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Select Staff — Changes / Improvements

Time Cardso
[ Tims Cards | Approva Vi | e i m— [Select Staff] page changes and
®clear Al [5g] Export Select saved search v| 1 w [ALL PAYROLLS v || 08/04/2025 to 08/17/2025 ~| .

s ekt veee e g [MProvements:
O TlBZB ZstNamel L v : TB :R meunityEducation TI 1. Page Ioad times Significa ntly improved
@] 6721 Last Name 2 KE 14 KTA1 Hoover Elementary School < 2 . Th e pa ge d iS p I ays O n Iy a Ctive Staff
(@] 13029 Last Name 3 ] D 63 SUBS Holmes Elementary School L¥4 P . . .
m] 13722 Last Name 4 s 62 cs9 Transportation Department v POSItlonS Wlth Tlmekeepl ng enabled
D°11755 Last Name 5 M 61 Ccss Non-Instructional Substitutes v 4 3. Staff Checked here become the Set Of
14152 Last Name 6 J 62 css Transportation Department < . .
pwe avmer o ; et Sty st 2 timecards for both the [Time Cards] and
4302 Last Name 8 T M 63 suBs v [Approval VieW] pages
13453 Last Name 9 R 10 KTA1 v . .
e e o , T — 4. Pay Period column is now a pulldown at
13587 Lesthameii M o cse Kenmore West High School v the top of the page. Pay Period selection
= = e is also retained across the above pages
0O 7848 Last Name 14 L 02 C73F Kenmore East High School «
O 14112 Last Name 15 M 61 Ccss Hoover Middle School .
O 14241 Last Name 16 P 62 cs9 Transportation Department «
O 11409 Last Name 17 ] 71 NR Administration-Business Office «
(] 4590 Last Name 18 D bl 02 KTA1 Coaching v
O 11466 Last Name 19 K 10 cs7 Lindbergh Elementary School —
O 6674 Last Name 20 1 L 01 KTAL v
O 14034 Last Name 21 E 62 cs9 Transportation Department <
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Approval View — Changes / Improvements

Time Cards
povrova Vi The [Approval View] page changes and
Note: Totals display the current stored value. You may need to view the time card or click recalculate to update selected totals. °
Improvements:
®clear Al Pay Period | 08/04/2025 to 08/17/2025 ~ | | Select Action VI Export No saved searches v | H x [Default ¥ &
- Sy © >'gnificantly improved page Joad times
v v y_ ¥ ¥ v y ¥ ¥ ¥ ¥ ¥ I T * Now a Standard Grid. Added:
O - ZWIRECKI Last Name 1 L v 8/19/2025 ? 7 ? ? 0.000 = 0.000 0.000 0.000 .
a. Sort, Filter, Export,
0 Create | ZWIERLEIN  Last Name 2 KE ? ? ? ? ? ? 0,000 ? ? ? b. C L d Pagi . C biliti
0 ZUNNER Last Name 3 3 v 8/19/2025 | 0.000  0.000  0.000 0000  0.000 0.000 0.000  0.000 : ustom Layout, an agination Capabilities
0 ZUMMO Last Name 4 s v 8/18/2025 ? ? ? ? 0.000 0.000 0.000 0.000 ® CO | umn an d row h ed d ers IOCked fo r bot h
O ZUCCARI Last Name 5 ] v 8/19/2025 ? 7 ? ? 0.000 = 0.000 0.000 0.000 h O ri ZO nta | a n d Ve rtica | scrol | i ng
0 ZONA Last Name & ] v 8/19/2025 | 3.750  0.000  0.000  0.000  3.750 0.000 0.000  0.000 . N | f
O ZOMERFELD  Last Name 7 D v 8/19/2025 | 1.000  0.000  0.000 0000  0.000 0.000 0.000  0.000 €w columns Tor:
O ZOLDOWSKI  Last Name 8 T v 8/19/2025 | 0.000  0.000  0.000 0000  0.000 0.000 0.000  0.000 a. “Shift Diff Hours”
] ZIRNHELD  Last Name 9 R . ? | s0.000 0.250 0.000 0.000  15.000 0.000 0.000 11.867 b. ”Straight Time Hours”
0 ZIRNHELD  Last Name 10 o v 8/20/2025 | 0.000  0.000  0.000  0.000 0000 0.000 0.000  0.000 c. “Approval Count”
O ZIRNHELD  Last Name 11 M - ? | 32000  0.000 0.000 | 0.000 0.000 | 0.000 0.000 0.000 d. “lam an Approve r”
0 ZIOLKOWSKI  Last Name 12 N ? ? ? ? ? ?  0.000 ? ? ? e. ”Pending my Approvaln
O [View| zmmer Last Name 13 3 v 8/18/2025 | 1.000  0.000  0.000  0.000  0.000 0.000 0.000  0.000 . “ . ” .
°
O ZILLIOX Last Name 14 L v 8/21/2025 | 6.250  0.000  0.000  0.000  0.000 0.000 4.367  2.117 TI meca rd ACt | O n b Utto ns are gro u ped I nto d
0 ZIEGLER Last Name 15 M v 8/21/2025 2 ? d ? 0.000  0.000 0.000  0.000 more Space efﬁClent pU | I'd own ||St
O ZEMLA Last Name 16 4 v 8/19/2025 | 0.000  0.000  0.000 0000  0.000 0.000 0.000 0.000 ° W|d er CO | umns fo r red u Ced ve rtlca I SCFO| | | ng :
O ZEBULSKE  Last Name 17 3 v 8/20/2025 ? ? G ? 0.000 | 0.000 0.000 0.000 “E ”
O ZANGHI Last Name 18 D v 8/18/2025 | 0.000  0.000  0.000  0.000  0.000 0.000 0.000  0.000 a. rrors
b. “Approvers 1-3”
O ZAKRZEWSKI Last Name 19 K v 8/19/2025 o ? 2 ? 0.000 | 0.000 0.000 0.000 :
“" H 7
O ZACK Last Name 20 3 ? | 40.000  0.000  0.000 0.000  0.000 0000 0350 1.283 C. PayroII Slgn'Off
0 ZACCARIA  Last Name 21 3 v 8/18/2025 | 0.000  0.000  0.000  0.000  0.000 0.000 0.000  0.000 d. “Comments”
4
Page of 54 (1335 items) Show items per page.
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Approval View —is now a Standard Grid

Time Cards
The [Approvals View] page is now a
[ciear Al Pay Period [08/04/2025 to 08/17/2025 v | Select Action v|EExm No saved searches v 4 w [Defaut  ~| [ Standard Grld WhICh has the fOIIOW|ng bU|It'

i in capabilities:

' N Nd Nd d Nd e Nd N Nd N4 Nd Nd N

O Last Name 1 L - 6 v 8/19/2025 ? ? ? ? 0.000 | 0.000 0.000 0.000 1 . So rt _

O [Create] tast Name 2 Ke ? ? 7 ? ? ? om0 2 7 7 Click the column header to sort the list in Ascending or

] Last Name 3 3 - v 8/19/2025 | 0,000 0,000 0,000 | 0.000  0.000 0.000 0.000 0.000 Descending order

O [View] LastName 4 s v 8/18/2025 ? ? ? ? 0.000  0.000 0.000  0.000 H

D v 2| 2| 2| 2 2. Filter ¥

Last Name 5 M - 8/19/2025 0.000 0.000 0.000 0.000 . . . .
Click the icon to filter the list

0 Last Name 6 3 v 8/19/2025 | 3750 | 0,000 0,000 = 0,000  3.750 0.000 0.000  0.000

0 Last Name 7 D - v 8/15/2025 | 1.000 | 0,000 0,000 | 0,000  0.000 0.000 0.000  0.000 3 . EXpO rt Export

D Last Name 8 T v 8/19/2025 | 0.000 |  0.000  0.000 | 0.000  0.000 0.000 0.000  0.000 Select the rows to export, then click

O Last Name 9 R ("4 — ? 80.000 0.250 0.000 0.000 19.000 0.000 0.000 11.867 . .

0 Last Name 10 D v 8/20/2025 | 0.000 | 0,000 0,000 = 0000  0.000 0.000 0.000 0.000 4 . C ustom Layo ut SEttI n gS o

0 Last Name 11 M v - ? | 32000 0.000 0000 0000  0.000 0.000 0.000 0.000 Add / remove or rearrange columns, then name and save the

0 lastheme 12 N 2 2 2 2 2 2 ome 2 2 2 layout. Can set as default and/or share the layout.

