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EMPLOYEE
OVERVIEW
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CLOCK IN/OUT
METHODS

2024
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Employee Access Single Sign On Kiosk Shortcut
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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

REQUESTING EDITS

04

Eagle Mountain-Saginaw ISD



DO NOT
SUBMIT
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Adjustments have been made

Time Off has been approved

Review timesheet and confirm everything correct



APPROVERS

I HAVE TO DO THIS EVERY WEEK?
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Employees
clock in/out
throughout

week

Employees
request

Adjustments
by Friday
afternoon

Supervisor
makes

Adjustments
by Monday
afternoon

Employee
Submits

timesheet by
end of day

Monday

Supervisor
Approves

timesheets by
noon Tuesday

WHEN TO APPROVE
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MAKING ADJUSTMENTS
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Employee Access>True Time>Supervisor Access>My Employees True Time

Best
Practices

Expand

Date needing adjustment

Adjustments To Be Read

Workday
Adjustment note from employee

Click to clear note after adjustment made

Note

Mark As Read



MAKING ADJUSTMENTS
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Employee Access>True Time>Supervisor Access>My Employees True Time
Best Practices

Adjustments - By
Name

Expand

Use arrows to
change weeks

Click Date to Edit

View

Workweek Totals

Current Week

Workday



APPROVING
TIMESHEETS
BEFORE APPROVING...
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Have You?
Made all Adjustments?

Approved/Denied Time Off for the week?

Eagle Mountain-Saginaw ISD



Best Practices

Highlight

View/Approve/Deny

Individual Timesheet

View Timesheet for

accuracy

Approve

APPROVING TIMESHEETS
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Employee Access>True Time>My Employees Timesheets>Unapproved



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.

DENYING TIMESHEETS
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REVIEWING TIMESHEETS
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Confirm Supervisor matches Pay Code
District Hours = 37.5 Hours/Week

Overages = Comp Time
Shortages = Docked Time

REVIEWING TIMESHEETS
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Type:

Nonwork Day = Holiday/District Closed

Timeoff = Personal/Sick/Vacation

Work = Actual Hours Worked



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

REVIEWING TIMESHEETS

15

Eagle Mountain-Saginaw ISD



REVIEWING TIMESHEETS
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GREEN = Requested Edit

RED = 11:59 pm Did Not

Clock Out

Review Daily Totals for

accuracy

Review Lunches for

accuracy

Review all edits have been

made



REVIEWING TIMESHEETS
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Saturdays indicate
Comp Time Used.

True Time will pull the
exact amount of comp

time needed to 
 balance timesheet to
37.5 hours. No Time
Off request needed
unless using a full
week of comp time.



REVIEWING TIMESHEETS
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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



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

Creating a Comp Time Filter:

COMP TIME TOTALS- TIME OFF
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Employee Access > Time Off > My Employees > Filter: Comp Time

COMP TIME CURRENTLY AVAILABLE



Click Filter Link >
Add Filter
Name Filter >
"Waiting for Payroll"
Column Display
Options > Status
WFP in Low and High
Value
Save and Apply Filter
All Comp Time in
WFP status is Earned
NOT yet received

Create a Filter

COMP TIME REVIEW - TRUE TIME
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Eagle Mountain-Saginaw ISD COMP TIME EARNED NOT YET RECEIVED

Employee Access > True Time > My Employees Time Sheets > History



MONTHLY
PAYROLL
SCHEDULE
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Click to view 23-24 Monthly Payroll Schedule

Eagle Mountain-Saginaw ISD

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

