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Employee Access

= True Time: Supervisor Access

Employee Access - True Time: Approver
Employee Access Link

True Time: Dashboard Widgets

1. Login to Skyward Employee Access
2. Click Select Widgets

3. Under Employee Widgets, check box next

a. Time Off Awaiting My Approval

b. Time Sheets Awaiting My Approval
c. My Employee’s Time Off Per Week
d. Time Sheets Awaiting Lower Approval

4. Click Save

Time
Off

Employee

Home :
Information

FastTrack
Open Pesitions

“Calendar

Employee

Reset Dashboards

Select Widgets

5. True Time Current Status widget will now show on your Employee Access dashboard

Employee

Everyone's Widgets
| Calendar Events
Last Five Logins
Skyward Twitter Feed

[ % District Information
¥| RSS Feeds
Web Favorites

Save
L agd
\Dashboard
Rename
Selected
Dashboard

Employee Widgets
AP Payments
#| & Favorites
# My Print Quaue
Nofifications
¥| Requisitions Awaiting My Approval
Task Manager
#| Time Off Awaiting My Approval
1#! Time Sheets Awaiting My Approval

—
—

[#! % District News
#| My Employee's Time Off Par Week ——
¥ % My Time Off Status
* Recent Programs
Task History
Task Processes
¥| Time Sheets Awaiting Lower Approval d—————
| True Time Current Status

Delete

My Employees True Time allows Supervisors to review their employee’s True Time Data.

1. Login to Employee

Access 4~ True Time
2. Click True Time tab Data Mining
Reports

3. Under Supervisor
Access, click My
Employees True Time

FastTrack
Open Positions

FastTrack
Screener

True
Time:

Time
Off

~ Supervisor Access

N
T My Employees True Time <7
€] My Employees Totals by Sta

My Employees Weekly Averages

Schedule Tracker
Max Hours

+ My Employees Time Sheets

N

Unsubmitted

Unapproved
History
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4. Alist of your employees will display
5. Click the drop-down arrow next to View to change the way your data displays
6. Click the drop-down arrow next to Filters to narrow your results to:

a. Only Show Employees That Report Directly to me

b. or Show All Employees Under Me

<« E  Supervisor Access W | @ @ 5y Favorites> ] New Window g5 My Print Queus

Views: | Adjustments - By Name Jullters:|*0n1y Show Employees That Report Directly to Me l‘{, b m @ @ & Relresh
=Z - - =2

)] 55 [t (1) (3] (1)
ted Adjusied | Adjusted
Last Name a First Middle SSN Status | Notes | Workday Type Start Time End Time | Pay Code

muma——

85/28/2819 MODIFIED |IN 741 AM 3:12 PM TECH
85/2@8/2819 MODIFIED |IN B:18 AM 4:08 PM TECH
@5/2@/281% | MODIFIED |IN 8:03 AM 11:32 AM ADMSU
85/17/2819 MODIFIED |IN 8:32 AM | 10:41 AM TECH

N
N
N
N
N
N
N
N
N
N
N
N
¥
N
N
¥

85/23/2819  MODIFIED 7:56 AM 4:24 PM  ADMSU

()] i
Adjusted Adjusted | Adjusted
| Start Time | End Time. Pay Code |

b Workweek Schedule Edit Workwesk Schedule

» Adjustments To Be Read Unread Adjustmenis
b Adjustments History Adjustments

a. Current Status — employee’s current status such as Today’s hours, Week'’s hours, OT
hours, etc.

b. Workweek Totals — employee’s workday entries
Previous Time Sheets — employee’s previous time sheets from different periods. Click
the Unsubmitted Time Sheets link to see any time sheets the employee has not
submitted. Click the Time Sheet History to view historical time sheets.
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d. Upcoming Scheduled Tracked Time — will not be used

e. Exception Notes — Notes from employee to supervisor

f. Workweek Schedule — employee’s schedule

g. Adjustments to be Read - list of Adjustments the employee has requested to be made
to their timesheets. Scroll to the right to mark Adjustments as read

h. Adjustments History — list of historical adjustments. Click Adjustments link to see
adjustments in a separate browse window.

