mon Tue
0412 0413
Activity Allccation 5.26  Activity Allocation
REG Worked 06:17 am - 05:30 pm  REG W 06:18 am -
Activity Allocstion 750 ity Allocation
REG Workad 08:55 am -02:41 pm  REG Worked 08:55 am -
Activity Allocation TED  Activity Allocstion
REG Worked 07:25am-03:25pm REG Wt 07:35 am -
Activity Allocation 5.00 Activity Allocsticn
REG Workad 08:55 am -03:29pm REG Worked 07:00 am -
Activity Allocation 750 Activity Allocsticn
REG Worked 08:55 am -02:41pm  REG Wt 06:55 am -

8.00
06:01 pm

750
02:41 pm
03:25pm

8.00
03:32pm

7.50
02:41 pm

Wed
04114

275
06:18 am - 09:02 am

Activity Allecation
REG Worked

7.50
5 am - 02:41 pm

Adtivity Allocation

REG Worked 08!

Ativity Allacation
REG Worked 07:35 am - 03:25 pm

5.00
08:52 am - 12:00 pm

Activity Allocatin
REG Worked

7.50
08:55 am - 02:41 pm

Ativity Allecation
REG Worked

Thu

04i15
Adiivity Allocation 275
REG Worked  05:16 am - 08.58 am
REG Worked  02:51pm -
Adtivity Allocation 7.50

REG Worked 08

sm-02:41 pm

Ativity Allocation

REG Worked  07:35 am - 03:25 pm
Activity Allocstion 0.00
Activity Allocstion 7.50

REG Worked  08:55 am - 02:41 pm

Activity Allocation
REG Warksd o

Ativity Allocation
REG Worked

Activity Allocstion
REG Worked

Select date of job for each employee you want to add Work Order (each employee
same Work Order job assigned). Click on Add Group Entry.

cencer

@ n

oip Time Entry Window

must have the

= Clear o
Date:| 0411212010/75 | Selection | & Add [ Edit | 2h Add [? Edit ‘
. < Filter Sort Ediit
A Group: | ATH (87) Employ ploy 14
Mon Tue Wed Thu Fri
Employee
o 04112 04113 0414 04115 041
Abedrabbo, Kaylee (13851) Activity Allocation 525  Activity Allocation B8.00 Adtivity Allocstion 276  Activity Allocstion 278
REG Worked 08:17 am -05:20 pm  REG Worked 08:18 am -08:01 pm  REG Worked 08:18 am -09:02 am REG Worked 08:18 am - 08:58 am
REG Worked 02:51 pm -
Bailey, Alicia (10723) Activity Allocation T7.50 | Activity Allocstion 7.50  Activity Allocation 750  Activity Allocation 750  Activity Allocation
REG Worked 06:56 am - 02:41 pm | REG Worked 06.:55 am-02:41 pm  REG Worked 06:55 am -02:41 pm  REG Worked 06.:55 am -02:41 pm  REG Worked o
Ballester, Anita (10948) Activity Allocation 7.50  Activity Allocstion 7.50  Adtivity Allocstion 7.50  Activity Allocstion 7.50  Activity Allocstion
REG Worked 07:35 am - 03:25 pm REG Worked 07:35 am - 03:25 pm REG Worked 07:35 am - 03:25 pm REG Worked 07:35 am - 03:25 pm REG Worked o
Barnes, Linda (13149) Activity Allocation 8.00 Activity Allocation 8.00  Activity Allocation 500 Actvity Allocation 000
REG Worked 08:55 am - 03:29 pm REG Worked 07:00 am - 03:32 pm REG Worked 0€:53 am - 12:00 pm
Beckloff, David (11334) Activity Allocation 7.50 | Activity Allocation 7.50 Adivity Allocstion 750 Actvity Allocstion 750 Activity Allocstion
068:55 am - 02:41 pm 06:55 am - 02:41 pm 068:55 am - 02:41 pm ‘Worked 06:55 am - 02:41 pm
Bediako, Yolanda (12318) Activity Allocation 750  Activity Allocation 7.50  Acdtivity Allocation 750 Activity Allocation 750  Activity Allocation
Sick 08:55 am-02:41 pm REG Worked 08:55 am-02:41 pm REG Worked 08:55 am -02:41 pm REG Worked 08:55 am -02:41 pm REG Worked ot
Bolling, Ann Pace (12235) Activity Allocation TEBD A ity Allocation TED  Adi Allocstion 750  Adctvity Allocstion 750  Activity Allocstion
REG Worked 08:55 am -02:41 pm  REG Worked 08:55 am -02:41 pm  REG Worked 08:55 am -02:41 pm  REG Worked 08:55 am - 02:41 pm  REG Worked o
Brock, Mary (6353)
Brock, Sam (4059)
< |
Done & Internet