O Last Name 13 3 - v 8/18/2025 | 1.000 0.000 0.000 | 0.000 0.000 | 0.000 0.000 0.000 5 . Pagl n atIO n Sett| n gS

0 Last Name 14 L v 8/21/2025 | 6250 | 0,000 0,000 = 0000  0.000 0.000 4.367 2117 Pl e — how So——

0 Last Name 15 M N v 8/21/2025 [ (e 2> ? 0.000 0.000 0.000  0.000

O Last Name 16 P v §/19/2025 | 0.000  0.000 = 0.000 | 0.000 0000 0.000 0.000  0.000 6 . Menu Bar is now | ocC ked Wh i | e scro I | i ng

O [View] LastnName17 ] - v 8/20/2025 ? ? ? ? 0.000  0.000 0.000  0.000 .

m] Last Name 18 D v 8/18/2025 | 0.000 | 0.000  0.000 | 0.000  0.000 0.000 0.000  0.000 vertica | Iy

- petaness K - ||« s 2777 e oo oaw eem 7 First 5 columns are also locked while scrolling

] Last Name 20 3 v ? | 40.000  0.000  0.000  0.000  0.000 0.000 0.350 1.283 .

| horizontally
] Last Name 21 E - v 8/18/2025 | 0.000 |  0.000  0.000 | 0.000  0.000 0.000 0.000  0.000
'Bl . '
Page|1 | of 54 (1335 items) Show items per page.
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Approval View — New Columns

Time Cards
HocaVow Added new columns for:
Note: Totals display the current stored value. You may need to view the time card or click recalculate to update selected totals. ° ”S h ift Diff H 0 u rs"
®clear All  Pay Period [ 08/04/2025 to 08/17/2025 v | | Select Action VI Export No saved searches | 1+ [Defaull ¥ & . ) .
; Total worked hours that count toward Shift Differential 1-3
v v N4 v N4 v N4 Nd v N v v v Vi rates
O Last Name 1 L - ? ? ? ? ? ? 7 - 0.000 ° ”Stralght Tlme”
O [Create | Last Name 2 KE - 17.250 | 0.000 | 0.000  0.000 0 0.000 . .
Total worked hours that count as Straight Time
0 Last Name 3 3 - ? ? ? ? ? 7?7 ? - 0.000
o Losthomed S = ? ? ? 7 2 ? 2 - 0.000 . ”Approval Count”
D ame - - A
T ! v 2 | 2 v o0 Total count (0-4) of approvers that have approved the
0 Last Name & 3 - ? ? ? ? ? 2 2 ooee timecard
O Last Name 7 D = ? ? ? ? ? ?7 ? - 0.000 " "
0 lestMomes T . . 2 2 2 o - * “l'am an Approver
0 LT B ¢ |- L R ° - - s True: When the logged in user is an Approver of the timecard
0 Last Name 10 D = ? ? 7 ? ? ?7 7?7 = 0.000 . d . |”
0 Last Name 11 M v ? ? ? ? 0 o 0.000 Pen Ing my Approva
O LestNeme12 N ? ? ? ? ? - 0.000 True: When the logged in user is an Approver and has not yet
O Last Name 13 3 = ? ? ? ? ? ? 7 - 0.000 approved the timecard
0 Last Name 14 L = - ? ? ? ? o - 0.000
0 Last Name 15 M = ? ? ? 7 ? 7 7 = 0.000
0 Last Name 16 P ? ? ? ? ? 7 7 = 0.000
0 Last Name 17 3 - ? ? 7 ? ? 7 ? = 0.000
0 Last Name 18 D - ? ? ? ? ? ? ? 0.000
0 Last Name 19 K = ? ? ? ? ? 7 ? = 0.000
0 Last Name 20 3 v ? ? ? ? ? 7 ? = 0.000
0 Last Name 21 E - ? 4 ? ? ? ?7 ? - 0.000
. : ‘
Page of 54 (1335 items) Show items per page.
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Approval View — Moved the Actions Buttons

Time Cards

The Timecard “Action” buttons are now

Note: Totals display the current stored value. You may need to view the time card or click recalculate to update selected totals. gro u ped i nto a m o re s pa ce efficie nt p u I I -
®clear Al Pay Period [m Select Action v Ezpm: No saved searches v | H = Default hd 7Y ° 1 b,
. down list on the menu bar?:

Recalculate

pe T v 7 Yy v ¥ Y ¥ ¥ Y ¥ e “Recalculate”
m] Last Name 1 L Remove Approval v 8/19/2025 ‘ ? ? 2 ? 0.000 | 0.000 | 0.000 0.000 . .
L o raonment | N , . 1 2l 2 2 Pops up a confirmation then performs a Recalculate on
real Last Name 2 KE . i . . .
Comit & Lock o the checked? Timecards if confirmed
0 Last Name 3 3 Unlock v 8/19/2025 ‘ 0.000 0000  0.000 0,000 0,000  0.000 0.000 0.000
o A ”
O Last Name 4 s - v 8/18/2025 ? ? ? ? 0000 0000 0.000 0.000 pprove
o LestName's M - v sioaozs 2 ? 2 7 0000 0000 0000 0000 Approves the checked? Timecards after confirmation
O [View| Lastnames 3 b 8/19/2025 3750 0000  0.000 0000 3,750 | 0,000 0,000  0.000 “ ”
e “Remove Approval

0 Last Name 7 o - v 8/19/2025 ‘ 1.000 0000 = 0000  0.000  0.000 | 0.000 0.000  0.000 -
0 Last Name & T - v 8/19/2025  0.000 0000  0.000  0.000  0.000  0.000 0.000  0.000 Rempves YOU" approval on the checked? Timecards after
D Last Name 9 R < - ? ‘ 80.000 0.250 0.000 0.000 15.000 0.000 0.000 11.867 Confl rmatlon

« ”
0 Last Name 10 o . v 8/20/2025 0.000 0000  0.000 0000 0000 0,000 0000 0.000 ° Add Comment
o Last Name 11 M v = ? ‘ 32,000 0.000 0000 0.000  0.000 | 0.000 0.000 0.000 POpS up a confirmation windows where you enter a
0 Lsthame 12 N ? 7 2 ? 2 2 oomw 2?2 ? 2 comment and (when confirmed) appends the comment to
m] Last Name 13 b] i 4 8/18/2025 ‘ 1.000 0.000 0.000  0.000 0.000 | 0.000 | 0.000 0.000 the CheCked2 timeca rdS
m] Last Name 14 L v 8/21/2025 6,250 0.000 0.000  0.000 0.000 | 0.000 = 4,367 2,117 ° Ucom m |t & LOC k”
O Vi st Name - L¥ 4 /21/. ? ? ? ? o ! H H . . .
5 [von] osromess ) =) pO0 | %00 0% ] 0099 Locks the checked? Timecards after confirmation

[View | Last Name 16 P 8/19/2025 0.000 0000  0.000  0.000  0.000  0.000 0.000  0.000 . . . Lo . .

Note: The confirmation window highlights the Pay Period being
0 Last Name 17 3 - v 8/20/2025 ‘ 2 ? ? 2 0.000 | 0.000  0.000  0.000 . .

locked in red to help prevent you from locking the wrong Pay
0 Last Name 18 D v 8/18/2025 0.000 0000  0.000  0.000 0,000 0000 0000 0.000 Period
0 Last Name 19 K - v 8/19/2025 ? ? 2 ? 0.000 | 0.000 | 0.000 0.000

| e “Unlock”
0 Last Name 20 3 v ? 40000 0000  0.000 0000  0.000 | 0.000 0.350 1.283 . ] )
0 Last Name 21 £ - v 8/18/2025 ‘ 0.000  0.000  0.000 0.000  0.000  0.000 0.000 0.000 Unlocks the checked” Timecards after confirmation
D Page [T of 54 (1335 ers) QD Show [ T5— e per page. 2 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
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Timecard — Improvements

I = © e e o Timecard operability and performance improvements:
:T";:F’.;m E‘SM‘TH!RI?IB:”' p:;l!::::!v’::l‘Huurllmm:i:::f::l:‘l? Round In / Actual In wn:ﬂ:: Diﬁlll:«‘.}I't-}wl.):l';l‘c:y.(:lvnl:::l.‘h‘\W:‘u:r:””w:‘ Absence Day Sum Wllksj:u“ﬂ!m*‘ w:’n::::g 1I Im proved page |0ad times
“"-m‘:’:ﬂ ) : O Mens23 @ CUSTO:  GOOAM - 230PM 600AM ] 556AM @ 230PM |/ 232PM © 30 8000 L - 8000 | 8000 [+] . . .
i BN T [ Y (- 7w | o | o [0 2. You can now rebuild select parameters in the timecard
e e o e e oo e e T e @ e T |5 (Position, Calendar, Schedule, Budget Codes, and/ or Pay
e e Tamine Tanrme T T T 7 TonTanls Modifiers) without deleting the entire timecard
p— o o e (R D s 3. Traceability, approval workflow, and notification
S e capabilities added to attendance overrides using Process
Omuzes @ CUSTO:  GOOAM - 230PM GO0AM / 5:59AM @ 230PM |/ 228PM @ 0 8000 P 8,000 32500 |0 FO rms:
O s @O 8000 custo: - / -] ' [] ra soo0 | sosoo (O
Epee— FE R a. New Absence /*
O sunzos @ e . . .
b. Edit / Change / Cancel Absence ¢
” Totals { Comments | History | Information | Calculation Parameters ~Leave Balances | Legacy History . R .
Position Type Hours  Shift Differential Hours Base Pay Factor  Factor Convert to Conversi ion Final Pay Pay Rate Pay Pay  Budget Code Budget Code  |Allocation Comments 4' Tlmeca rd aUdItIng Improvements
e e IO O e AU /| 5. Button display is “smarter”. They are not shown if your
P I =T I [ I [P PO s - e ) Role doesn’t allow the action, greyed out if the current
s B e e B ] [ B ol i ) conditions don’t allow the action but under other
T Srense— 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)

