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Eagle Mountain-Saginaw ISD

REQUESTING EDITS

= Current Day View/Submit Time Sheets

Login to Employee Access

Click on True Time>Quick Entry

Navigate to correct day

Click "Edit Notes" and enter correct time with
brief reason for adjustment request
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Eagle Mountain-Saginaw ISD

DO NOT
SUBMIT

v Adjustments have been made
VTime Off has been approved

VReview timesheet and confirm everything correct
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Eagle Mountain-Saginaw ISD

| HAVE TO DO THIS EVERY WEEK?

s . - | Y




Eagle Mountain-Saginaw ISD

WHEN TO APPROVE

Employees Superviso Employee
Employees e SlpEniss > y Supervisor
clock infout request NELES Submits ADDrOVes
Adjustments Adjustments Y timesheet by e
throughout by Frida by Monda end of da timesheets by
week v v v v v noon Tuesday

afternoon afternoon Monday
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Eagle Mountain-Saginaw ISD

MAKING ADJUSTMENTS

4 i ~ Supervisor Access iy = @ i Favorites™ ] New Window

Views: |43|.|:ijl.45trner|t5 - By Name *u'l Filters: | *0nly Show Employees That Report Directly to Me w - M Q |E|_] LE:J

(1) II_'1Z| .[1.1 [ [1_,1. |_1:|.|_'1_:| [ |,1,|. |_1:|.[1,| .|,1:| '|_1;|:
Adjusted Adjusted | Adjusted Origmal Original | Original
MNotes Workday Type Start Time | End Time | Pay Code Start Time End Time | Pay Code Adjusted By Mo

w Adjustments To Be Read Unread Adjusiments

Adjusted Original Date Time
Type Status Start Time End Time Pay Code Start Time End Time Pay Code Adjusted Adjusted Adjusted By
ADDED IN &:00 AM 3.00 PM sumsc 06/ 1572023 735 AM COURTHEY KAYE BAKER

Mo

3 Mark A= ez
ADDED M &.00 AM 300 PM SUMSC 1k L i

3 AM COURTHEY KAYE BAKER Mark As Rez
D605 3 MODIFIED IM 11:30 AM 5:30 PM SUmsC 11221 AM 11:21 AM SUMSC i s 12:24 PM COURTHEY KAYE BAKER 10:45 am forgot to clock in

i,

Mark As Res

060572023 ADDED IM 11:00 AM 11:30 AM SUMSC 05 Z. 12:25 PM COURTHNEY KAYE BAKER

L

Mark As Rez

7.30 am - forgot to clock in Mark A= Res

D605/ 2023 MODIFIED IN 7:00 AM 11:00 AM Sumsc 10:25 AM 10:25 AM SUMSC 6/26/2023 12:30 PM COURTHNEY KAYE BAKER

Adjustments To Be Read Note

e Expand e Adjustment note from employee
Workday Mark As Read

e Date needing adjustment e Click to clear note after adjustment made
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Eagle Mountain-Saginaw ISD

KING ADJUSTMENTS

Best Practices

4 i | Supervisor Access iy y = @ s7ravorites™ ] New Window g=a My
View

Views: | Adjustments - By MName ilters: | *0nly Show Employees That Report Directly to Me '--*| hid m E( @] 'EJ!:;.

(1) (1) 1) ' (1) M n
Adjusted Adjusted | Adjusted
| Last Name & | Middle =3N | Status | Motes | Workday | Type | Start Time| End Time  Pay Code

¥ CLEVELAND 5 0999 | IN N 85/21/2619 | MODIFIED 8:20 AM| 11:59 PM|TECH

e Adjustments - By

Name

Expand all Collapse All Modify Details (displaying & of 8) View Printable Details

F Current Status |
» Workweek Totals

== Cumrent Week == View/Submit Time Sheet
Paid Hours Unpaid scheduled
Workday Start Time: OFf Hours Off Total Hours Hours

0762023 5

Workweek Totals |
e Expand
Current Week

e Use arrows to

4:33 PM

change weeks
Workday
e Click Date to Edit
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Eagle Mountain-Saginaw ISD

Have You?