My Employee’s Totals by Status allows Supervisors to review their employee’s True Time data by
Status (In, Lunch, Gone for the Day, etc.).

pr—
¥ Employee = Time BT FastTrack FastTrack
1. Login to Emp|oyee | J0 | Information | Off JMIVEE Open Positions | Screener
Access 4 - True Time ~ Supervisor Accass
2. C||Ck True Time tab Data Mining i'1_l My Employees True Time "I_I i
i Reports My Employees Totals by Status e |
3. Under Supervisor N 7 {1
My Employees Weekly Averages q]
Access, click My Schedule Tracker |
Max H
Employees Totals by kit g8
+ My Employees Time Sheets
Status Unsubmitted ]
4. Alist of your Unapproved Ul
H History ol
employees will show : =

and the hours they’ve
worked

<  Totals By Status / = R omesvjl New Window #S3My Print Queue
|The workweek begins on Sunday. * Starting Workweek: [05/26/2019 || tDay Of Week: | Entire Week '%Type: IH v éﬁo‘/%\l’:l
Views: | Totals By Status - By Name v | Filters: | *Only Show Employees That Report Directly to Me ¥ T o &F = ‘{A T-gjaq‘sn,
Rinsrcan e s >ftatus
'=1a.1nc P Previous Previous F‘IE" cu: Primary Report
Last Name a First Middle Tokal Hours Week:3 Week 4 Level | Pay Org Chz
L h 38 ;nhzm ————m- :
b 41h 18m Bh 17m 33h 01m 4 TECH 7 ]6‘
» 56h 42m 16h 59m 359h 43m 4 TECH 6-7-16¢
) 33h 54m 33h 54m 4 TECH 6-7-16¢
» 50h 09m 12h 57m 25h 31m 16h 41m 4| TECH 6-7-16¢
S -

Choose the Starting Workweek date to narrow down the totals for a specific week
Click drop-down arrow next to Day of Week to view a particular day or the entire week
Click the drop-down arrow next to Status Type to view

Click Apply to initiate selections made

O N W
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9. Highlight Employee’s name and click the drop-down arrow to see employee details
10. Click Totals by Status Report button to run a customized report of your employees’ totals based
on the Status Type selected

4f ~ Totals By Status % (@ '_ - {.‘T}'.F.am;ﬁe.sv €'|‘__f|r"aaw Window @w F‘ﬂn‘l.OueuE.:
The workweek begins on Sunday. * Starting Workweek: [05/26/2019 * Day Of Week: Entire Week 7| * Status Type: TN v Apply | |
Views: | Totals By Status - By Name ¥ | Filters:|*Only Show Employees That Report Directly to Me v | Y W Z = & | T%":':u:)/ ’
| N
/ T ] Starting | Previous | Previous| Frevious | Previous | Primary [ ||__Report7!
LastName & | First | Middle | Tokal Hours Wesk|  Week2  Wesk3|  Wesk4  Week5 Level Pay Org Che k
» BRICE CARLA 1 33h 54m 33h 54m 4 TECH 6-7-160 o

[ Expand Al Collapse Al view prneable Detais |
B

[+ Weekly Totals with Status Type of IN
Week Total Hours
05/26/19 - 06/01/19 12h 5Tm

05/19/19 - 05/25/19 29h 31m
05/12/19 - 05/18/19 16h 41m

05/05/19 - 05/11/19 Oh 00m

04/28/19 - 05/04/19 Oh 00m
04/21119 - 04/27119 Oh 00m

My Employees Weekly Averages allows Supervisors to review their employees’ Weekly Averages.