":.dv“g“”u TI’“‘I.&::I:‘E:M"’.\ Time Cards o CUSTO: APPROVER 16 APPROVER 200 nnmmnsn@ M o re EffiCie nt u se Of S pa Ce :
™ o e el s )]ttt i snsnd s | s sy are 8. Condensed the legacy timecard’s | AddRow | button and
Recrulting Il O Moners @ CUSTO:  GO0AM - 230PM 600AM ] 5:56AM 230PM |/ 232PM 0 8000 L - 8000 | 8000 [+] . .
sl p— L p e S “Ancillary Job” columns into the new add row€ button
PAYRO B O wedsjzs @ CUSTO:  600AM - 230PM GO0AM | 559AM @ 230PM |/ 227PM @ 0 8000 L - 8.000 24000 |9 . .
O Thu 6/26 ° CUSTO:  600AM - 230PM G00AM / 551AM @ 230PM [ 225PM @ é 30 £.000 L - £,000 32000 |© 9. Pu nch Info red uced to One | Ine
O Frisfa7 ° CUSTO:  6:00AM - 230 PM 600AM [ 552 AM e 230PM [ 227PM . 30 8000 oo 8,000 40,000 (-] . .
O sateze ° Anclob: Building Check K 1015 AM / 1020 AM | € 100PM |/ 1258PM @ 2750 S - 2.750 42750 (@ 10 . E I I m I n ated COI u m n S :
O sunefzs @ Anclob: Building Check K 930AM [ 928AM @ 1200PM|/ 1201 PM @ 2500 L - 2.500 as2s0 (€ .
e p— T [T 5 o | 7 | oo | o |® a. “Approvals” —moved to the top of the page. Now Lists the
O mweror @ e CusTO:  6OOAM - 230PM 230PM |7 227PM @ 0 8000 A s000 | 16000 |0 a rover 1_3’5 name and the StatUS Of their a roval
0 wed 7/02 [+] CUSTO:  600AM - 230PM 600AM | 600AM @ 1100 AM [ 10:594M @ 5.000 # §(3.5004) 8.500 24500 |9
O Thu 7/03 ?@ CUSTO:  GOOAM - 230PM GO0AM / 5:59AM @ 230PM |/ 228PM @ 0 8000 P 8,000 2500 | @ b. ”Calendar Eve nt” Column —_— is nOW an Icon u
O Fizes & 8000 cusTo: - 1 [:] ! [x] L 8.000 40500 |9
omm © .- 11. Combined “Cancel”, “Absence Request”, “Accrual
O sunzos @ - )
Amount”, “Cancel”, “Accrual Amount Override”, and
e e . “Accrual Units” into a single “Absence” Column
Position Type Hours Shift Differential | Hours | Base Pay |Factor] Factor | Convertto | Conversion | FinalPay | PayRate | Pay | Pay |BudgetCode| Budget Code
O e O e R g ot B~ B 12. Combined “Schedule In”, “Schedule” Out into a single
S— L [E— o0 Y S L.
Regular Hours (24,500 s2000 (100 [ | | —] $20.00 [ ] | Houry |s4s0.00 ""2:6;9””' % ':%:I 100.00000 “ Pos I t I 0 n & SC h e d u | e” COI U m n
Ancllry Job: Bulding | 250 asa 1m0 | [ $29.02 [] | Houry |si01.90| is2as0-98- "",'f‘ l:::':‘ 100.00000
[ Add Totals Row | | Deleta Row | | Save/Recalaulals |
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Timecard Operability — Adding Shifts

" Time Cards
‘Wed, August 20 | Seloct Staff | Time Cars | Approval View | g CUSTO: APPROVER 16 APPROVER 20 APPROVER 30
e e + | [SMITH, ROBERT v 1" 4 o ke Row Remave Approval | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | |
b Add Row on 9/4/2025 a
Wukt-Doc Importing [ Date Calenda) Round Out / Actual Out__[Lunch (Minutes) Hours Absence Day Sum | Week Sum shift Note
T Employee: ROBERT SMITH
Recruiting ’Il 0 mens2s | @ 0 0PM / 232PM @ 30 8000 s - 8.000 so00 | @
Time & Attendance b siti BUS DRIVER RPT ~
L] Anc.Job: | v ! (] # [ENE0GoH) | s.000 16000 | @
(-] jsoPm / 227PM @ 30 8000 Lo 8.000 24000 |0
Reglonal UFSD £) Create
agon Ur | Create | Cancel | , o .
(-] J30PM |/ 225PM @ 30 8000 8.000 32.000
Business Office
Change Rale B
(-] js0PM / 227PM @ 30 8000 # 8.000 40000 | B
[ N pewnany (] Anclob: Building Check K 10:15AM / 10208M 100PM |/ 1258PM @ 2750 rd 2.750 42750 | @
@@ SchoolFront
Version 10.0 () suns/2s (-] Anclob: Building Check K 930AM [ 928AM @ 1200PM |/ 1201PM @ 2500 L - 2.500 45250 | €
© 2000 - 2025
0 mensrz0 | @ CUSTO:  |600AM - 230PM 630AM [ 628AM @ 30 8000 # [BW{os00H) | s.000 so000 | @
O nezor |@ CUSTO:  600AM - Z30PM Z30PM / 227PM @ 30 8000 S 8.000 16000 | £
O wed702 | @ CUSTO:  [600AM - Z30PM 6004AM [ 600AM @ 1100 AM / 1059 AM @ 5000 # S(E500H) | s.s00 24500 |©
O muzos |@ CUSTO:  |EO0AM - 230PM G00AM [ 559AM @ 230PM |/ 228PM @ 30 8000 s - 8.000 szs00 |0
O Fizos WO 8000 cusTo: { (<] / (<] A, - 8.000 40.500 |
(] sat7/05 (] S -
0 sun7os | @ S -
“ Totals { Comments History Information Calculation Parameters Leave Balances Legacy History
Position Type Hours  Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code
ours Override Rate Overide Accrual Amount Rate Override Type Override
(Hours)
— e A-1620-160-99 Budget
USTODIAN| Regular Hours 48.000| $19.41 1.00 | ~| | $19.41 | Hourly |$931.68| " n:;ou T Fund Code 100,00000
B S hd v
— — A-1620-160-99- eoss
USTODIAN|  RegularHours  [24.500 $2000 | 1.00 | v | $20.00 | | Hourly |s4s0.00 o5 _'Ill‘lld C%l 100,00000
Anclllary Job: Bullding —— — A-1620-160-99- Budget
USTODIAN 5.250 $19.41 | 1.50 | $29.12 | | Hourty |s101.90 500 Fu-::l Cods 100,00000
Totals 77.750 0.00 77.750 $1523.58

| Add Totals Row | | Dalete Row | | Save/Recalculats |

1 Administrators, Attendance Administrator, HR Admin, Business Office

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

3 Approvers 1-3 are set on the Position

8,
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Click @ to add a shift to the Timecard.
Elevated Users?!, Approvers3, and
Employees? can add shifts to Timecards:

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

Select the Position from the pull-down list
Click [Create]

The system will add a blank row™ to the
Timecard for you to populate

2.
3.
4.

* You can add multiple rows, [Save/Recalculate] is no longer required for
each row




Timecard Operability — Adding Ancillary Jobs

Time Cards ° P
?mrugmza [‘Seloct Stafl | Tine Corvs | Approval View | i CUSTO: APPROVER 16 APPROVER 20 APPROVER 30 CIICk ° to add an AnCIIIary JOb to the
B | e Prov | 5 of be Row | Ramave Approval | Remave Lower Approvals Commil & Lack Parameters H
s e e L ol il Timecard. Elevated Users?!, Approvers3, and
;'“"‘:WMMW :Il O mones [@] Em"_'_w" ROBERT SMITH - 30PM |/ 232PM @ 20 8000 s - 5.000 soo0 | 2 H
e e o) D S e Employees’ can add Ancillary Jobs to
S O wedszs | @ s boem |/ 227PM @ 8000 # - 8.000 | 24000 |E Timeca rds:
a:f?:f:gi:m O sz | @ O Cea l30pm |/ 225PM @ 8000 4 5.000 32000 |0
- [0 o 2m @ oo |7 | [ ew o 1. Click the plus € icon on the day you need to
T e o |l ile | Coraae T T oo add an Ancillary Job
S L . “”_"_ 2 | oo |/ B ow | e |9 2. Select the Position from the pull-down list
O nezor |@ CUSTO:  600AM - Z30PM Z30PM / 227PM @ 30 8000 S 8.000 16.000 |
O S o Heon e W s 6T 0 o0 | /W | oo [ e [0 3. Select “Anc. Job” from the pull-down list
O muros | @ CUSTO:  |GOOAM - |230PM 600AM / 559AM | @ 230PM |/ 228PM @ 30 8000 s’ - so00 | 3zs00 (@
O dof | sm | e e 7 | e | o | * If “Anc. Job” is not selectable, the Position does
il ,- not have Ancillary Jobs setup. Contact your
SR L : Solution Architect or Administrator
“ Totals { Comments | History | Information | Calculation Parameters | Leave Balances | Legacy History 4- Click [Create]
Position Type Hours  Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code . .
| ovrde | T[] v | el | gy | Rex| oveide | e - 5. The system will add a blank Ancillary Job row
] ] A-1620-160-99- gy, n:ag‘m 100.00000 H
USTODIAN|  Regular Hours  |48.000 st oo | || v) [ $19.41 ] Hourly |$931.68 2000 j % - to the Tlmeca rd for you to populate
USTODIAN  RegularHours  [24.500) s2000 [1oo| [ v ] $20.00 [ | Hourly | saso.g0 |A-1620080-99- % I:é:ld 100.00000
usToDIAN| Ancllary Job: Bullding | ¢ 5, sioat | as0 | [ | $29.12 || Hourly [sa01.90 | A1630-800-98- _m:’l !t‘:'u:-.‘ 100,00000
| Add Totals Row | | Dalete Row | | Save/Recalculats | .

