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Select Staff – Changes / Improvements 
[Select Staff] page changes and 
improvements:

1. Page load times significantly improved

2. The page displays only active Staff 
Positions with Timekeeping enabled 

3. Staff checked here become the set of 
timecards for both the [Time Cards] and 
[Approval View] pages

4. Pay Period column is now a pulldown at 
the top of the page. Pay Period selection 
is also retained across the above pages
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Approval View – Changes / Improvements 
The [Approval View] page changes and 
Improvements:
• Significantly improved page load times
• Now a Standard Grid. Added: 

a. Sort, Filter, Export, 
b. Custom Layout, and Pagination Capabilities

• Column and row headers locked for both 
horizontal and vertical scrolling

• New columns for:
a. “Shift Diff Hours”
b. “Straight Time Hours”
c. “Approval Count”
d. “I am an Approver”
e. “Pending my Approval”

• Timecard “Action” buttons are grouped into a 
more space efficient pull-down list

• Wider Columns for reduced vertical scrolling:
a. “Errors”
b. “Approvers 1-3”
c. “Payroll Sign-off”
d. “Comments”
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Approval View – is now a Standard Grid
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The [Approvals View] page is now a 
Standard Grid which has the following built-
in capabilities:

1. Sort
Click the column header to sort the list in Ascending or 
Descending order

2. Filter
Click the icon to filter the list 

3. Export
Select the rows to export, then click

4. Custom Layout Settings
Add / remove or rearrange columns, then name and save the 
layout. Can set as default and/or share the layout.

5. Pagination Settings

6. Menu Bar is now locked while scrolling 
vertically 

7. First 5 columns are also locked while scrolling 
horizontally

1

2

3 4

5

6

7



Approval View – New Columns
Added new columns for:
• “Shift Diff Hours”

Total worked hours that count toward Shift Differential 1-3 
rates

• “Straight Time”
Total worked hours that count as Straight Time

• “Approval Count”
Total count (0-4) of approvers that have approved the 
timecard

• “I am an Approver”
True: When the logged in user is an Approver of the timecard

• “Pending my Approval”
True: When the logged in user is an Approver and has not yet 
approved the timecard
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Approval View – Moved the Actions Buttons
The Timecard “Action” buttons are now 
grouped into a more space efficient pull-
down list on the menu bar1:
• “Recalculate”

Pops up a confirmation then performs a Recalculate on 
the checked2 Timecards if confirmed

• “Approve”
Approves the checked2 Timecards after confirmation

• “Remove Approval”
Removes your approval on the checked2 Timecards after 
confirmation

• “Add Comment”
Pops up a confirmation windows where you enter a 
comment and (when confirmed) appends the comment to 
the checked2 timecards

• “Commit & Lock”
Locks the checked2 Timecards after confirmation
Note: The confirmation window highlights the Pay Period being 
locked in red to help prevent you from locking the wrong Pay 
Period

• “Unlock”
Unlocks the checked2 Timecards after confirmation

7

1 Rows where the action cannot be completed are skipped. Skipped rows are 
displayed after the action is finished in a pop-up window

2 NOT checking at least one item is the same as checking ALL items



Timecard – Improvements
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Timecard operability and performance improvements:
1. Improved page load times

2. You can now rebuild select parameters in the timecard 
(Position, Calendar, Schedule, Budget Codes, and/ or Pay 
Modifiers) without deleting the entire timecard

3. Traceability, approval workflow, and notification 
capabilities added to attendance overrides using Process 
Forms: 

a. New Absence

b. Edit / Change / Cancel Absence

4. Timecard auditing improvements

5. Button display is “smarter”.  They are not shown if your 
Role doesn’t allow the action, greyed out if the current 
conditions don’t allow the action but under other 
conditions it’s allowed

6. System will notify you now with a “Red Box” error when 
changing to a Pay Period that the current Timecard’s Staff 
Position is not active in

7. Shift Notes can now be individually edited or deleted
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Timecard – Improvements (cont’d) 
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More efficient use of space:
8. Condensed the legacy timecard’s [Add R] button and 