1. Log into Employee Employee | Time BLIE FastTrack Fastlrack
Access Information | Off WIuGEE Open Positions | Screener
2. Click True Time tab 4 < True Time ~ Supervisor Access
3. Under Supervisor Data Mining T My Employees True Time LS
. Reports L My Employees Totals by Status q
ACCGSS, click My My Employees Weekly Averages;/"o L
Employees WGEkly Schedule Tracker Un|
Max Hours LE| _
Averages - .
. + My Employees Time Sheets |
4. Alist of your Unsabimitiod ol
employees will show Unapproved o
History L

and the Total Hours,
Weeks Worked and
Average Hours for Weeks Worked
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5. Select the Starting Workweek and click Apply
6. Sort columns by clicking on the column heading to see which employees are working the
most/least hours

< H |~ Weekly Averages iy = -/ﬁﬁ' Favoritesw 9] New Window £53 My Print Queue
|The workweek begins on Sunday. * Starting Workweek |05/26/2019 | ADD'Y)‘

Views: |I\leekly Averages - By Name ¥ | Filters: ! *Only Show Employees That Report Directly to Me ¥ | v |_| @ @ &

I Waeks Avg Hrs for | S!amng Previous | Previous | Pravious |

Last Name a First Middle Tolal Hours | Worked Weeks Waorked Week 2 Week 3 WBEQ:4 Wieek's Week 6

» 33h 00m 1 33h 00m 33h 00m

b 30h 30m 1 30%h 30m 35h 30m

» 34h 00m 1 34h 00m 34h 00m

b 0

7. Highlight Employee’s name and click the drop-down arrow to see a list of the employee’s time
sheets per pay period
8. Click View Timesheet link to see daily transactions

| [Weeks | Avg Hrs for | S!artlng Previous | Previous | Previous | Previous| Previous| |
Last Name a Fi i Total Hours | Worked | \Weeks Worked | Week 2 Week 3 Week 4 Week 5| Week 6| |

N T T O

[+ Time Sheet Detail

Week Total Hours
05/26/19 - 06/01/19 Oh 00m

05/19/19 - 05/125/19 33h 01m View Timesheet
05/12/19 - 05/18/19 Oh 00m
05/05/19 - 05111119 Oh 00m
04/28/19 - 05/04/19 Oh 00m
04721119 - 04i27/19 Oh 00m

Schedule Tracker allows Supervisors to review their employee’s True Time transactions to see
employees that are starting before or after their scheduled start time and/or that are ending before
or after their end time.

Employee = Time BT FastTrack FastTrack
1 Login to Employee Information | Off WENGES Open Positions  Screener
Access < < True Time ~ Supervisor Access
2. Clle True Time tab Data Mining L My Employees True Time LE|
. Reports L My Employees Totals by Status Ll
3. Under SuperV|sor My Employees Weekly Averages L]
. \o
Access, click Schedule Selindele Tiucker 2y e
Max Hours L _
Tracker + My Employees Time Sheets
Unsubmitted Lol |
Unapproved L
History L
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4. Select the Workweek date and click Apply
5. Alist of your employees will show along with time worked Before Start, After Start, Before End
and After End.

— o ——— N
The workweek begins on Sunday. <Prev Week  * Workweek: |05/26/2019 \_J Next Week> Appirz
WViews: "[cca‘ls By Status - B_y Hame v | Filters: | *0nly Show Empioj,'ees That Report D{recﬂy to ."‘;e v T M \Z @_] L‘U»

Eefore After Eefore After Total Lunch Total Total Primary

ast Name a First Middle Start Start End End Lunch Dur + WOOF TOOF| Level Pay Org Chart Level | Supe

L

L S O O O O =B 22 E N -
4

»

b

4 TECH 6-7-160-3 MUR
4 TECH 6-7-165-4 MUR
2h 25m 4 TECH 5-7-168-5 MUR

My Employees Time Sheets: Unsubmitted allows Supervisors to review their employees’
Unsubmitted Timesheets.