1 Administrators, Attendance Administrator, HR Admin, Business Office

2The 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 — Deleting Rows

" Time Cards

TIPSR | Soloct Safl | Time Caris | Approval View | 4o CUSTO: APROVER 16 APPROVER 20 APPROVER 30 o CI ick to d e I ete a row o n th e

Notifications 3

e > [SMITH, ROBERT v| "0 3 g3 Mol %"‘,2%‘ Remove Approval | Remove Lower Approvals | Commit & Lack | | Reapply Parametars | | Ti meca rd Elevated U Se rsl A rove rs3
mm Dot Importing |e [Calendar Event Hours| Position & Schedule | RoundIn / Actual 1n -] Round Out / Actual Out_|Lunch (Minutes)] __ Hours Absence Day Sum | Week Sum Shift Note ° /4 p p /4
G vonss @ | CUSTO:  600AM - 230PM | 600AM / sssm/o | 230PM |/ 232PM @ 30 8000 ’ - 5.000 soo0 | @ d E I 2 d I
T.T'.:,:;.,f‘"" d an mployees” can delete rows:
. Tuegos @ . m (] # [ENE0GoH) | s.000 15000 |9
Audlt Log ° Delete Row Confirmation o " .
PAROLLUSER [, WY1 ] 30 8000 ;- 8.000 24.000
Reglonal UFSD ! Selected record(s): 3 Confirm selected record(s): 3 1 . Ch eC k th e rOW( S) yO U Wa nt d e I eted
au:"?:f.fg:m 0 thues @ [] 30 8000 rF 8.000 32000 |
Change Rol . . .
B O o O | e g contane Note: Puncdata il not bs deltad. f desed please | . 0 A Bl e 2. Click [ petete Row
" PR O satesas o use the delete button next to the punch to remove, o 2750 7 - 2250 20 | O
&8 SchoolFront . .
S e o | [ conm Deltes) | Ganca | ° so | 7 | ww [em e 3. Confirm the selected record count in the
0 mens/z0 @ CUSTO: |6O0AM - 230PM 630AM [ 628AM @ 30 8000 # [BW{os00H) | s.000 so000 | @ 0 u
O nezor @ CUSTO:  [600AM - Z30PM 230PM |/ 227PM @ 30 8000 N £.000 16000 | p p p
O wed7/02 @ CUSTO:  |600AM - 230PM 600AM / 600AM | @ 11:00 AM / 1058 AM @) 5,000 # E(ES00R) | s.s00 24500 | © 4 Click [Confirm Delete(s)]
O muzos @ CUSTO:  (B00AM - 230PM 600AM / 559AM | @ 230PM |/ 228PM @ 30 8000 s - 5.000 3200 |0 :
0 Fizos @O 8000 cusTo: - / [<] / (<] £ - 8.000 40500 | @
O sat7os @ A } _
O sunvos @ a - ) N Ote :

“ Totals { Comments | History | Information | Calculation Parameters | Leave Balances | Legacy History I ° Remove a” rOW PU nCheS e before deleting,

Position Type Hours  Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code ! i C Ot h e rWiSe [De I ete ROW] Wi I I 0 n Iy C I ea r t h e SC h e d U I e,
Hours Override Rate Overide Accrual Amount Rate Override Type Override .
— Hours) — . — comments, and overrides
USTODIAN|  RegularHours 48,000 st |00 | [ | v ] $19.41 [ ] | Hourly |s931.6a| Ai620060-99 % Code 100,00000 . .
— PR DU ey e e RO et I IO e S OO * [Reapply Parameters] will restore the row (unless it
- - e s was manually entered
usTopan| Ancilary Job: Bulding | g 5, siear |1sa| [ | $29.12 [ ] | Hourly |sa01,90| A1630-200-98- _m:’l Code 100,00000

| Add Totals Row | | Dalete Row | | Save/Recalculats |

1 Administrators, Attendance Administrator, HR Admin, Business Office
2The 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

" Time Cards

L T R —— Most fields on the Timecard and Totals Tab

Pay Period
[SMITH, ROBERT v "o g gy | Mext | 06/23/2025 1o 07/06/2025 v | Delate Row | [ Approve | | Remave Approval | Remave Lower Approvals | Commil & Lack | | Reapply Paramelars | | ]

Date [Calendar Event Hours| Position & Schedule Round In / Actual In Round Out / Actual Out  |Lunch (Minutes )| Hours Absence Day Sum |Week Sum Shift Note o ca n b e ove r r i d d e n :
1. Timecard Overrides: Elevated Users?,

CUSTO:  |G00AM - 230PM 600AM [ 556AM @ 230PM |/ 232PM @ 30 8000 Vg Q 8.000 8.000

CUSTO:  |600AM - 230PM / [] / [ # BNEGEEH] | s.000 16.000

[+]
[+ ]

cuen (5000 B KT (B (R [t | Approvers3, and Employees? can override
[+]

CUSTO:  |[600AM - 230PM 600AM / 551AM | @ 230PM |/ 225PM @ 30 8000 s - 8.000 32.000

]

(]

©

° .

(-] CUSTO:  [600AM - 230PM 600AM [ 552AM | @ 230PM |/ 227PM @ 30 8000 i Edit Absence a Values On the Tlmeca rd (top panel)
]

]

-]

]

©

Please pick an Action*
Anclob: Building Check K 930AM [ 928AM @ 1200PM |/ 1201PM @ 2500 ' © submit Change Request

The Absence you are editing can be changed by subm
. Totals Tab Overrides: Only Elevated Users?

Anclob: Building Check K 10:15AM / 10208M @ 100PM |/ 1258PM @ 2750 L - action below to conti
2
| 7 can override values on the timecard’s Totals

CUSTO: | E00AM - 230PM 630AM [ 628AM @

CUSTO:  600AM - 230PM 230PM |/ 22TPM @

N Tab (lower panel)
{emamgmef v o © e am 0 | p | wn | 7 | ew e | 3. Cells that have been overridden are

8.000 | P
on: D9/05/2025 12:22 PM ! o ! (] B 8.000 40.500

e y P highlighted orange [ #

4. Attendance overrides have an orange ¢ (edit)
“ Totals { Comments | History | Information | Calculation Parameters | Leave Balances | Legacy History I Or grey ./’ (neW) pencil icon

CUSTO:  [600AM - Z30PM 1100 AM|/ 1059 AM €@ 5000 / FE(3S00H) | sso0 | 24500

600 AM [ 600AM @

3

Position pe Hours  Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Bu Code Bui Code || i C ol . . . .
! R e 5. Clicking the wrench & & will pop-up override
USTODIAN  ReguiarHours 48,000 s1941 | 100 | | | 2 | $19.41 || oury |ssa1.g0 Ari63500-9%- Fm::il c:d;n £00,00000 ) d eta i |S
USTODIAN|  RegularHours  [24.500) s2000 |00 | [ | v ] $20.00 [ | Hourly | saso.00 |A-1620-480-9%- eyn !:;lﬂ £00.00000 . . . .
| : d_ o ‘ 6. Clicking the orange # pencil will allow you to
usToDIAN| Ancllary Job: Bullding | ¢ o, s1o41 | 150 | | | $29.12 || Hourty |s101.90 (4362518095 lpund  code 100,00000 .
F = s * view the completed absence form, cancel or

| Add Totals Raw | | Delate Row | | Save/Recalculate | ed't the requeSt

1 Administrators, Attendance Administrator, HR Admin, Business Office
2The 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 (Attendance)

Edit Absence

Please pick an Action*

O Cancel Existing Request
O Cancel Existing Request and Submit new Raquest

The Absence you are editing is not fully approved, please select an action below to continue.