Made all Adjustments?

APPROVI NG Approved/Denied Time Off for the week?
TIMESHEETS

BEFORE APPROVING...
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Eagle Mountain-Saginaw ISD

APPROVING TIMESHEETS

Best Practlces

- l‘ ’ — o "
R R T S 00 O R M T 2

e

~ T - - - - -
w4 ., wol\y S 2 s SR % " ‘. N3y e >

%~

S nghllght

Home |+ Employese | Time LIV FastTrack FastTrack
| ]”f'-'”“'fﬂ’["ﬂ”| Off WILUEW Open Positions | Screener

My Employees Unapproved Time Sheets iy 3 & @ 5. Favorites™ ] New Window £=aMy Print Queue
L

- ~v

* View/Approve/Deny

e o ° Views: |I_Inar:|prn'-.-'ed Time Sheets - By Name v| Fl’rwrf | *otatus - All Unapproved *-*| ? |;| Fa @_] Ej Refresh
Individual Timesheet ———————— T r—
Last Name & | First | Middle Z‘ZH Week Start Week End =tatu Le r=lI Org Chart Level Eml:jlng [ Deny Individual

e [ - | e e

WIZ35 Approve
Time Sheets
Waiting For My
Approval

e View Timesheet for

Ma=s Print Time
Sheefs

accuracy

e Approve

D o) Sl
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Eagle Mountain-Saginaw ISD

DENYING TIMESHEETS

View/Process Time Sheet

Time Sheet for GROVER CLEVELAND (300{X-XX-9999): 05/28/2023 - 06/03/2023

Period Summary

Supervisor Type Pay

SARAH PARTAIN Work  sumsc (SUMMER SCHOOL PROFESSICNAL)

Daily Totals

Status
Tuesday 05/30/23

7:30 am - forgot to dock in

8:21 AM IN
0:21 AM - 9:21 AM LNCH

Wednesday 05/31/23

0:43 AM - 9:43 AMIN

11:15 am forgot to dock in

Adjustments

Adjusted Original

Mote Hours
27h 58m

Totzl Hours:  27h 58m
Hours Paid:  28h D0m

Oh 00m
oh 00m
05/30/23  Totzl Hours: 15h 33m

oh 00m
Oh 00m
Oh O0m
Oh 00m
12h 25m

05/31/23  Totzal Hours: 12h 25m

Workday Type Status 5Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By Mote

0330E3 Mod IN G286 AM 221 AM sumsc

0531023 Mod N 943 AM 943 AM sumsc

826 AM 921 AM sumsc

043 AM 943 AM zumsc

T:30 am -
GROVER S CLEVELAND forgot to
clock im
730 am -
GROVER 5 CLEVELAND forgot to
clock in

Approve

If you need to deny a
timesheet, be sure to
enter a denial reason
that explains what is
needed as this will
trigger an email be sent
to the employee.
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Eagle Mountain-Saginaw ISD

REVIEWING TIMESHEETS

View/Process Time Sheet
Time Sheet for GROVER CLEVELAND (X0({X-XX-9999): 05/28/2023 - 06/03/2023

Period Summary Approve

Supervisor Type Pay Note Hours Deny
SARAH FARTAIN Work sumsc (SUMMER. SCHOOL PROFESSIONAL) 27h 58m Print
Totzl Hours:  27h 58m
Hours Paid:  28h 00m

Daily Totals

oh 00m
05/30/22  Totzal Hours: 15h 33m

oh 00m

oh 00m

AM LMCH oh 00m
AM IN mf L Eo k. in oh 00m
PM IN 1: ' 12h 25m
05/31/23  Total Hours: 12h 25m

Adjustments

Adjusted Original

Workday Type Status 5Start Time End Time Pay Code 5tart Time End Time Pay Code Adjusted By MNote
T30 am -

05/30/23 Mod IM 526 AM 921 AM sumsc 826 AM 9221 AM sumsc GROVER S CLEVELAND forgot to
clock in
730 am -