. Employee = Time BT FastTrack FastTrack
1. Loginto Employee _ | Information | Off [ENCE Open Positions | Screener
Access < :
] . « True Time ~ Supervisor Access
2. Click True Time tab Data Mining L My Employees True Time L]
Reports My Employees Totals by Status
3. Under Supervisor P | Y y y |
My Employees Weekly Averages L]
Access and My Schedule Tracker ol
Employees Time Max Hours 1
Sheets, click + My Employees Time Sheets
’ . I Unsubmitted = L
Unsubmitted Unapproved R ]
4. Alist of your History T

employees will display
5. Click the drop-down arrow next to View to view employees By Name or By Org Chart

< My Employees Unsubmitted Time Sheets 7 Y [ @ iyrovoritesw {7 New Window e My Print Queus
Tews: My 1oy Unsubmitted T4 Bts - e VA I = Viaw Al
Views: My Employses Unsubmitted Time Snests - By Meme = Y I [ T} Wl el
Filters: | *0Only Show Employees That Report Directly to Me v R Lll-JQ Time
& Sheels for
Current Previous Previous F'A'.-'ious Previous Salelcied
LastName a First Middle SSH | Week Week 1 Wesk 3 Wesk 5 Pay Code Level | C Empioyee
) 4126 Y TECH 406
» 2339 Y Y TECH 41€
) 4785 Y Y Y TECH 4 €
b 6712 Y i b TECH 416
___ _

6. Highlight Employee’s name and click the drop-down arrow to see a list of recently unsubmitted
timesheets for the employee
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7. Click the View/Submit Timesheet link to review/submit timesheet on behalf of your employee

| Expand All Collapse All View Printable Details

w Unsubmitted Time Sheets View &ll Unsubmitted Time Sheets

Week Total Hours \
05/26/19 - 06/01/19 29h 17m View'Submit Tlmesheel% £
05/19/19 - 05/25{19 28h 31m Vievi'Submit Timesheet
051219 - 05/18419 16h 41m Viewi'Submit Timesheet

8. Click View All Unsubmitted Time Sheets for Selected Employee to see a list of All the
employee’s Unsubmitted Time Sheets.

9. Click View Time Sheet button to review the highlighted timesheet

10. Click Submit Time Sheet button to submit a timesheet for your employee

Time Sheet Information for GROVER CLEAVELAND =5 @l Oﬂlter
ptions
Week Start v Week End Total Hrs| Status [ View Time
e IS
B @85/19/2819 85/25/2819 26h 31m Time Sheet Not Submitted Submit Time \b
b @5/12/2e12 | ©5/18/2015 | 16h 41m Time Sheet Not Submitted Sheet %

Close

Unapproved Timesheets allows Supervisors to review and approve/deny their employees’
Unapproved Timesheets.

1. Login to Employee
Access

2. Click True Time tab 4+ True Time ~ Supervisor Access

3. Under Supervisor
Access and My
Employees Time
Sheets, click
Unapproved

4. Alist of your
employees with
Unapproved
Timesheets will show

Employee = Time BT FastTrack FastTrack
| Information = Off MEuGEN Open Positions | Screener

Data Mining
Reports

My Employees True Time

My Employees Totals by Status
My Employees Weekly Averages
Schedule Tracker

i i

Max Hours
« My Employees Time Sheets

Unsubmitted
Un approved)"—

/
History R

o i e f IO = o i
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<~ My Employees Unapproved Timesheets 7 v @ o Favortesw ] New Window 65 My Print Queue |
Nz - - -

Views: | Time Sheet Information - By Name QzFilters: | *Status - 411 Unapproved ‘V/’ Y [ @ = [& Befresh
- /7 = = 7 = T | View! Approve!
[Last Name & First Middle SSN|  WeskStat | WeekEnd |Staus | TolalMrs|  HrsPaid| Ovetime| Patrsq || DS Indviuel