O view Form
v Commit & Lod
e (Mimates] [Ep— == %m Wesk Sum w:rninn:_ ing a _Car_icel option and clicking Contil will i cancel the existing form
o - and require a resubmission of the form to recover the Absence,
30 8.000| ey’ 000 8.000 aserrasmnn | ar-seery
/- oo | 18000 D T I
E 8000) F 000 I+ 1
Initiate o
30 8.000| F 000 [+] nitiate
Selected record(s): 1
30 &.000| A .000 40000 |0 Absence Information
27501 7 - ™ e | 42750 o Please select the digital process you would like to start:
Form Category* form*
- Absen tFe Absence Request
2500| . 500 | 45.250 0\ e Rt Foe | {Anoonc Reg ~
30 800} LWOsGH) | {.000 soo0 | O Date Range*
a\
Start Date*
X, - 5.000
= — \ o] e 8202025 [B] | Update Date
Position*
sou| | £ BB | o | wae [0
N N Absence Code*
30 8.000) 7 - 000 2500 | Sick - Available: 180.25 (Hours) ~
Comments
\ - . 4500 |0
A N
AT TN
Absence Request
Create Form(s) | Cancel
rsion | FinalPay = PayRate | Pay | Pdy  BudgetCode  Budget Allocation Comments
unt Rate Override | Type Override
ws)
Bug
\A-1620-160-99-
$19.41 Hourly |$931.68 fund  Co - @
Lo v Edit Absence
Bud  The Absence you are editing can be changed by submitting a change request form, please select an
A-NS20-160-99- ’
) Heurly | p480.00 \ﬁm furd  C4  action below to continue.
sud  Please pick an Action*
s29.42 weurly [s101.90| NS buna o @ submit Change Request
si823.88 ] View Form
[ Continue || Cancel |
T

\

Edit Absence
The Absence you are editing has an

Change
below to continue.

Please pick an Action*
O Cancel Existing Change Request
O Cancel Existing Change Request and Submit new Change Request
O view Form

please select an action

Warning: Selecting a Cancel option and clicking Conti will i

form

and require a resubmission of the form to recover the Absence,

| Continue || Cancel

y cancel the existil

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

. Entries are still Color Coded by status:

* Green = Approved » [Ei@EoooH)
* Red = Pending » [iEi0sH

. 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

. Clicking .» will now pop up a window where you select from of list of

pre-configured Absence Request forms

. 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)

(3]

. [ New Absences now open a preconfigured
Human Resources | (SMITH, ROBERT | 7100 yof 1 Next I%M\ [Delste Row | [ Approva ] | Remove Approval | | Remave Lower Approvals | Commit & Lack | | Reapply Parametars | |
e e e S T T YT TS ) BT T I T Absence Request Process Form:
Recruting O venens @ CUSTO:  600AM - 230PM 600AM [ 556AM @ 230PM |/ 232PM @ 30 8000} /7 - oo | 8.000 o
za:mr 3 ’ Z:.::zz: : :: ::: :::: 600AM jSSSAM : 230PM :Z.Z'H’M : 0 8000 - /'- ':: :::: : 1. CI iCk ‘/’ On the ti meca rd
O The &/26 : wsvoj 600 AM —Z:}nPM 600AM/5:51AM : L:aom /z:zsm : 30 8000 ///:o 000 32000 |© 2. From the pop_up’ Select a llForm*” from the
O frisfa7 CUSTO:  E00AM - 230PM 600AM / 552 AM 230PM [ 227PM 30 Emﬂ/ ' 4 000 40,000 (-] .
O sstes @ Anclob: Building Check K 1015 AM / 1020AM @ 100PM |/ 1258PM @ /ﬁ e 750 | 42750 | @ d ro pd OW n I Ist
Osmes @ Anclo: Building Cheek K 930aM /928aM @ | 1200pM)/ 1201PM @ P 2509 s s00 | as2s0 [0 . . . .
Qe e vors oo jenm o ITSIRIGR] A | ood [ 7w | foo | s |0 * If the list is empty, contact your Solution Architect
8000 /s - 000 16000 |8
. 1 sof | 7w | oo | sn |0 3. Select a “Date Range*” from the drop-down list
Absence Information &9 : o | = | “ .. *7 .
Please select the digital process you would like to start: ) oo s |9 4- Se I eCt a POS It I O n fro m th e d rO p-d OWn | |St
Rbeance Roq s’tFurrnsv F:B"s:;oe Request ~ ', : .
@ i 5. Select an “Absence Code*” from the drop-down list
Date Range* 6.

T Click [Create Form(s)]
8/20/2025 . Update Date Pay Rate Pay | Pay |Budget Code |  Budget Code
o Override | Type override
Position*
DIRECTOR REGIONAL EDUCATION CTR FOR ECO v o Budget
Absence Code* [ ]| Hourly |soanes| ME2IR0°99 % Code 100,00000
Sick - Available: 180.25 (Hours] L5 —
Comments [ || Hourly |s490.00| A-3620-160-98- gyng ok | oa00m
) A IR )
|| Houty |ss01.90| AI62AE0-88 ‘mr::l‘ l:::':‘ 100.00000

$1523.58

Absence Request

(@ Create Fom(s) | Cancel

m,
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Timecard Operability — Overrides (Edit Absences)

Time Cards

O o s s Pending, future requests » [l and approved
Human Resaurcen + | [SMITH, ROBERT v Priov g gry  Next %’a% [Dolate Row | [ Approve | | Remove Approval | | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | | .
e e e | o s ] | e Change Requests »~ Ei@ssH can be Edited:
Recruting O venens @ CUSTO:  600AM - 230PM 600AM [ 556AM @ 230PM |/ 232PM @ 30 8000 /7 - 8000 | 8.000 o
zm ’ Z:.::zz: : :: :::: :::: 6004M jsss.m : 230PM :zan : 30 8000 : ,- :':: :::: : 1. SeleCt any fUture pending Or approved Absence RequeSt
: O muezs  © CUSTO:  GOOAM - 230PM 600AM [ 551AM | © 230PM |/ 225PM @ 0 8000 /s - 8000 | 32000 (@ by clicking on the penc” ,
O Frisf27 a CUSTO: _ &00AM - 230 PM GO0AM /S5 aM 230Pm |1 207pm @ an 8000 ra 8,000 4000 £
L | == | o = 2. From the “Edit Absence” Pop-up select:
[ sung/2s| The Absence you are ing is in the future and can not be changed with a change request, please 2500 2 - 2500 | 4s2s0 |
S .,.C.)'f..“c.f"m: e oo | 7 B | oo |p a. “Cancel Exiting Request and Submit a new Request”
ERE (st pR— i I e e . .
O wea 710i| O view Form e 5000  EUESGH) | ssoo | easoo [0 3. Cllck [Contlnue]
O Thu 7701 Wadmriel:‘y: Selecting a Cancel option and clicking i will i It cancel the existing form 8000 ;- .00 250 (O
O Frzod uire a resubmission of the form to recover the Absence. o

e 2 N 4. The system will then:

O sat7/05 .1| s -

oo df 2 a. Cancel the exiting form and credit your balances

o | tite & b. Launch a new Absence Request Form
Selected record(s): 1
Positi  Absence Information al Pay | Pay Mate | Pay | Pay [ Budget Code | Budget Code i .” h f I. k
ate erride | Type o
S ——— i 5. Fill out the new form and click [Create Form]
Budget
CUsTO0h  [Romenes Regunet Forms etemdince G e Absence Reques | 19.41 || Houy |so3tes, "“z&;;ow'”"“ﬁ’ :g' 100.00000
lusTon! I:’TITFI:- o 20.00 [ | | Hourly [s4s0.00 "‘":&W”'NDHJ ':%T 100.00000
Start Date™ R D Budget
ustoop o105 [ Update Date 25,12 | | Hourly |s101.50 ““:u;ow 9 "und‘ Code 100.00000
v v
Total ﬁ;m $1523.58
Absence Code*
AddTof | v

m,
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Timecard Operability — Overrides (Cancel Absences)

Ab R t b led f the ti d:
: sence Requests can be canceled from the timecard:
e feeies 1| SWITH, ROBERT | - The Absence you are editing is not fully approved, please select an action below to continue. G [ Commit& Lock | | Reapply Paramlars | | . . |
e I I O T T T 1. Select any Absence Request by clicking on its orange
e () Mons/23 OCanna\ Existing Request ) hoo) s - o000 so00 | .
ﬁm | R (o] :T::EFLTW st s e et [~ .~ S 000 16000 | D p e n CI | /
= O weds2s Warning: ) c  opti 4 clicking Conti 0 o e isting £ hoo F 000 24000 |9
2 O Thu &/26 unadrrr‘:!r:?l?;ir: a ruub?ni:;i‘:: ooi“,tt::r;:rr:n Iculiem:r the Ahs‘z:lc:. caneerie orm oo rae 000 32000 | 2 F ro m t h e “ Ed it A bse n Ce” PO p - u p Se I ect .
—Fq . .
O Frisfz7 Continue |  Gancel s - 000 40000 | €
0O sstes © Anclob: Building Check K 1015 AM / 10200 @ 100PM |/ 1258PM © 275 s - 750 42750 (@ a . ”Ca n cel EXiti ng Re q u est ”
O sinezs @ Anciob: Bullding Check K 930AM [ 928AM @ 1200PM|/ 1201 PM @ 2500 e 500 | ss250 |0
O Menszo @ CUSTO:  GOOAM - 230PM 630AM [ 6282M @ 8009 # [N (0S00H) | p.ooo so00 [0 3 Cl ic k [CO nti n u e]
O Tue 7/01 (-] CUSTO:  G00AM - 230PM 230PM |/ 227PM @ 8000 F ,000 16000 |0
Oweaz2 @ CUSTO: 600 AM - 230PM 600AM / 600AM | @ 1100 AM 7 10:59 40 @ 500 # §(3.500H) so0 | 24500 O The System Wi” then remove the Absence frOm the tlmeca rd by
O muros @ CUSTO:  GOOAM - 230PM G00AM [ 559AM @ 230PM |/ 228PM @ 800 s, - 000 | 32500 |© . . . ey
ol Tom B B, SR Ve v canceling the existing form and crediting your balance
O sat7os @ P
O sunzos @ »
v Totals k Comments | History. | Information | Calculation Paramaters | Leave Balances | Legacy History
Position Type Hours Shift Differential | Hours | Base Pay [Factor Factor | Convertto | Conversion | FinalPay | PayRate | Pay | Pay | BudgetCode| Budget Code
Hours Override Rate Overide | Accrual ?’I;::‘::; Rate Override | Type Override
Regular Hours  |48.000 $1941 | .00 J ] [ $19.41 || Hourly |s031.68) A362IR0°99 % ':;:' 10000000
Regular Hours (24,500 s000 |00 | [ | v — 420,00 [ ]| Houry |s4s0.00| Ais201s0-98- mDn: 'é_'i.:!:l 10000000
Ancllry Job: Bulding | 250 s |aso | [ | s.02 [ ]| Houry |sa0ns0| Ai620a80-58- fond l:::'-d 100.00000
Totals 77.750 0.00 77.750 $1523.50 o
| Add Tolals Row | | Delete Row | |
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Timecard Operability — Overrides (Change Requests)

