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Timekeeping System
End User



CLOCK IN/OUT METHODS
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SSO/Kiosk/Shortcut

Employee Access Quick Entry

Employee Access Widget



WIDGET
Current Status

Check box for "True Time Current Status"
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Login to Employee Access

Click "Select Widgets" on Home Page Dashboard



CURRENT STATUS WIDGET
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QUICK ENTRY

KIOSK

SSO

SHORTCUT
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WHEN DO I CLOCK
in/out?

Beginning of Day

Leaving for Lunch

Returning from Lunch

End of Day
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IN

LUNCH

IN

GONE FOR DAY



Clock IN as soon as you
remember
Clock IN before you
leave campus
Make an Edit Note
Indicate actual time IN

Forget to clock OUT (End of day/Lunch)

EDITS
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REQUESTING
Forget to clock IN (Start of day/Lunch)

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

Make an Edit Note
Indicate lunch duration

Make an Edit Note next
day
Indicate time OUT

Lunch

End of Day



HOW DO I SUBMIT?
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Skyward Employee Access

True Time Tab

Usubmitted

Quick Entry

View/Submit Time Sheets

OR



WHEN DO I SUBMIT MY TIMESHEET?
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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



DO NOT SUBMIT
Until...

Adjustments have been made

Time Off has been approved

Review timesheet and confirm everything correct
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Eagle Mountain-Saginaw ISD



REVIEWING Timesheets
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REVIEWING Timesheets

Eagle Mountain Saginaw ISD Page 12

Type:

Nonwork Day = Holiday/District Closed

Timeoff = Personal/Sick/Vacation

Work = Actual Hours Worked

Confirm Supervisor matches Pay Code
District Hours = 37.5 Hours/Week

Overages = Comp Time
Shortages = Docked Time



REVIEWING Timesheets
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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
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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



COMP TIME REVIEW

Employee Access > True Time Tab > My Time Sheets > History
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Earned Not Yet
Received

Earned and
Received



COMP TIME TOTALS

REMAINING + EARNED NOT YET RECEIVED = TOTAL COMP TIME
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Eagle Mountain-Saginaw ISD

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

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


THINGS TO
REMEMBER
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Do NOT submit
unless Edits made
and Time Off
approved

Submit timesheet
WEEKLY

Submitting =
Your Signature of
Approval
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THANK YOU!
Contact me with questions or scan the QR code for training material.