Select WO Worked pay code

ntry Window

bl e b e 8 s e

Employee (Assignment) Date Action Work Order Start Time End Time Hours
Bailey, Alicia Mon 04/12 @
v v
Beckloff, David Mon 04/12 Q l—l l:l l:l
Activity Allocation
Employee (Assignment) Date Action [2F VT o] WC Worked Start Time End Time Hours

FMLA- Unpaid

Select Work Order Job from look up
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el eep.kiZ.mo, Y

Flease Choose a Work Order

Enter Search Criteria

WORK_ORDER Description ™
ATHGEE-1404-38-120  |Gits Bagketball - SCOREH0ARD
ATHEEE 1453 8K 15 5 Birshotball REKEEPER
ATHTOQUR-0503-58-150 [Toumaments - SCOREBOARD

ATHWE-1401:56-150 \iresfing - SCOREBOARD
ATHRSC-1456-GW-150 | Bays Soccer - GA i
ATHTOUR-0503-CW-150 Toumaments - GATEWORKER
ATHVE-1455-GI-150  [Vollerball - GATEWORKER

AT HNE 5 -ow150 | [Wretiing - GATEWORIKEF
ATHES 1452 GW-180 Eogluall - CATEWDHRKER
ATHGEE.1254.CW-150 |Girts Baskulball - GCATEWORKER

1 2 Ne
e |
ey & Intarat 0 -
File Edt Yew Favorites Took Help
o o [@Gyuupnmesntw Window I 1 h-8 ®-F

= Center @ vome @ ven

Group Time Entry Window

H Eﬂsa "Br‘:‘"d H Save @ Back | Group Entry v ‘Yuu have made changes that must be saved to be effective.

Employee (Assignment) Date Action Pay Code ‘Work Order Start Time End Time Hours
Bailey, Alicia Mon 04112 A =

! ! @ [rrheze-rac].] [ro0em] ¥ EETM
Beckloff, David Mon 04/12 0 Soys Baskatoall - SC

Employee (Assignment) Date Action Pay Code ‘Work Order Start Ti End Time Hours

Enter Start and End times of Work Order job

Save timesheet (reload not available in Group Time Entry) — Save & Return returns you to
timesheet group display

If results are as expected, return to timesheets. If you need to delete the Work Order added,
click the red circle next to WO Worked pay code.

9 o [@Gmup Time Enitry Window I_w B-8

= Center @ vome @ Help

bl e bl e 8 s e

Group Time Entry Window

Employee (Assignment) ¥ Date ¥ Action Pay Code Work Order Start Time End Time Hours
Bailey, Alicia Mon 04/12 @ ’7
[+ 0655am ¥ 0za1pm ¥
g preescres ] ’ v

Bays Socoer - GATEWORKER

Employee (Assignment) ¥ Date ¥ Action Fay Code Work Order Start Time End Time Hours

Supervisors must approve timesheets on Monday. Once timesheets are approved, you
can no longer add Work Orders. If WO job is missed, after payroll processing is
complete, an amended timesheet will need to be opened and WO job added.
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Payroll processing week and pay periods

e Pay period is from Monday

—Sunday.

e Default week when selecting timesheets for editing (and managers for approving) is the payroll

processing week.

e Payroll processing will begin after timesheets for previous week are approved. Timesheets will no
longer be available for edits.

o After payroll process is complete, payroll will advance to the next processing week.

e Amended timesheets can be created after payroll process is complete.

e Supervisor/building changes — employee will not appear in their new group until the payroll period

has advanced.

upervisor Reports

e Pay code reports are available.
e Note extra hours, overtime, dock hours do not calculate until the end of the week.