& 5 Past / Approved Absence Requests are now

R :\m Edit Absence Lower Approvals | Commit & Lack | | Reapply Parametars | | - .
T ] TS o ming ca e changed by subming 3 change eques o, plese st an | T overridden using a Change Request Process form:
e : O wen Fllﬂl’_klﬂlﬂlﬂl 800 s - 000 | 8000 o )
el EL [ | [ oo po | o |o 1. Click # sio00H) any approved Absence Request (green)
e T T T T N T e T s 2. IF the Absence is a Past / Approved Absence Request, then
O sstes B Anclob: Building Check K 1015 AM / 1020AM @ 100PM |/ 1258PM @ 2}9q s - 750 | 42750 | @ the System Wi” prompt you to:
T verd :::mw; . v wo] |7 s Do | o0 |2 a. Submit a Change Request form, or
O me?] Attendance Change Informatior 8000 /s - 000 16000 | .
D :E:S,mmmmw S — o = W1 o P b. View the form
S Tm— s e s 3. Select “Submit a Change Request”
© Remove Absence Request (1 was present) e ) i .7 . .
e I e 4. Click [Continue]
... | S O N I e 5. From the pop-up, select a “Form*” from the dropdown list
o | - R T Py | o oo B oo Conmnts * If the list is empty, contact your Solution Architect
T e i 6. IF you want to cancel the request, select
I il I e S a. “Remove the Absence Request (I was present)”
1 r 25,12 ]| Howly |sioaso| MISZEASO-SE runa ::5:‘ 100.00000 . .
e e @ | and the system will remove the request and credit your

From

[ZcP balances

To

R - heck ‘Deduct Schaduled Lunch” when you wart your schadulad 7. OtherWise’ Select ”Edit Absence”

lunch to be deducted from the total duration of th
requ

oo a. You can then change the “Absence Code*” from the drop-down list
and/or
Actemdamce Grid Tniated Changs Recuieet b. Change “From” and/or “To” times

8

— - 8. Click [Create Form(s)]
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Timecard Operability — Overrides (Punches)

"

Wed, August 20

Time Cards

| Select Staff | Time Coris | Approval View | e CUSTO: APPROVER 1 APPROVER 20 APPROVER 30

Pay Period
Human Resources + | [SMITH, ROBERT v 00 yqry Mol | 062312025 1o 07/06/2025 v Delete Row Remave Approval | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | |
»
at-Doctmporting M| Date [Calendar Event Hours] Position & Schedule Round In / Actual In Round Out / Actual Out__Lunch (Minutes)] __ Hours Absence Day Sum | Week Sum Shift Note
Recruiting ’Il 0 mons2a @ CUSTO:  |600AM - 230PM 600AM / 556AM | @ 230PM |/ 232PM @ 30 8000 S - 5.000 so00 (@
Time & Attendonce
Flla Raposttory O esze © CUSTO:  |600AM - 230PM / [] / [ 6/18/2025 # BNEGEEH] | s.000 16000 | @
Audit Log Punch Overridden
PAYROLL USER e B
to: UB/18/2025 02:00 PN .
[ wed 6/25 (+] CUSTO:  BO0AM - 230PM o DO/0S{2003 11,57 AM Ve 8.000 24000 |
Reglonal UFSD by: ANNSMITH
it O Tueze @ CUSTO:  |GO0AM - 230PM 600AM [ 551AM | @ 230PM |/ 225PM @ £l T | s’ - 5.000 32000 |0
Change Role
O risz7 @ cUSTO:  [GO0AM - 230PM 600AM [ 552AM @ 230PM |/ 227PM @ 30 8000 s - s.000 | 40000 |E
u, powersa by O satsf2s (-] Anclob: Building Check K 1015 AM [ 1020AM @ 100PM |/ 1258 PM @ 2750 e 2.750 42750 |
@@ SchoolFront
no O sunef29 (] Anclob: Building Check K 930AM [ 928AM @ 1200PM |/ 1201PM @ ;a‘zﬁw";ﬂﬂﬁw Vi 2.500 45250 | €
- iginal punch: Missi
s % ¥ ‘Overridden to: ‘2025 02:30 PM| K X
O mens/zn @ CUSTO:  |600AM - 230PM 630AM [ 628AM @ il wﬂ;}ﬂm{uﬂm l? [W(@500H) |  s.000 so000 | @
by: ANNSMITH
O nezor @ CUSTO:  600AM - Z30PM Z0PM |/ 227PM @ o ' 8.000 16000 | £
O wed7/02 @ cUSTO:  |600AM - 230PM 600AM / 600AM | @ 11:00 AM / 1058 AM @ 5,000 # E(ES00R) | s.s00 24500 | ©
O muzos @ CUSTO:  |BOOAM - 230PM 600AM [ 559AM @ 230PM |/ 228PM @ 30 2000 S 5.000 32500 |0
O Fizos EO fi (<] 1 (<] 4 8.000 40.500 |
0 sat7os @ S -
O sun706e @ A -
| Toas | comments | Htory | Informatin | Caluaton Parameters | Leave Balances | LegaeyHitoy |
Position Type Hours  Shift Differential Hours Base Pay Factor Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code C
ours Override Rate Overide Accrual Amount Rate Override Type Override
(Hours)
— — A-1620-160-99- Budget
USTODIAN  Regular Hours (48,000 s19.41 | 1.00 | vl [ $19.41 | | Hourty |ss31.68 it r_n‘:i c%n 100.00000
— A-1620-160-99- Baiget
USTODIAN  RegularHours (24,500 $20.00 | 1.00 v [ | $20.00 | | Hourly |s4s0.00 soo0 | [fund  code 100,00000
Ancillary Job: Bulldiny — — A-1620-160-99- Budget
USTODIAN ) doui 9 | 5.250 $19.41 1.50 | $29.12 | Hourly |$101.90 500 Fund  Code 10000000
= v
Totals 77.750 0.00 77.750 $1523.58

| Add Totals Row | | Datate Row | |

a,
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Punches can be overridden on unlocked /
unapproved! timecards:

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

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

630AM / 628AM @

230PM / 227PM @

3. Clicking the red @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




Timecard Operability — Overrides (Fields and Shift Notes)

s R i o 10 e oo Most fields can be overridden on unlocked

Pay Period e
+ | [SMITH, ROBERT v 00 yqry Mol | 06/23/2025 1o D7/RRL2025 v | Delste Row | [ Approve | | itamave Approg | Removs Loweop | Commit & Lack | | Reapply Parameters | |
ﬁ 1c
[Calendar Event Hour: Position & Schedule Round In / Actual In Round Out / Actual Out _[Lunch [Minutes)|

/ un-approved timecards by Elevated

Absence Day Sum | Week Sum e
© 6O0AM / 556AM @ 230PM / 232PM @ ' 5.000 soo0 | @ U 1 A 3 d I 2.
(-] CUSTO:  |600AM - 230PM / ] 1 [ # BNEGEEH] | s.000 16000 | @ sers ’ pprovers ’ an Emp Oyees ¢
PAYROLL USER i B . . ! . . .
ey ° e B i e 1. Overridable Timecard Fields:
it O tusze @ CUSTO:  |GO0AM - 230PM 600AM [ 551AM | @ 230PM |/ 225PM @ 30 8000 s’ - 5.000 32000 |0
O Frig2? (-] CUSTO:  |600AM - 2:30PM 600AM [ 552AM @ 230PM |/ 227PM @ 30 8000 S - 8.000 40,000 | © a_”calendar‘ Event Hour‘s”
] powernaty O satsf2s (-] Anclob: Building Check K 1015 AM [ 1020AM @ 100PM |/ 1258 PM @ 2.750 e 2.750 42750 |
88’ schoolFront “ o ”
. version 100 (0 sune/2s [+ ] Anclob: Building Check K 930AM [/ 928AM @ 1200PM |/ 1201PM @ 2500 L - 2.500 45250 | @ b' POSItlon & SChedUIe
© 2000 - 2025
O mens/zn @ CUSTO:  |600AM - 230PM 630AM [ 628AM @ 8000 # W(0S00H) | s.000 so000 | @ c'”Lunch (minutes)" and
O Tue 7701 [+ ] 230PM |/ 227PM @ 30 8000 £ 8.000 16000 | E
o ”
O wed702 @ 600AM / 600AM | @ 11:00 AM / 1058 AM 5000 / S(3S00H) | s.s00 24500 | d- HOU rs
O tuzos @ 600AM [ SS9AM | @ 230PM |/ 228PM @ 30 8000 g 5.000 32500 |0 .
5 o |50 e T R 2. Cells that have been overridden are
0 ] s - - - 1 1
highlighted orange %
0 sun7os @ A - . )

