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Beginning of Day

WHEN DO | CLOCK | mgiorinsn .

* LUNCH

[
' L
Ln/o‘ ﬂt? Returning from Lunch "IN

End of Day

» GONE FOR DAY
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Forget to clock IN (Start of day/Lunch)

h)

REQUESTING

Forget to clock OUT (End of day/Lunch)

h)

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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HOW DO | SUBMIT?
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WHEN DO | SUBMIT MY TIMESHEET?

Employees Supervisor Employee
Employees s/ : : y Supervisor
clock infout request U ELEES Submits ADDrOves
Adjustments Adjustments ) timesheet by : S
throughout : timesheets by
by Friday by Monday end of day
week noon Tuesday
afternoon afternoon Monday
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Eagle Mountain-Saginaw ISD

‘ PO NOT SUBMIT
JNtll...

Tlme Off has been approved

.Review timesheet and confirm everything correct

Eagle Mountain Saginaw ISD




REVIEWING Timesheets

View/Process Time Sheet

Time Sheet for GROVER CLEVELAND (33X-XX-0999): 05/28/2023 - 06/03/2023

Period Summary Approve

Supervisor Type Pay Note Hours
SARAH PARTAIN Work sumsc (SUMMER. SCHOOL PROFESSIOMAL) 27h 58m
Total Hours:  27h 58m
Hours Pzid:  28h D0m

Daily Totals

AM - 9:21 AM IN 0h 00m
0:21 AM - 9:21 AM LNCH Oh 00m
05/30/23  Totzl Hours: 15h 33m

Wednesday 05/31
o i Oh 00m
Oh 00m
oh 00m

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

Adjustments

Adjusted Criginal
Workday Type Status 5Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By
730 am -
3 Mod IM &26 AM 921 AM sumsc 8:26 ; 9:21 AM sumsc GROVER 5 CLEVELAND forgot to
clock in

230 am -
05/31/23 Mod IN D43AM 943 AM sumsc 43 243 AM zumsc GROVER 5 CLEVELAND forgot to

clock in

Eagle Mountain Saginaw ISD




Period Summary

Supervisor

SARAH PARTAIN
SARAH PARTAIN
SARAH PARTAIN
SARAH PARTAIN
SARAH PARTAIN

Eagle Mountain Saginaw ISD

Type
NON-WORK
Timeoff
Timeoff
Work

Pay

ADMSU (Admin Support)
ADMSU {(Admin Support)
ADMSU {Admin Support)
ADMSU {Admin Support)

Note

Admin Support
NONWORK DAY
PERSONAL LEAVE-STATE

Subtotzl Hours:
Totzl Hours:
Non-Work Hours:
Original Hours Paid:
Requested Comp Time Clock Hours:
ﬁ.dju.*_:ted Hours Pzid:
' 2124 -
Conflrm Superwsor matches Pay Code
District Hours = 37.5 Hours/Week
Overages =

Shortages = Docked Time

REVIEWING Timesheets

Hours
7h 30m
2h 00m
Oh 00m

28h 23m

37h 53m

37h 53m
7h 30m
30h 30m
Oh 30m
30h 0Om

34
‘a»-;
T

Comp Time




REVIEWING Timesnheets

Comp Time Totals

Time Off Code
COMP HRS
COMP HRS
Totals

- " et
‘o .',_'l?lr—ng,’._ﬂ
Y 2L

Time Off
Days or Hours  Clock Hours Requested Comp Time Factor Allocated
Hours 7hism* 1.5 10h 53m

Hours 2h 30m * 1 Zzh 30m
| Oh 45m 13h 23m

s T . -
(7 Do R ol S it bl stan i

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

Eagle Mountain Saginaw ISD




REVIEWING Timesheets

Daily Totals

Status
Tuesday 05/30/23
B:26 AM - 0:21 AM IN
0:21 AM - 11:59 PM IN
0:21 AM IN
9:21 AM LNCH

Wednesday 05/31/23
0:43 AM - 9:43 AM IN
0:43 AM - 9:43 AM IN
0:43 AM - 9:43 AM LNCH

10:53 AM - 10:53 AM IN
11:34 AM - 11:59 PM IN

Eagle Mountain Saginaw ISD

MNote

—
g

7:30 am - forgot to clock in

05/30/23

7:30 am - forgot to clock in

10:20 am forgot to clock in

11:15 am forgot to clock in
05/31/23

Hours

Oh 35m

14h 28m

Oh 00m

Oh 00m

Total Hours: 15h 33m

Oh O0m

Oh 00m

Oh 0Om

Oh 00m

12h 25m

Total Hours: 12h 25m

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

| Daily Totals

Status
Monday 05/15/23
B:02 AM- 1:03 PMIN
1:03 PM - 1:48 PM LNCH
1:48 PM - 4:31 PM IN