05/31723 Mod IN 9:43 AN 943 AM sumsc O43AM 943 AM sumsc GROVER 5 CLEVELAND forgot to
clock in
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Eagle Mountain-Saginaw ISD

REVIEWING TIMESHEETS

Period Summary

Supervisor Type Pay MNote Hours
SARAH PARTAIN MON-WORK ADMSU {Admin Support) Admin Support 7h 30m

SARAH PARTAIN Timeoff ADMSU (Admin Support) NONWORK DAY Zh 00m
SARAH PARTAIN Timeoff ADMSU (Admin Support) PERSONAL LEAVE-STATE Oh O0m
SARAH PARTAIN Work J‘i'u.DMSU (Admin Support) 28h 23m

SARAH PARTAIN B Subtotal Hours:  37h 53m

s

PR s

Total Hours:  37h 53m

S‘U\C’t C\Osed Non-Waork Hours: 7h 30m

D\ PALICALNE - Original Hours Paid:  30h 30m

% Day S\ o Requested Comp Time Clock Hours: Oh 30m
NOMWO e sl Adjusted Hours Pzid:  30h 00m
T\meo Adjusted Hours Paid = Original Hours Paid - FL'-'ﬂIJEEi.:PIj C c-mp Tlm-: LI-|||- Hnurc

\N Or == M,« e e : e o
onflrm Superwsor matches Pay Code

District Hours = 37.5 Hours/Week
Overages = Comp Time
Shortages = Docked Time

T 4 smm a ik aaas G e — R
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Eagle Mountain-Saginaw ISD

REVIEWING TIMESHEETS

Comp Time Totals

Time Off
Time Off Code Days or Hours  Clock Hours Requested Comp Time Factor Allocated

COMP HRS Hours Jhism ™ 1.5 i0h 53m

COMP HRS Hours 2h 30m * 1 Zh 30m
Totals Oh 45m 13h 23m

Comp Hours:
Clock Hours Requested = Comp Time Earned
Hours * 1 = 40 Hours Worked
Hours * 1.5 = Hour Worked over 40 Hours
*Over 60 hours paid out of Campus Budget back to 60 Hours
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Eagle Mountain-Saginaw ISD

REVIEWING TIMESHEETS

Daily Totals
Status Note Hours e GREEN = Requested Edit
Tuesday 05/30/23 .
AL E L) —— — e RED = 11:59 pm Did Not
0:21 AM IN 7:30 am - forgot to clock in Oh 55m
50 PM IN 14h 38m Clock Out
3:21 AM IN oh 00m , ,
AT T oh 00m e Review Daily Totals for
05/30/23  Total Hours: 15h 33m accuracy
Wednesday 05/31/23
9:43 AM - 9:43 AM IN 7:30 am - forgot to clock in oh 00m e Review Lunches for
"I:='I.'_ l-:"'"::'l. 1 = =P
9:43 AM - 9:43 AM IN oh 00m accuracy
9:43 AM - 9:43 AM LNCH oh 00m
10:53 AM - 10:53 AM IN 10:20 am forgot to dock in Oh 0Om e Review all edits have been
11:34 AM - 11:59 PM IN 11:15 am forgot to clock in i2h 25m
made

05/31/23  Total Hours: 12h 25m
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Eagle Mountain-Saginaw ISD

REVIEWING TIMESHEETS

Status Hours
Monday 05/15/23
8:02 AM - 1:03 PM IN Sh 01m
1:03 PM - 1:48 PM LNCH Oh 45m . .
1:48 PM - 4:31 PM IN 2h 43m Satu rd ays In d Icate

05/15/23  Total Hours:  7h 44m .

BT Comp Time Used.
8:00 AM - 12:28 PM IN 4h 28m True Time WI” pU” the
12:28 PM - 1:01 PM LNCH oh 33m exact amount Of com
1:01 PM- 3:08 PM IN 2h 07m p

05/16/23  Totzl Hours: 6h 35m time needed to

Wednesday 05/17/23 .