» 25/19/2019 85/25/2819 WFM  3%h43m  37h 30m a | =

Mass A

> 95/19/2019 @5/25/20139 WFM  33h54m  34h 00m T?rflse Sheets

> 05/19/2019 | @5/25/2819 WFM | 28h16m  28h 15m 3hag || Wega Porty

» 85/19/2019 @5/25/2819 WFM  20h04m  29h 00m ————

Masz Print Time |

» 85/19/2819 @5/25/2819 'WFM | 37h27m  37h 30m 16h 15 Sheels

> 85/19/2019 85/25/2019 WFM 31h39m  31h45m | Time Sheet |

» 85/19/2019 85/25/2015 |WFM | 34h15m | 34h 15m 3h 45 L
n 85/19/2019 85/25/2819 |wm 37h36m| 37h 3Dm| 13h 00

5. Click the drop-down arrow next to View to change the way your data displays
6. Click the drop-down arrow next to Filters to narrow your results to:
a. All Unapproved
b. Waiting for Higher Approval
c. Waiting for Lower Approval
d. Waiting for My Approval
8. Highlight Employee’s name and click the drop-down arrow to see employee details
a. Timesheet Information

b. Workweek Totals
c. Timesheet Detail
d. Timesheet History
e. Adjustments

| 0138| 95/19/2819 85/25/2019 |WFM 37h .36m| 37h 30m
| Expand All Collapse All Modify Detals (displaying 5 of 5) View Printable Details
.' » Time Sheet Information |

9. Click on the drop-down arrow next to each section to see further detail
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10. Click the Date link in the Workweek Totals Section to View or Modify employee’s individual day

transactions

w Workweek Totals

Hours Paid Hours Unpaid Scheduled

Start Time End Time Lunch Worked Off Hours Off Taotal Hours Hours
#5/21/2019 Tue 755 AM 325PM Th 30m Th 30m
05222019 Wed T34 AM 412 PM 8h 35m Bh J6m
05/23/2019 Thu 756 AM 424 PM @h 25m Bh 26m

05/24/2019 Fri

05:25/2019 Sat 13h 00m 13h 00m
Total 24h 36m 13h 00m 37h 36m

Difference

Th 30m
Gin 3Gm
& 28m

13h 00m
37h 36m

11. To Individually approve or deny, highlight the individual timesheet in the browse window and

< My Employees Unapproved Timesheets Y [ Wl iyFavoritesw G New Window €5 My Print Queve
Views: | Time Sheet Information - By Name v | Filters: | *Status - All Unapproved v Y / IQ__] L'L‘l: Refresh
PLast Name o First Middle SSN Weaek Start Week End Status Total Hrs Hrs Paid Overtime|  Pd Hrs
85/19/2819 @5/25/2019 | WFM 3%h43m  37h 30m

85/19/20819 85/25/2019 |WFM 33h 54m  34h 00m

)

b

) 85/19/2819 @ f281s WM 28h 16m 2Bh 15m 3h43
[} 85/19/2819 85/25/2019 |WFM 25h 04m 26h 00m

[} @5/19/2819 @5/25/2019 |'WRM 37h 27m 37h 30m 16h 15
) @5/19/2e19 B85/ 9 |WFM 31h 39m 31h 45m

) @ fae1s | WEM 34h 15m 34h 15m 3h 45

85/19/2819 a5/

click on View/Approve/Deny Individual Timesheet

12. The Period Summary, Daily Totals and Adjustments of the timesheet will show
13. Click Approve to approve the timesheet