Tuesday 05/16/23
£:00 AM - 12:28 PM IN
12:28 PM - 1:01 PM LNCH
1:01 PM - 3:08 PM IN

Wednesday 05/17/23
10:31 AM - 4:31 PM IN

Thursday 05/18/23
&:00 AM - 4:23 PM IN

Friday 05/19/23
05/19/23
Saturday 05/20/23
MN/A TOF

Eagle Mountain Saginaw ISD

Total Hours:

05/15/23  Total Hours:

05/16/23  Total Hours:

05/17/23  Total Hours:

05/18/23  Total Hours:

Oh 00m Non-Work Hours:

05/20/23  Totzl Hours:

Hours

5h 01m
Oh 45m
2h 43m
7h 44m

4h 28m
0Oh 33m
zh 07m
6h 35m

&h 00m
6h 00m

8h 23m
8h 23m

7h 30m

1h 15m
1h 15m

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

Adjustments

Adjusted

Onginal

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

0330/23 Mod IN 730 AN 921 AM sumsc

%3123 Mod IM 9:43 AM  2:43 AM sumsc

0331723 Mod IN 1023 AM  10:33 AM sumsc

0¥31/23 Mod 1M 11:34 AM  11:38 PM sumsc

Eagle Mountain Saginaw ISD

730 am -
o206 AM 921 AM sumsc sARAH E PARTAIN forgot to
clock in

730 am -
943 AM 943 AM sumsc GROVER 5 CLEVELAND forgot to
clock in

10:20 am
10:53 AM 10:53 AM sumsc GROVER 5 CLEVELAND forgot to
clock in

11:15 am
11:34 AM 11234 AM =zumsc GHROVER S CLEVELAND forgot to
clock in

e Workday - Date needing
adjustment

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

e Original Start/End Time

e Adjusted By - Person that
last touched the record

e Note




GONIP TIME REVIEW

“ ﬂ - My Time Sheet History iy

Views: |Til‘|‘1E Sheet Information *-*l Fl}tEFE:| *Skyward Default *-*l

[ | Nonok| |
ee ' |l HrsPaid|  Overtime| Pd Hrs Off| Hrs| Unpd Hrs Off
@7/11/2021 37h 24m azhzom| | 6h4sm Waiting for approval from KIRK

a7/04/2821 87/18/2821 37h 30m 30h 00m 30h 00m 7h 30m Waiting for Payroli
@7/83/2021 37h 28m 37h 30m 3h 00m Waiting for Payroll
B6/26/2021 40h 08m Zh 45m 37h 30m e ]
B6/19/2821 40h 58m 3h 30m |} 37h 30m History
B6/12/2021 38h 50m 1h 15m | 37h 30m History
B6/85/2021 37h 28m 20h 00m 15m 7h 30m History
85/29/2821 37h 25m 37h 30m 17h 30m History
85/22/2021 35h 00m 1h 30m | 30h 00m 7h 30m History
B5/15/2821 40h 08m 2h45m | 37h 30m History
35h 28m zh 00m | 37h 30m History

38h 05m 30m | 37h 30m History

v W W W W W W W Vv VYR

Employee Access > True Time Tab > My Time Sheets > History
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GONP TIME TOTALS

Employee BIulN True FastTrack
Information SR8 Time | Open Positions

4§ My Time Off Status % ©

Home

Views: | General *-*| Filters: | *Skyward Default *-*|

Prior Year
Time Off Code & Femaining Allocated e Approved Waiting Available

cowrrs | | _1hoom| 10 oom T onoom

HHCOV 0 Days 0 Days
JURY DUTY 0 Days 0 Days
PERSONAL LEAVE-STA 0 Days -5 Days 5 Days
SICK LEAVE-LOCAL 0 Days -7 Days 7 Days
VACATION 0 Days 0 Days
VACATION ACCUMULA 0 Days 0 Days
xDOCK 0 Days 0 Days

REMAINING + EARNED NOT YET RECEIVED = TOTAL COMP TIME

Eagle Mountain Saginaw ISD Page 18




Eagle Mountain-Saginaw ISD

MONTHLY
PAYROLL

SCHEDULE

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

THINGS TO

ReVIEVIBER

Do NOT submit

unless Edits made Submit timesheet izz:nsl:u:gtjre of
and Time Off WEEKLY 2

Approval
approved
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THANK SOU!

Contact me with questions or scan the QR code for training material.

Sarah Partain

Business Systems Analyst