3. Clicking the blue wrench # will pop-up

" Totals L Comments  History | Information | Calculation Parameters 1 Leave Balances | Legacy History

1
. .
Position Type Hours Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code ! i C Ove rrl d e d eta I Is
ours Override Rate Overide Accrual l Amount Rate Override Type Override
(Hours)
— — — " 4. Click dd a Shift N
— —— A-1620-160-99-
USTODIAN  Regular Hours (48,000 $19.41 | 1.00 | v [ $19.41 | | Hourty |s931.68 0000 Fu_n‘:i c%n 100,00000 . IC o to a a I t Ote
— — A-1620-160-99 eoss
USTODIAN|  RegularHours  [24.500 $2000 | 1.00 | ] [ $20.00 [ | | Hourty |s4s0.00 %20 IEEE Fund  code 100,00000
Ly [
Anclllary Job: Bullding —— — A-1620-160-99- Budget
USTGDIAN 5.250 $19.41 1.50 | $29.12 | Hourly |$101,90 500 ru-::l ca:- 10000000
Totals 77.750 0.00 77.750 $1523.58

| Add Totals Row | | Dalete Row | | Save/Recalculats |

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 (Totals Tab)

"

‘Wed, August 20

Time Cards

| Select Staff | Time Coris | Approval View | e CUSTO: APPROVER 1 APPROVER 20 APPROVER 30

Pay Period e
e e + | [SMITH, ROBERT v | v | g of g | Mol |0B(23/2025 1o 07/06/2025 v | Deisto Row | [ Approve | | Remave Approval | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | |
»
at-Doctmporting M| Date [Calendar Event Hours] Position & Schedule Round In / Actual In Round Out / Actual Out__|Lunch (Minutes)] __ Hours Absence Day Sum | Week Sum Shift Note
Recrulting ’Il 0 mons2a @ CUSTO:  [G00AM - Z30PM 600AM / 556AM | @ 230PM |/ 232PM @ 30 8000 ra 5.000 soo0 | @
Time & Attendance
Flla Raposttory ’Il O Twes2e @ CUSTO:  |600AM - 230PM / ] 1 [ # BNEGEEH] | s.000 16000 | @
Audit Log
PAYROLLUSER | IR TR - ] CUSTO:  |BOOAM - 230PM 30 8000 S - 5.000 24000 |0
Reglonal UFSD
au::?:f:g:f:m 0 thues @ CUSTO: |GO0AM - 230PM 600AM [ 551AM | @ 230PM |/ 225PM @ 30 8000 r 8.000 32000 |
Change Role
O risz7 @ cUSTO:  [GO0AM - 230PM 600AM [ 552AM @ 230PM |/ 227PM @ 30 8000 s - s.000 | 40000 |E
u, powernaty O satsf2s (-] Anclob: Building Check K 1015 AM [ 1020AM @ 100PM |/ 1258 PM @ 2750 e 2.750 42750 |
@@ SchoolFront
Version 10.0 () suns/2s (-] Anclob: Building Check K 930AM [ 928AM @ 1200PM |/ 1201PM @ 2500 L - 2.500 45250 | €
© 2000 - 2025
0 mens/z0 @ CUSTO:  |600AM - 230PM 630AM [ 628AM @ 30 8000 # [BW{os00H) | s.000 so000 | @
O nezor @ CUSTO:  600AM - Z30PM Z30PM / 227PM @ 30 8000 S 8.000 16000 | £
O wed702 @ CUSTO:  [600AM - Z30PM 6004AM [ 600AM @ 1100 AM / 1059 AM @ 5000 # S(E500H) | s.s00 24500 |©
O muzos @ CUSTO:  (B00AM - 230PM 600AM / 559AM | @ 230PM |/ 228PM @ 30 8000 s - 5.000 32500 |0
O Fizos EO cusTo: { (<] / (<] A, - 8.000 40.500 |
0 sat7os @ S -
O sun706e @ A -
J Totals L Comments | Humpl I | calculation s | Leave Balances | Legacy History
Position Type [Hours| Shift Differential Hours Base Pay |Factor] Factor onve onversion | Final Pay | Pay Rate Pay | Pay |BudgetCode  Budget Code
Hours override Rate Overide Accrual Amount Rate Override | Type Override
(Hours)
£-1620-160-99- Budget
JSTODIAN|  Regular Hours (47,500 | 50000 | $19.41 | 1.00 52 $19.41 [ Hourly | $970.50 0000 Fund ?Ld- 100.00000
— v “ 4
A-1620-160-99- Badgs
CUSTODIAN| Regular Hours  [40.500)| $20.00 1.00 - $20.00 Hourly |$810.00 oo Fund c’n_ﬂn 100.00000
e Budget
JsTop1an| Ancllary Job: Bulding | 5 555 $19.41 | 150 (100 $19.41 3000 || Hourly |$157.50 | #1920 16095 |pung o 100.00000
Totals 93250 $1938.00

5.0 Straight Time
Weekly Overtime
Add Tolals Row | | Delete Row || Save/Recalculate Holiday

Consscutive Days

Position Totals Type
CUSTODIAN ~| | Unassigned

/Add Row To Totals | | Cancel

Shift Differential 1
Shift Differential 2

m,
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Most Totals Tab fields can be overridden
on unlocked timecards by Elevated Users!:

1.

3.

4.

5.

| Add Totals Row | adds a new blank row to the
Totals Tab

| Delete Row |removes selected row(s) from the
totals tab

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

Both Regular and OT Hours can be converted
to Accruals

Totals tab override details can be viewed on
the History tab

1 Administrators, Attendance Administrator, HR Admin, Business Office




Timecard Operability — Approvals

s IR e | Timecard Approval Status:
Num::wu- : [SMITH, ROBERT v I"00  1op1 el m"a;i.zrnlggunrmmv\ Deisto Row | [ Approve | | Remave Approval | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | | N
mmchl,::m‘ﬂm :ii Date iCalendar Event Hours| Position & Schedule Naundlnlmnil& Round Out / Actual Out  |Lunch (Minutes)| Hours Absence Day Sum | Week Sum Shift Note 1- The Approve rS and Status Of thelr approval are
mﬂﬂm e : () mons2z @ CUSTO:  [GO0AM - 230PM 600AM [ 556 AM 230PM |/ 232PM @ 30 2000 ra 8.000 soo0 |6 . 7
B o VB T IR now !lsted for each of the Employee’s
e f.°cusTO: Emp<” APPROVER ONE® APPROVER TWO{APPROVER THREE®@ |  Position(s) at the top of the page:
aé:;i;;:'mc. 8) e . fo CUSTO: Emp’® APPROVER ONE('APPROVER TWO( APPROVER THREE@
O Frig27 CUSTO:  600AM - 230PM GO0AM [ 552AM @ 230PM [/ 227PM @ 30 8000 S - 8.000 40000 | £
l_='5<ho:l'r'r';:|"1 O satezs @ Anclob: Building Check K 10:15AM / 1020AM @ T00PM |/ 1258PM € 2750 £ 2750 | 42750 | @ 2. The tlmeca rdS apprOva| StatUS |S represe ntEd
- e by the following icons:
Qe © cusro: [eonaw - 230 _— n som 2 e [ om0 fo cusTo: No Position 1-3 Approvers have approved
O wedz02 @ CUSTO:  |6O0AM - 230PM 600AM [ 600AM @ 1100 AM / 10:59 AM @ 5000 / [ENES00H) | e.500 24500 |0 the Timecard for thiS Position ”CUSTO”
() Thu 7/03 © CUSTO:  |B00AM - 230PM 600AM [ 559AM @ 230PM |/ 228PM @ 30 8000 s - 8.000 32500 |0 . . *
T P— — Y o v P (Timecard Display Name*)
e o fo cusTo: Approved, but not by all Approvers
() sun 7/08 ’

fe cusTo: Fully Approved by all Approvers
3. The Approver status is represented by

“ Totals { Comments History Information Calculation Parameters Leave Balances Legacy History

Position Type Hours  Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code ! i C
ours Override Rate Overide Accrual l Amount Rate Override Type Override . .
(Hours) t h f I | .
. - € 1o0lIowINg I1ICoNS:
USTODIAN|  RegularHours  [48.000) st9.41 | 100 | | | v [ $19.41 || Hourty |ss31,6g |A-1620080-99- Fundl Code 100,00000
~ v 4
o APPROVER THREE® Approved
USTODIAN|  RegularHours  [24.500 $2000 | 1.00 | v/ | $20.00 || Hourly |s450.00 |A1620-1605% lgung " code 100,00000
y X ¥ ! . oo [ o y