14. Click Print if you need a hard copy for your records

15. An Approve Timesheet window will open

16. Click Approve or Deny and add any Notes applicable

17. Click Save

(see below for examples)
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View/Process Time Sheet
Time Sheet for 38): 05/19/2019 - 05/25/2019
Period Summary Approve
Type Pay Note Hours Deny
) ADMSU (Admin . =
Timeoff Support) 12h 00m Brint
: z A TGS Back
ADMSU (Admin Monday 5/20/19 should be comp time - 5/24/19 is 2 bad weather make =
N l y 3/20 /24
Work Support) up day, 24h 38m
Totzl Hours:  37h 36m
Hours Pzid:  37h 30m
Daily Totals
Status Note Hours
Tuesday 05/21/19
7:55 AM - 3:25PM IN 7h 30m
05/21/19 Total Hours:  7h 30m
Wednesday 05/22/19
7234 AM - 4:12 PMIN 8h 38m
05/22/19  Totzl Hours:  8h 38m
Thursday 05/23/19
7:56 AM - 4:24 P Kios out- n Kronos 7:45A8M Bh 28m
05/23/19 Total Hours: 8h 28m
Saturday 05/25/19
NfA TOF 13h 00m
05/25/19  Total Hours: 13h 00m
Adjustments
Adjusted Original
Workday Type Status Start Time End Time Pay Code 5tart Time End Time Pay Code Adjusted By Note
Kiosk blanked out-
052319 Mod IN 756 AM 424 PM ADMSU 756 AM 756 AM ADMSU  JULIA WOLFE adjust punch fo reflect
Kronos 7-454M
Employee: Date:
Approved By: Date:
Approve Time Sheet [
Period Summary Save )I\’—

Type Pay Code Summary Hours
Timeoff ADMSU 13h 00m
Work ADMSU 24h 36m

Total Hours:  37h 36m

Hours Paid:  37h 30m

Approve/Deny Time pife€t

S: '®) Approve Deny
Approval/Denial Notes: (

Approval Optio

10
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To Mass Approve timesheets click the Mass Approve Timesheets Waiting for My Approval
18. Individually select each timesheet you wish to Approve or click Select All/Unselect All
Displayed Timesheets buttons

< My Employees Unapproved Timesheets 55

Views: | Time Sheet Information - By Name

v | Filters: [ #status - A1l Unapproved

' Ej{ “ Lf Favaritesw ] New Window i:I"iP.-Ty'Pnnt Queue

v

T @ 8 &

Refresh

iew/ Approve/
astName a First Middle SSN Vieek Stari Week End Status Tofal Hrs Hrs Paid Cvertime | Pd Hrs T-ﬁulan‘g;liltm
05/19/2013 ©5/25/2819 | WFM 30h43m|  37h30m
— Mass Approve
85/19/2819 05/25/2813 WFM 33 54m  34h 0Om Time Sheets M/
85/19/2013 5/25/2015 |'WFM | 28h16m  28h 15m shas; || VIR EEUMY /
05/19/2019 95/25/2819  WFM 20h04m  20h 00m 2 =
Mass Print Time
05/19/2019 5/25/2213 | WFM 37h27m 37h30m 16h 15 Shesis
05/19/2813 85/25/2819  WFM 3th39m  31h45m Time Sheet
95/13/2019 05/25/2813 | WFM 34h 15m  34h 15m 3h 45 Golers

B o5/15/2015_| os/zs/2015 L | hom| haom| | ians

B i

19. After timesheets are selected, click Mass Approve Timesheets Waiting For My Approval

20. Optionally, click Print Selected Timesheets for a hard copy

21. Note: Timesheets with notes attached can NOT be Mass Approved and will need to be
Individually Approved

22. You can now see a History of these in the Time Sheet History area under the employee’s name

23. To Mass Print, click the Mass Print Timesheets button

'!vvvvvvv

< My Employees Unapproved Timesheets i v [ ® irFavoritesw T New Window £58My Print Queve
Views: | Time ‘Sheet Information - By Hame v | Filters: *Status - ALL Unapproved b hid ml rﬁ @:] L'L.IL Both
Last Name a First Middle SSN Week Stard Week End Status Total Hrs Hrs Paid Cvertime Pd Hrs ¢
85/19/2819 85/25/2819  WFM 3%h43m | 37h 30m
85/19/2018 e5/25/2819 WEM | 33h54m  34h 00m ol e
85/19/2019 | ©5/25/2012 \WFM | 28h16m  28h 15m shas; || Ve TecMy
85/19/2819 85/25/2019  WEM 20h 04m  25h 0Om Vi Print Tie
85/19/2819 85/25/2@19 |WFM 37h 27m|  37h 30m 16h 15 Sheets ;/ L
85/19/20819 85/25/2815  WFM 31h39m  31h45m Time Sheet
95/19/2019 @5/25/2019 WM 34h 15m  34h 15m 3h 45 Golors
[ o515/2013 | 05252019 (W | Ih3om| haom| | 13h0g

24. The next window will allow you to individually select employee’s names to be mass printed by
clicking on the My Employees link

25. Enter the Start and End Date

26. Click Print

My Employees Timesheets — History allows Supervisors to view their employees’ Historical
timesheets.