e Select Group Reports
e Payroll Processing Reports
e Specific Pay Code Statistics

e Enter pay period start/end dates

e Select Group
e Select Pay Codes

e Enter Employee ID to report on single employee

e Select PDF
e Submit
~ Center @ rome @ Help

Group Reports

@ EmpCenter Administrator
Reports Payroll Tran
@ Manager Reports ¥ Specific Pay

'# Payroll Processing Reports ™ Statistics

SF Recently Viewed

Pay Calculation

sfer
Code

Search | |

ik
|,ﬂ Specific Pay Code Statistics

Start Date
04/05/2010(7=]
End Date

| emEm

Assignment Group List (Required)

Building 860 Exernpt Employees
Building 860 Non-Exempt Employees
Building 890 Exemnpt Employees
Building 966 Exempt Employees
| Building 966 Non-Exempt Employees
Ruildina 971 Non-Fxemnt Fmnlovess

A

Center @ vome

Group Reports
Rl

Building 860 Exempt Employees
Building 860 Non-Exempt Employees
Building 890 Exempt Employees
Building 966 Exempt Employees
Building 966 Non-Exempt Employees
Building 971 Non-Exempt Employees
Building 973 Exempt Employees
Building 873 Non-Exempt Employees
Central Office Exempt Employees
Central Office Non-Exemnpt Employees %

Pay Code (Required)
EX_SMALL -

FLEA
FLSA_DT_DAILY v

Employee ID

[ ]

Employee Last Name

[ ]

Generate Qutput As:
O Excel O HTML @ PDF

Submit
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Manager Training

1. Log Into WorkForce

http://workforce.indep.k12.mo.us:10000/workforce/Logon.do

WorkForce link will become available on the Portal at a later date.

File Edit View Favorites Tools Help
Google |G- v o oD B - 9 Bookmarksw | b Popups okay || "8 Check + % Autolink + [ Sendta~

W [ (& wiorkforce Time and Attendance Software I 1

“ Independence School District Prod

Independence School District m:/ -- User ID is your employee
e ] network log in ID (LDAP).
= \ -- Password is the same as
your District network
password.

Once you are logged into EmpCenter, do not open the application again in another window on the
same computer.

Manager Dashboard view

£z Dashboard - Windows )ternet Explorer

Home button will return you to the
Dashboard from other menus/reports.

P
K3 - (2] hepsitvorkdoneindep k2 mo.us 10000jwarkforceiDashboard deracten=star:

Help

File Edit View Favortes Tdols
vlan o@D B« ¥% Bookmarksw | b Popups okay

Google |G+
W [@Dashboard

< Center @ vome @) Hen

Independence School District Prod

AL [Fersmeme: -- Manage Group Schedules
Enter My Hours S Manage Group .
it Emmloe Time * schediles allows you to view schedules

Edit Time for Groups Only no edlts
) .

Approve Timesheets
2| settings

-

A % Manage Deleoations - Manage De|egat|0n5 |s not
Ri rt: .
had e available to the Manager.

[ Vview General Reporis
& view Group Reports

©ane

e ————
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2. Select Timesheets to Review and Approve

The Timekeeper will be editing employee timesheets (correcting punch errors, entering missing
punches). The Timekeeper will run reports to give to the Manager prior to the approval process.

Manager will approve all timesheets no later than Monday afternoon for time worked the
previous week (Monday through Sunday).

{= Dashboard - Windows Internet Explorer

@ & M |g http:jfworkforce.indep.ki12.mao,us: 10000 workforce{Dashboard  dovaction=start

Fle Edt Yew Favorites Tools Hsip

Google |G~ v oo B~ {¥ bookmarksw ‘Q Papups my| "5 Check ~

W [@Dashboard [71

Independence School District Prod

® Time Entry 1% Schedules

Enter My Hours Manage Group

. EdtEmpiows Tme P sonccuee From the Dashboard, choose
Edit Time for Groups / Appl’OVG TlmeSheetS
Apprave Timesheets setiings

=t % Llanage Deleaations
[& Reports

@8R

& View General Reparts

& view Group Reports

Select the employee group with all your employees, exempt and non-exempt.