10:31 AM - 4:31 PM IN 5h 00m balance timesheet to

05/17/23  Totzl Hours: 6h 0Om 37.5 hours. No Time

Daily Totals

Thursday 05/18/23
£:00 AM - 4:23 PM IN 8h 23m Off request needed

05/18/23  Totzl Hours: 8h 23m unless using a full

05/19/23  Total Hours: Oh 00m Non-Work Hours: 7h 30m Week Of com p tl me.

Friday 05/19/23

Saturday 05/20/23
N/A TOF 1h 15m
05/20/23  Total Hours: 1h 15m
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Eagle Mountain-Saginaw ISD

Adjustments

Adjusted Original

REVIEWING TIMESHEETS

Workday Type Status Start Time End Time Pay Code 5Start Time End Time Pay Code Adjusted By Mote

0w30/23

05/31/23

03w31/23

Mod IM F30AM 921 AM sumsc 26 AM 921 AM sumsc

Mod M 9-43 AM 9:43 AM sumsc 43 AM 943 AM sumsc

Mod 1M 10:53 AM 10:53 AM sumsc 10:53 AM 10:53 AM sumsc

Maod M 11:34 AN 11:59 PM sumsc 11:34 AM 11:34 AM sumsc

730 am -
SARAH E PARTAIM forgot to
clock in
730 am -
GROVER 5 CLEVELAND forgot to
clock im
10:20 am
GROVER S CLEVELAND forgot to
clock in
11:15 am
GROVER S CLEVELAND forgot to
clock in

Workday - Date needing

adjustment

Adjusted Start/End Time
this should reflect what
was requested by
employee

Original Start/End Time
Adjusted By - Person that
last touched the record

Note
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Eagle Mountain-Saginaw ISD

COMP TIME TOTALS- TIME OFF

“uy My Employees Time Off sy = @ . Favoritesy 7] New\

iews: [My Employees Time OFff w][Filters: | Comp Hours Y i B2 &

Last Mame & First Middle Time Off Code* Approved Waiting Available

> CLEVELAND GROVER s [compHRs 14h 45m | uhem

Creating a Comp Time Filter:
e Click on Filters > Add Filter
e Name Filter COMP HRS (I recommend copying/pasting. Any misspells or extra spaces will result in error)
e Column Display Options > Time Off Code Label
e Paste the COMP HRS code into Low Value and High Value fields
e Save and Apply Filter
e Comp Time filter created so Comp Time will show for every individual employee
e To view ALL Time Off Codes > Click Filter Link > Show all employees under me
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Eagle Mountain-Saginaw ISD

COMP TIME REVIEW - TRUE TIME

iy My Employees Time Sheets History iy © v [ @ iyFavorites €] New Window O -EICI- RN
———o »nrnrn-«”>n/onkb - b | _— e Click Filter Link >
Views: | Time Sh nformation - By Name w || Filters: | WAITING oW F OO Add Filter
Last Name a i Middle Week Start Week End | Status® | Total Hrs [Iu:ﬁhlph-ln::mp Hrs Paid|  Overtime e Name Filter >
— N BN _ TN BN =N IS I e m 37h3om| | 30h00m| "Waiting for Payroll"
B/ 172823 WFP 37n 31n 37n 30m e Column Disp|ay
7 /89 ' WFP 35h 29n 2h 00 37h 30m Options > Status
i B Ao e WFP in Low and High
WFP 37h 29n 37h 30m Value

WFP 37h 32m 37h 30m

WFP | 37h 30n 30h 00m * Save and A.pply. Filter
WFP | 37h 35n 37h 30m * All Comp Time in
WFP 38h 16n 45m | 37h 30m WEFP status is Earned
WFP | 38h3snf  1hoom f 37h 30m NOT yet received
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Eagle Mountain-Saginaw ISD

MONTHLY
PAYROLL
SCHEDULE

Click to view 23-24 Monthly Payroll Schedule
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https://www.emsisd.com/cms/lib/TX21000533/Centricity/Domain/53/Copy%20of%20Monthly%20Payroll%20Schedule%202023-%202024%20Extra%20Duty%20Pay.pdf