1. Login to Employee Access

11
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2. CIICk True Time tab Employee = Time I FastTrack FastTrack
3. U nder Supervisor Information | Off WIuGEE Open Positions | Screener

Access and My 4 < True Time ~ Supervisor Access
EmplOyeeS Time Data Mining L E| My Employees True Time 9
. . Reports L My Employees Totals by Status L
Sheets’ click HIStory My Employees Weekly Averages L
4, Alist of your Schedule Tracker Ll
. . Max H ]
Employee Historical shishices ©

) . + My Employees Time Sheets |
Timesheets will show Unsabimitiod =
5. Click the drop-down Lepprovd 2
. History S T
arrow next to View to

change the way your
data displays
6. Click the drop-down arrow next to Filters to narrow your results to Statuses

Employee | Time I FastTrack FastTrack

e Information = Off [Nz Open Positions | Screener

‘ n i My Employees Time Sheets History ﬁ | & . f,;’Fauon'tesv CD Mew Window IEIMY Print Queue |
Views: | My Employees Time Sheets History - By Name}" ilters: | *A11 Time Sheets - All Employees 2’-' Y [ & Eefresh

Comp Ti | Vi?”g i';"e
Last Name a First Middle SSN Week Start \Week End Status Total Hrs| Clock Hours Hrs Paid Overtime )

05/19/26819 | 85/25/2019 |W'FP | 33h 01m 23h 00m s | Mass Print Time |
Sheetls

7. Click the drop-down arrow next to highlighted employee to view details for:
a. Timesheet Information

b. Workweek Totals

c. Timesheet Detail

d. Timesheet History

e. Adjustments
‘ n . My Employees Time Sheets History W i -] . - i}Fa'}DlH&sv qjNew Window lﬁMy Print Queue |
Views: |My Employees Time Sheets History - By Mame v | Filters:|*A11 Time Sheets - All Employees v| W @l @ @ & Refresh

Comp Time | View Txme;\L

Last Name a First Middle SSN Week Start Week End Status Total Hrs: Clock Hours Hrs Paid Cvertime _‘.EIEFL’,R

85/19/201% 85/25/2619 |\WH 33h 01m 33h 00m “ || Mass Print Time
3 oy =5 £ e = 5 Sheets

| Expand Al Collapse All Modify Details (displaving 5 of 5) View Printzble Details

[ Time Sheetinformation |

» Workweek Totals

» Time Sheet Detail

12
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8. Click View Timesheet to see timesheet details

View Time Sheet
Time Sheet for

Period Summary

)): 05/19/2019% - 05/25/2019

Type Pay Note Hours
Work TECH (Technology) 33h 01m
Total Hours: 33h 01m
Hours Pzid:  33h 00m
Daily Totals
Status Note Hours
Monday 05/20/19
7i53 AM - 406 PM IN gh 13m
05/20f/19 Totzl Hours: 8h 13m
Tuesday 05/21/19
8:01 AM - 4:03 FM IN 8h 02m
05/21f19  Totzl Hours: 8h 02m
Wednesday 05/22/19
7:52 AM - 4:01 EM IN Bh 09m
05/22f19  Totzl Hours: 8h 09m
Thursday 05/23/19
716AM - 3:53FMIN 8h 37m
05/23/19  Totzl Hours: 8h 37m
Adjustments
Mo Adjustments For This Timesheet.
Employee: Date:
Approved By: Date:

Print

Back

13