Supervisor group with one building Supervisor group with multiple buildings.
B oo T StnesWindows et GEE [T LEE
g - | 2 rete vl 4] % Al @ L ] h .m0 o i > M| 4% L

Fie Edt Wew Fovrkes Toos Hep Fe ES Tew Faeies Tok bep

Google | seach o e | Bonwrer Be [ sdewti v P hed+ 3l Transate + Fautorl - § & - (S v et - - - B Be [ sdoki - e - B Teaclate - FAnFi- {1 - (Uspnin-

M- B e e e T

‘IH*M
| Reon-Exemps Emgloyees (3}

g Maly Johnson Hon-Exempt
Empioyees (15)

|| Mt Crumbongh 530

Nen Fiarape imeioweas (1}
|| g Micheie Crumbeagn 540
¥ mon-Luernpt Lvptoees 13}
| lche Crumbsagn S50
| mmsmm
e Mchele Crumbengh'
| m{wnmal
| g Mchele Crumbongh 570
|| Nen- Iverpt Errglorenn (3}
|| g Uichale Crumbaagh:
| wen Exorae tretopees )
. Mchde Crumbengh 580
lumnrmmsul

* e uwrww
| g Mcheie Crumbangh 52

| Mot e 2
|| g Michsle Crumbmgh
7 Employees (44)

Wche Crumbaagh Enamt

® ey

¢ Micheo (runboagh or.
Eremol Enployess (141w

@it R

Select from list group of employees for approval
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Current payroll processing timesheets will appear for approval

Fle Edt Wew Favortes Tools Help

. . »
W I@Appmve Time Sheets For Building 000 Hor-Exempt Emm] I R - E) - = - [5hpage - G Took -

Approve Time Sheets for Building N0 Non-Exempt Employees

Employees Active On | Save Approvals | i Approve All
O g B
Approve Current Time Sheet for Period Ending 02/28/2010
Assiq'n‘lentj ‘
- Name Total Regular Extra Overtime Work Order Absence Exceptions Manager's Approval
# Al Elpployees (2414) - 11968 McKelvey, Eil 0.0 0.0 0.0 0.0 0.0 0.0 Y _
@ .Even Ray Employees (2173) icretvey, Brleen = (O | 4B

& .Exempy (1226)

& .Nonexelpt Even Pay (947)

Hourly (241) W
Exempt Employees (1)
Non-Exempt Employees

Change timesheet period end date, check the today button

Calendar will appear, select week for timesheet approval

o o l@AppruveT & Sheets For Building 000 Mon-Exempt Em, l I

Center @w

Approve Time Sheets for Building 000 Non-Exempt Employees
|k} save Approvals | Approve all|

Employees Active On

Approve Current Time Sheet for Period Ending 02/28/2010
Employee & Hame Total Regular Extra Overtime Work Order Absence Exceptions Manager's Approval

11968 MeKelvey, Eileen 0.0 00 0.0 0.0 00 0.0 Yes i)

& Building 120 Exempt Employees (13)

Ps Building 120 Non-Exempt Employees
a4

& Ruildina 121 Fxamnt Fmnlovees (7}

Timesheet for pay period week selected will appear for approval

e conowew  rgvomes  Juos omp
— _ . »
S o [@Appmve Time Sheets For Building 000 Mon-Exempt En... I I & - B b - |[bpage v (0 Tooks +
Approve Time Sheets for BN ding 000 Non-Exempt Employees
Employees Active On |k Save Approvals | i Approve all|
Monday March 1, 2010 ki)
Approve Current Time Sheet for Period Ending 03/07/2010
Assignments ‘ - .
Employee & Name Total Regular Extra Overtime ‘Work Order Absence Exceptions Manager's Approval
SIM Erudyen (2414) = 11988 McKelvey, Eil 00 00 00 00 00 00 N [ Owroe |
& .Even Pay Employees (2173) vickelvey, Elleen ° 5]

& .Exempt (1226)

4 .Nonexempt Even Pay (947)

4 .Nonexempt Hourly (241) .
4 Building 000 Exempt Employees (1)

3. Review Timesheets for Exceptions
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]‘d Approve Time Sheets for Lolly Johnson Employees - Windows Internet Explorer