“Ancillary Job” columns into the new add row [] button

9. Punch info reduced to one line

10. Eliminated columns:
a. “Approvals” – moved to the top of the page.  Now Lists the 

approver 1-3’s name and the status of their approval

b. “Calendar Event” column – is now an Icon 

11. Combined “Cancel”, “Absence Request”, “Accrual 
Amount”, “Cancel”, “Accrual Amount Override”, and 
“Accrual Units” into a single “Absence” Column

12. Combined “Schedule In”, “Schedule” Out into a single 
“Position & Schedule” column
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Timecard Operability – Adding Shifts
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Click (+) to add a shift to the Timecard. 
Elevated Users1, Approvers3, and 
Employees2 can add shifts to Timecards: 

1. Click the plus icon [ ] on the day you need to 
add a shift

2. Select the Position from the pull-down list

3. Click [Create]

4. The system will add a blank row* to the 
Timecard for you to populate

* You can add multiple rows, [Save/Recalculate] is no longer required for 
each row
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1 Administrators, Attendance Administrator, HR Admin, Business Office

3 Approvers 1-3 are set on the Position

2 The Employee for the Timecard when allowed by a Position setting.  



Timecard Operability – Adding Ancillary Jobs
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Click (+) to add an Ancillary Job to the 
Timecard. Elevated Users1, Approvers3, and 
Employees2 can add Ancillary Jobs to 
Timecards:

1. Click the plus (+) icon on the day you need to 
add an Ancillary Job 

2. Select the Position from the pull-down list

3. Select “Anc. Job” from the pull-down list
• If “Anc. Job” is not selectable, the Position does 

not have Ancillary Jobs setup.  Contact your 
Solution Architect or Administrator

4. Click [Create]

5. The system will add a blank Ancillary Job row 
to the Timecard for you to populate
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1 Administrators, Attendance Administrator, HR Admin, Business Office
2 The Employee for the Timecard when allowed by a Position setting.  

3 Approvers 1-3 are set on the Position



Timecard Operability – Deleting Rows
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Click .............. to delete a row on the 
Timecard. Elevated Users1, Approvers3, 
and Employees2 can delete rows:

1. Check the row(s) you want deleted

2. Click 

3. Confirm the selected record count in the 
pop-up

4. Click [Confirm Delete(s)]

Note:
• Remove all row Punches … before deleting, 

otherwise [Delete Row] will only clear the schedule, 
comments, and overrides

• [Reapply Parameters] will restore the row (unless it 
was manually entered

1 Administrators, Attendance Administrator, HR Admin, Business Office
2 The Employee for the Timecard when allowed by a Position setting.  

3 Approvers 1-3 are set on the Position
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Timecard Operability – Overrides
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Most fields on the Timecard and Totals Tab 
can be overridden:

1. Timecard Overrides: Elevated Users1, 
Approvers3, and Employees2 can override 
values on the Timecard (top panel)

2. Totals Tab Overrides: Only Elevated Users1 

can override values on the timecard’s Totals 
Tab (lower panel)

3. Cells that have been overridden are 
highlighted orange

4. Attendance overrides have an orange    (edit)
 or grey     (new) pencil icon

5. Clicking the wrench        will pop-up override 
details

6. Clicking the orange     pencil will allow you to 
view the completed absence form, cancel or 
edit the request

1

2

SMITH 

3
5

4

5

1 Administrators, Attendance Administrator, HR Admin, Business Office
2 The Employee for the Timecard when allowed by a Position setting.  

3 Approvers 1-3 are set on the Position



Timecard Operability – Overrides (Attendance)
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1. Timecard Attendance Overrides now use Process Forms. Use your 
existing (or setup a new) form for Timecard Attendance overrides as 
you would any other Absence or Change Request form

2. Entries are still Color Coded by status:
• Green = Approved 
• Red = Pending

3. The legacy “Cancel”, “Absence Request”, “Accrual Amount”, “Cancel, 
Accrual Amount Override”, and “Accrual Units" Columns 
consolidated into a single “Absences” Column to minimize scrolling:

• Accrual Units (H = Hours, D = Days)
• Accrual Amount 
• Absence Code

4. Clicking     will now pop up a window where you select from of list of 
pre-configured Absence Request forms

5. Clicking     will allow you to change, edit, or cancel an existing 
request based on its state:

a. Past / Approved Absence Requests: Submit a Change Request, or Cancel
b. Pending or Future Request: Cancel, or Edit* it
c. Approved Change Request: Cancel, or Edit* it

* Edit will Cancel the existing and resubmit a new request form of the same type
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Timecard Operability – Overrides (New Absences)
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New Absences now open a preconfigured 
Absence Request Process Form:

1. Click …. on the timecard

2. From the pop-up, select a “Form*” from the 
dropdown list
• If the list is empty, contact your Solution Architect

3. Select a “Date Range*” from the drop-down list

4. Select a “Position*” from the drop-down list

5. Select an “Absence Code*” from the drop-down list

6. Click [Create Form(s)]
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Timecard Operability – Overrides (Edit Absences)
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Pending, future requests         and approved 
Change Requests          can be Edited:

1. Select any future pending or approved Absence Request 
by clicking on the pencil

2. From the “Edit Absence” Pop-up select:
a. “Cancel Exiting Request and Submit a new Request”

3. Click [Continue]

4. The system will then:
a. Cancel the exiting form and credit your balances

b. Launch a new Absence Request Form

5. Fill out the new form and click [Create Form]
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Timecard Operability – Overrides (Cancel Absences)
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Absence Requests can be canceled from the timecard:
1. Select any Absence Request by clicking on its orange 

pencil

2. From the “Edit Absence” Pop-up select:
a. “Cancel Exiting Request”

3. Click [Continue]
The system will then remove the Absence from the timecard by 
canceling the existing form and crediting your balance
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Timecard Operability – Overrides (Change Requests)
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Past / Approved Absence Requests are now 
overridden using a Change Request Process form:

1. Click           any approved Absence Request (green)     

2. IF the Absence is a Past / Approved Absence Request, then 
the system will prompt you to:

a. Submit a Change Request form, or

b. View the form

3. Select “Submit a Change Request” 

4. Click [Continue]

5. From the pop-up, select a “Form*” from the dropdown list
• If the list is empty, contact your Solution Architect

6. IF you want to cancel the request, select
a. “Remove the Absence Request (I was present)”

and the system will remove the request and credit your 
balances

7. Otherwise, Select “Edit Absence”
a. You can then change the “Absence Code*” from the drop-down list 

and/or

b. Change “From” and/or “To” times

8. Click [Create Form(s)]
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Timecard Operability – Overrides (Punches)
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Punches can be overridden on unlocked / 
unapproved1 timecards:

1. New / overridden punches are highlighted 
orange with a blue wrench

2. Missed / overridden punches are highlighted 
orange with a red wrench

3. Clicking the red X deletes the punch

1Approved timecards (top panel) can not be modified. The 
Totals Tab (lower panel) however, can be modified when 
approved but not after it’s been locked

SMITH 

SMITH 
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Timecard Operability – Overrides (Fields and Shift Notes)

20

Most fields can be overridden on unlocked 
/ un-approved timecards by Elevated 
Users1, Approvers3, and Employees2:

1. Overridable Timecard Fields:
a.“Calendar Event Hours” 

b.“Position & Schedule” 

c.“Lunch (minutes)” and 

d.“Hours”

2. Cells that have been overridden are 
highlighted orange

3. Clicking the blue wrench    will pop-up 
override details 

4. Click    to add a Shift Note

4

1 Administrators, Attendance Administrator, HR Admin, Business Office
2 The Employee for the Timecard when allowed by a Position setting  

1a

1b 1c 1d

3

3 Approvers 1-3 are set on the Position



Timecard Operability – Overrides (Totals Tab)
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Most Totals Tab fields can be overridden 
on unlocked timecards by Elevated Users1:

1. [Add Totals]  adds a new blank row to the 
Totals Tab

2.                   removes selected row(s) from the 
totals tab

3. Like the timecard pane, overridden cells are 
highlighted orange (without a wrench)

4. Both Regular and OT Hours can be converted 
to Accruals

5. Totals tab override details can be viewed on 
the History tab

1 Administrators, Attendance Administrator, HR Admin, Business Office
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Timecard Operability – Approvals
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Timecard Approval Status:
1. The Approvers and status of their approval are 

now listed for each of the Employee’s 
Position(s) at the top of the page:

2. The timecards approval status is represented 
by the following icons:
• No Position 1-3 Approvers have approved 

the Timecard for this Position “CUSTO” 
(Timecard Display Name*) 

• Approved, but not by all Approvers

• Fully Approved by all Approvers

3. The Approver status is represented by 
the following icons:

• Approved

• Has not Approved the Timecard

4. IF the Employee is setup to be an Approver, 
the status of their approval will appear as:

• Approved

• Employee has not Approved their Timecard
*”CUSTO” is the abbreviated version of “CUSTODIAN” from the Totals tab.  It can be customized by changing the Position’s “Timecard Display Name”
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Timecard Operability – Auditing
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The History Tab:
1.The History Tab now lists all employee 

timecard related auditing events from the 
system Audit Log

2.The legacy auditing functionality remains but 
has been moved to the “Legacy History” tab

1 2



Timecard Operability – Reapply Parameters
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             now allows an Elevated 
User1 to rebuild selectable parameters in 
the timecard: 
• Work Schedule & Calendar 

• Base Pay Rates

• Pay Modifier Group

• Position Parameters

• Position Staff Parameters 

• Budget Codes 

• Remove All Overrides & Shift Notes

without deleting the entire timecard

1 Administrators, Attendance Administrator, HR Admin, Business Office



Timecard Operability – Commit & Lock
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Commit & Lock Information:
1. When Timecards are locked, Date, Time and 

User information is now listed at the top of 
the timecard.  Elevated Users1 can lock 
timecards

1

1 Administrators, Attendance Administrator, HR Admin, Business Office



Timecard Calculations Changes – Weekly OT

Weekly Overtime logic for users with multiple Positions has changed:
• When a user’s Positions share a Pay Modifier: For each Position that shares the Pay Modifier, the system 

combines their worked hours to calculate Weekly Overtime
• The system will use the highest Pay Rate of all the Positions 

• Totals Tab row will be listed under the Primary Position

• When a User’s Positions have different Pay Modifiers: The system calculates OT separately for each Position

• For Positions without a Pay modifier or it’s not set: the system does not calculate OT for Positions without a Pay 
Modifier or a Pay Modifier without a weekly overtime rule configured:  
• Hours for these Positions will not count towards the weekly OT threshold or the OT threshold of any another Position
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Timecard Calculations Changes – Daily Overtime

A new “Daily Overtime” section has been added to the Pay Modifier Group. It allows districts to set a 
daily threshold where a user will receive the Daily Overtime Rate (“Factor” * Regular Rate) for worked 
hours beyond that threshold on that day
• New Pay Modifier settings:

• Start After (Hours) - For each day in the week, worked hours greater than this value will be considered overtime
NOTE:  0 value means all worked hours are overtime, NULL, means none are overtime

• Factor - Multiplication factor for the Daily OT calculation on the timecard.

• Daily Overtime hours are NOT counted towards the Weekly Overtime threshold. 

• Daily Overtime has its own row on the user's timecard Totals tab section
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A new option has been added to the “Shift Differential” section of Pay Modifiers Groups:
• Added a new “All worked hours that occur within the defined time bracket will receive the Hourly Rate Increase regardless of 

when the shift started” option

• When checked, "Start" time has no bearing, all worked hours between Start and End times for an Employees shift will receive 
the Hourly Rate Increase ($)

Timecard Calculations Changes – Shift Differentials 
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Timecard Calculations Changes – Primary Position

A Primary Position is recommended but no longer required.  If one is not set, the system uses the 
following rules to determine which Position is Primary:
• IF Primary Position is set AND there is not more then one Position for an Employee

• Use the single Primary Position

• ELSE Use oldest Position by Start Date as the Primary

• ELSE IF they all have the same Start Dates
• Use the Position first in the list when sorted alphabetically by Title as the Primary

• ELSE
• Use the Position with the smallest primary key as the Primary

29



Removing an Absence from the system (Mistakes)
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Remove Attendance Grid or Daily Attendance Initiated 
Absence(s) from the system like you would any other 
form:

1. If you submitted the absences:
• Go to Process Forms > Forms I Submitted >

2. Otherwise
• Go to Process Forms > All Forms >

3. Use the filter functions to find the form(s). Use any of the 
following:
• Process Form Name
• Process Category
• Date Created

4. Select the forms(s) to remove from the system, then:
a. Select   
b. Set the Status = “Canceled”
c. Check [Save]

5. You can now mass delete the selected form(s):  
a. Check               
b. Check [Confirm Delete]
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Backup
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Timecard – Intelligent Icons / Fields
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Icons are now visible and selectable intelligently:
1. [Commit & Lock] is visible to Elevated Users1. Selectable when 

timecard is unlocked
2. [Reapply Parameters] is visible to Elevated Users1. Selectable 

when timecard is unlocked / unapproved
3. [Save/Recalculate] is visible to Approvers 1-3, Employee2, and 

Elevated Users1. Selectable when timecard is unlocked / 
unapproved

4. [Approve] is visible to Approvers. Selectable when timecard is 
unlocked, no errors, and has not been approved by a higher 
approver3

5. [Remove Approval] is visible to Approvers and Elevated Users1. 
Selectable when timecard is unlocked, User has Approved, and 
has not been approved by a higher approver3 

6. [Remove Lower Approval] is visible to Approvers and Elevated 
Users1. Selectable when timecard is unlocked and a Lower 
Approver3 has approved the timecard

1 2 34 5 6
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12

1 Administrators, Attendance Administrator, HR Admin, Business Office

3 Approver 1 is a “Lower Approver” to Approver 2-3 as is Approver 2 to Approver 3, and the Employee is the lowest Approver to all 3

2 The Employee for the Timecard when allowed by a Position setting.  



Timecard – Intelligent Icons / Fields (cont’d)
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Buttons are now visible and selectable intelligently:
7. [Delete Row] is visible to Approvers 1-3, Employee2, and Elevated 

Users1.  Selectable when timecard is unlocked / unapproved
8. [Add Row  ] is visible to Approvers 1-3, Employee2, and Elevated 

Users1.  Selectable when timecard is unlocked / unapproved
9. [Absence Requests   ] are visible when timecard is unlocked / 

unapproved.  Selectable by Approvers 1-3, Employee, and 
Elevated Users1

10.[Change Requests  ] are always selectable. Editable when 
timecard is unlocked / unapproved by Approvers 1-3, Employee, 
or Elevated Users1

11.[Delete Punch   ] is visible when timecard is unlocked / 
unapproved.  Selectable by Approvers 1-3, Employee, and 
Elevated Users1

12.[Add Totals Row], [Delete Row] is visible when timecard is 
unlocked.  Selectable by Elevated Users1

1 2 34 5 6

8

7

9

10

11

12

1 Administrators, Attendance Administrator, HR Admin, Business Office

3 Approver 1 is a “Lower Approver” to Approver 2-3 as is Approver 2 to Approver 3, and the Employee is the lowest Approver to all 3

2 The Employee for the Timecard when allowed by a Position setting.  



Timecard – Intelligent Icons / Fields (cont’d)
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Fields are also editable (overridable) intelligently:
1. “Calendar Events”

2. “Position & Schedule”

3. “In/Out Punches”

4. “Lunch Minutes” and

5. “Hours” are editable to Approvers 1-3, Employee2, and Elevated 

Users1 when the timecard is unlocked / unapproved

6. “Shift Notes” are editable by anyone that can view the timecard 

at anytime

7. “Hours Override”

8. “Factor Override” 

9. “Convert to Accrual”

10.“Pay Rate Override”

11.“Budget Code Override”, and

12.“Comments” are editable by Elevated Users1 when the timecard 

is unlocked

1

2 3 4 5 6

87 9 10 11 12

3

1 Administrators, Attendance Administrator, HR Admin, Business Office

3 Approver 1 is a “Lower Approver” to Approver 2-3 as is Approver 2 to Approver 3, and the Employee is the lowest Approver to all 3

2 The Employee for the Timecard when allowed by a Position setting.  



Timecard – Intelligent Icons / Fields (Action Matrix)
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