P s = B hemilimeitiece.ndepbaz

Fle LR ew Favortes Took b
Google

o S| 8 Aporove Time Sheets For Mol Johrson Employess

o Psech - -

- = —

o Moby Branscn. Karen
Employess (17) ~ Iakas, Gilona
oty Johnson

& Exomint Emphovies 1041 Castar,

Ll 10855 Adams. Carohin

# bicn Erampt 0881 Pesiz. Lisa
Emglapees: {15) 11026 Fulbright. ames

11182 Peary, Deborah
11340 Slawell, Dawid
12364 A b, Adenia
13251 Do, Clarissa
13323 Aot ey
13577 :f::'j’:“‘"“"
13716 Gress, fnristne
2555 Cumam JChnstna
36541 Harkef Deanne
4050 Ellis, Pqmeia
5605 Tannor [Chistna
[ <

4015
398188

89902
399833
a7
210967
436
402489

515888

F B B

394
319188
2N
Bnn

7
3051867

2585
492499
45 0888

doiactonatragte

Sheed for Period Fnding 027282010

(1]

Sidevebi =

Approve Time Sheats for Bolly Johnscn Fmpioyeas

] 4l %

o Check = B8 Travelate -

fi- B

e 2
Bo Mo [ Cseeesie | &
0o [T @
0o &0 Na =
(1] 160 No 2
no oo e I v
o0 0.0 Mo =]
[1] 0o Ko @
(1] 20 No a
[1] oo 2
00 00 Yes B
i1} a0 Mo 2
oo oo e =]
0o 160 Yes L4 )
00 09 Mo [ Oxese ] @
oo a0 Ye L Aemee B
-

& tereed

Review hours for week to be approved.
(Rounding rules will be corrected before
going live.)

Review Exceptions in red and yellow.

--Red exceptions generally are missing
punches or absence data that will result
in docked pay. These should be cleared
by the Timekeeper prior to approval.

--Yellow exceptions generally are
messages but can also indicate potential
docking situations.

To review an employee’s timesheet, click on employee’s name.

Timesheet View:

Red warning

Yellow information

& Mamaer Tove Lty Aced], aacy - Winkdows btermet Explorer

e | Wanager Tows Enry: Neabach, rchze - Winbows

E
[ By Rl
Tanehert 7 .:'-.—.;.:

Py Code Work Order Activily Jok Code
0. REC Wk
)5 1EG woded

s vy Allocat

O Acvver A

Totd Hars

Click the tiny down arrow to see

comments for the day that is selected.

| Eito:

|4 eatiztone-ounime T B i et | Taienr

Timeshoet

PayCode
| ) = REG Wkt

ROl
|

)« RES ok

§ = Fevny Albratn

Emplnn ir vy

4. Approve Timesheets — Select Individually or Select All

A-IFCULL DT A

T 01/ 1 Wed 82138

¥ Erciones s ardy

Click the magnifying glass next to a date
to see the exception message or review

/ bottom of the timesheet.

all messages in the Exception tab at

Titer exceptions by day,

Revised September 2013
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Approvals - Option to Approve All or select one at a time.

é

ﬂ E e k1 st v 1R P
Google v Mevt-ogh- dpe Bower B- Uokedic P oedc BTete s Tanm- 4 9 Ospk
W G 8 eporove Tiee Shests for My Jobneon Enploees. L R

77 Johnsen Lmpkoyees

--Select all for approval by clicking
Approve All button.

--Select individual timesheets by clicking
the Approve button in the employee
name row.

4 for Period Ending 62282010
Total Roguar Exira Ovarime WorkOrder  Abseece  Exceptions Marsager's dygyoval
00 [T (1] (1] oo 3

i 401400 390488 00 (1] (1] 0o He
!‘ wa, 1041 WuEd WES 00 0o 0 00 ¥es
| 2 10955 n 409968 4045 Q0 05 1] 00 Ne
;-‘ mh.m:" 1088 45 . 25 o 00 B N
Emplyees (15) 1026 430 40 00 ] 1] 160 No
11182 10833 408833 00 [E] (L] 0o Ve

11348 Sidh 00 a0 0 (] 00 0o Ny

! 12364 iy Aenia FELIS. - PU 1) 0 i 00 M
I 13251 Desds, Clarisea \J08186 318188 00 0 1] B0 Ne
3 AoUT, M3y 9909 9S00 0 o 00
11577 ;":'.E""‘ g1 wrm 00 00 00 00 Yes

TN Genss, Crestios 9 ni oo 1] 1] 0 Mg
2455 Gilkam, Chstna 410167 o0 05 (] 0o Yes
£ Hagiey, Deanng 436 535 175 [ 1] (1] 60 Yes

4050 ENS Pamea 407499 407 oo 1] (1] 00 N
5405 Tannur, Chisting 539466  48.58 (4] 00 Yes

| ‘

Future option (email disapproval):
Email disapproval is not currently
active. This feature will be phased in
later after employees are more
familiar with the timekeeping system
and logging into their own
timesheets.

Approvals must be saved. You wi

Windows Internet Explorer

! "_'u You must press Save Approvals bo make %our approvals permanent.
L

When done making changes, click the Save Approvals button.

5. Navigate back to Dashboard to run reports or log off.

Revised September 2013

receive the following message when changes are made.
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TIMEKEEPING

[ Dashibosrd - Windows interret Explorer

00k ieli=

e Edt Ven Faoimss Todk Heb

o Psorch - g2 e Eswer Be 7 Sdew e P Chock - 53

Log Off by clicking the Log Off link.

Independence School District Prod

3 simou B Click the Home button at any time to
P S — come back to the Dashboard view.

W ViewGeneral Raports

‘  Click View Group Reports to select

reports of employee data.

@ ttarmet R -

Run Exception Report by Building or Department.

& Grou s ntermet Explorer :_'E_‘Ei . . .
[@U-mf e = 3 ] Navigate to our customized Exception
S s e

— i O % (W B Shibin el e SRR ANAT Reports via Manager Reports =>

& &) Exception History [

R S—S—————y Exception Reports => ISD Timesheet

| Exceptions by Building (or Dept) by Date

= Range. (More reports will be modified to
" meet our needs in the future.)

yall 5D Timesheet Exceptions By Builcing By Dte Range

swrtDate
02222010 7]

Enanate <
Jo2rzc.001-Jul

5 1. Select the desired start and end

Assignment Group List (Required)

dates based on our pay periods

of Monday through Sunday.

@ temet

2. Select the desired employee

—g- e - group from the Assignment
E s @ b | B e Wi | F s @i Eohv ) 8- @ Group List.
| Geoup Reprts B B @ e BTok s T

- 3. Select all exceptions in the

. Choose Exception Codes box.
et . 4. Change the Lowest Severity

Code to Report to “Info”.

n unscheduied day
|Ackhity Allocated Not Equal Te REG Worked Hours
DAY_TEST

d fewer hours than scheduled
odameter

b / . Leave Employee ID and
Lowest Severity Code to Report

- 4/ Employee Last Name blank to
e select all employees group.

excel O i © por <

Generate Oulput As: 6

For Generate Output As, select

\ PDF.
L R 7. Click Submit button to create

the report.
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Exceptions with Severity of Warning
that could result in docked pay.

[ = Report[1] pdf - Adobe Reader =)
File Edit Yiew Doosnent Tools Window Help 3

= M &l lbl;"_j..l - |1 iz - o esw  |- = e =

Time Sheet Exceptions Report With Exception Date From 2222010 To ZZEZ0M0
15D Pebsies W 10
BY BUILDING \ 4

A 230 Lamm T ET_r e
e == Fumzn T _E Ve
CuLass M T_EVER
£aame P A ET_E R
o ez s
eLamn P L T_prm_ma
e = T T _EVEr_
Gt Chstng 2nme cLamm R ET_r e Ay =asaos b= iy b e
ey, e e Sunzm T T, o 3eSo=a e b= Ty B TS
———T, BT - S P TSR L e mctos iy . e
e Timg S T s el s e craaeed
ey e o S e —_r e et g B et
cunse RONERENET_EVER, s, smctoe Ty B Srnee
oLasE ORI ET_E VR e, cactoe Ty Be Fenue—n
- e T = achos my G eeases
Suszm NN BT e, sache= ey b TaweTa
— ARIEE AT A St () ID0N Neam et Bemen e
T
-

A 4

Exceptions with Information to be
reviewed for possible management
action with the employee.

This exception report is to be printed, signed and distributed to supervisors.
0 Weekly — by timekeeper to supervisor prior to approvals
0 Monthly - by supervisors to their administrator
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