1 by | e APPROVER THREE® Has not Approved the Timecard

. IF the Employee is setup to be an Approver,
the status of their approval will appear as:
Emp@ Approved
Emp© Employee has not Approved their Timecard

usTopta| Ancllary Job: Bullding | ¢ 5, s1941 | 150 | | | $29.12 | | Hourly |s101.80

| v v 4

L Totals 77.750 0.00 77.750 §1523.58 | 4

| Add Totals Row | | Delete Row | | Save/Recaiculate |

*”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

"

‘Wed, August 20

Time Cards

[ Select Stafl | 11 oo | Approval View |

Pay Period
Next |0B123/2025 to 07/068/2025 v |

#o CUSTO: APPROVER 18 APPROVER 20 APPROVER 30

Human Resources + | [SMITH, ROBERT v 1"/ g or 1 Delete Row | Remave Approval | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | |
»
at-Doctmporting M| Date [Calendar Event Hours] Position & Schedule Round In / Actual In Round Out / Actual Out__|Lunch (Minutes)] __ Hours Absence Day Sum | Week Sum Shift Note
Recnuking ’Il O Mons2za @ CUSTO:  [GO0AM - 230PM 6U0AM / 556AM @ Z30PM |/ 232PM @ 20 8000 s - 5.000 soo0 |
Time & Attendonce
Flla Raposttory ’Il O Twes2e @ CUSTO:  |600AM - 230PM / ] 1 [ # BNEGEEH] | s.000 16000 | @
Audit Log
PAYROLLUSER | IR TR - ] CUSTO:  [BO0AM - 230PM 600AM [ SS9AM | @ 230PM |/ 227PM @ 10 8000 2 - 8.000 24000 |0
Reglonal UFSD
au:m fg:'f:“ O Tueze @ CUSTO:  |[600AM - 230PM 600AM / 551AM | @ 230PM |/ 225PM @ 30 8000 s - 8.000 32000 |©
Change Role
O risz7 @ cUSTO:  [GO0AM - 230PM 600AM [ 552AM @ 230PM |/ 227PM @ 30 8000 s - s.000 | 40000 |E
powrsay O satsf2s (-] Anclob: Building Check K 1015 AM [ 1020AM @ 100PM |/ 1258 PM @ 2.750 F 2.750 42750 |
SchoolFront
100 0 suneizs @ Anclob: Building Check K 930AM / 928AM @ 1200PM / 1201PM @ 2500 s 2.500 4s2s0 | @
2025
O mens/zn @ CUSTO:  |GO00AM - 230PM 630AM [ 628AM @ 30 8000 # [BW{os00H) | s.000 so000 | @
O Tue 7701 © CUSTO:  600AM - 230PM 230PM |/ 227PM @ 30 8.000 S 8.000 16.000 | £
O wed702 @ CUSTO:  [600AM - Z30PM 600AM / 600AM | @ 11:00 AM|/ 10:59 AM € 5000 # SEEG0H) | ssoo | 24500 |0
O muzos @ CUSTO:  |BOOAM - 230PM 600AM / 559AM @ 230PM / 228PM @ 30 2000 s - 8.000 32500 |0
O Fizos EO B.000 cusTo: { (<] / (<] A, - 8.000 40.500 |
O sat7/05 (+] S - -
O sun706e @ S -
| Totals | Comments | History ? Calculation Leave Balances | Legacy History

Timecard History Log

v H ' [Nosaved layouts v

[ag Export

7

$/8/2025 10:28:46.320 am

$/8/2025 10:28:02.660 am

9/8/2025 10:27:47.730 am

9/8/2025 10:27:29.073 am

24 7 e

v

BZS2RQ7EUM

BZS2RQEHEV

BZS2RQSVMO

BZS2RQSSIN

aremnnE

7

Timecard Content

Timecard Content

Timecard Content

Timecard Content

v

ROBERT SMITH | 6/23/2025 |
CUSTODIAN | 6:00 AM to 2:30
PM | 227313

ROBERT SMITH | 6/23/2025 |
CUSTODIAN | 6:00 AM to 2:30
PM | 227313

ROBERT SMITH | 6/23/2025 |
CUSTODIAN | 6:00 AM to 2:30
PM | 227313

ROBERT SMITH | 6/23/2025 |
CUSTODIAN | 6:00 AM to 2:30
PM | 227313

230926 | ROBERT SMITH |
6/23/2025 | CUSTODIAN |

Manual

Manual

Manual

Manual

v

Edit

Edit

s
=

v N4
Worked Hours Override 7.000
Worked Hours Override

Schedule In Override

Lunch Minutes Override

B idnas Fode Puneride

8.000

7.000

06:30 AM

®8° SchoolFront

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




Timecard Operability — Reapply Parameters

[ Reapply Parameters ] now allows an Elevated

" Time Cards
Wed, August 20 | Select Staff | Time Coris | Approval View | e CUSTO: APPROVER 1 APPROVER 20 APPROVER 30
Pay Period SE——
Human Resources + | [SMITH, ROBERT v 00 yqry Mol |0B(23/2025 1o 07/06/2025 v | Deisto Row | [ Approve | | Remave Approval | Remave Lower Approvals | Commit & Lack | | Reapply Parameters | |
v
Wukt-Doc Importing [ Date Calendar Event Hours| Position & Schedule Round In / Actual In Round Out / Actual Out__[Lunch (Minutes)]  Hours [ Absence | Day Sum |Week Sum / shift Note
Recruiting bIl O Mon 6/23 (] CUSTO:  600AM - 230PM 600AM [ 556AM @ 230PM |/ 232PM @ | 30 8000 2L | 5,000 ‘ 8.000
Time & Attendance I
File Repasitory ’ : [6s i Q
Aok Log Il 5 e O CUTo: [E00AM -1z g hd 4 o Select Parameters to Reapply: D
PAYROLL USER %
i — O wedsrzs @ CUSTO:  |600AM | -|230PM Work Schedule & Calendar (] poo | Y
aglonal
< 0:;::1 0 thues @ CUSTO: |G00AM - 230PM 600AM [ 551AM @ 230PM |/ 225PM @ Base Pay Rates D oo | D
Change Role Pay Modifier Group (]
Fri 6/27 CUSTO:  [6O0AM - 230PM 600AM [ 552 AM 230PM |/ 227PM e boo
0 d o ! o / o Position Parameters ] e L4
u, powernaty O satsf2s (-] Anclob: Building Check K 1015 AM [ 1020AM @ 100PM |/ 1258 PM @ Position Staff Parameters ] s | £
@8 schoolFront
g Budget Codes O °
Version 10.0 () suns/2s (-] Anclob: Building Check K 930AM [ 928AM @ 1200PM |/ 1201PM @ bso | ©
© 2000 - 2025
O monszo @ CUSTO:  [600AM - 230PM 630AM / 628AM @ 00 |0
Remove ALL Overrides (] PY
O Tue 7701 © CUSTO:  600AM - 230PM 230PM |/ 227PM @ 00 | £
Next >>
(0 wed 7/02 © CUSTO:  600AM - 230PM 600AM [ 600AM @ 11:00 AM / 10:59 AM @ soo | ©
.
O Thu7/03 [+] CUSTO:  6O0AM - 230PM G00AM [ 5S9AM @ 230PM |/ 228PM @ PRIy soo |
0 Fizos @O / [<] / (<] soo | @ °
O sat7/05 (+]
J } } } 1
0 sun7os @ | | | S - | ‘ °
" Totals L Comments | History | Information | Calculation Parameters 1 Leave Balances | Legacy History
Position Type Hours  Shift Differential Hours Base Pay Factor] Factor Convert to Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code C
ours Override Rate Overide Accrual Amount Rate Override Type Override
(Hours)
USTODIAN|  Reg | | Ar1620-160-53- oy
gular Hours  |48.000) $19.41 | 1.00 | v [ $19.41 | | Hourty |s931.68 o000 [Fund  Code 100,00000
B hd v
I R Budget
USTODIAN|  RegularHours  [24.500 $2000 | 1.00 | ] [ $20.00 [ | | Hourly |s4s0.00 "’":5;0”'“' [Fund  Code 100.00000
- v
Anclllary Job: Bullding —— — A-1620-160-99- Budget
USTODIAN 5.250 $18.41 | 1.50 | $29.12 | | Hourty |s101.90 500 rundl Code 100,00000
= v
Totals 77.750 0.00 77.750 $1523.58
| Add Totals Raw | | Delate Row | | Save/Recalculate |

m,
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User! 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

" Time Cards ° °
2 .
OO oo 155 g i w10 s oo ¢ =—=r=w=r] Commit & Lock Information:
—— Pay Period
SMITH,ROBERT w| 100 yofy Nexl |0B23/2025 lo 07/08/2025 v Delete Row  Remove Lower Approvals Reapply Parameters | | Save/Recalculate . R
N T T T B e T Y Y T YTy Y e T e § TN T 1. When Timecards are locked, Date, Time and
Mon 6/23 GDOAM [ 556 AM 230PM [ 232PM - 8.000 8000 |0 U . f t. . |. t d t th t f
e et ensas 2o | wond pamn | i e o | s T [ [ |® ser information Is now listed at the top o
PAYROLL USER Vied §/25 CUSTO:  600AM - 230PM 600 AM [ 559 AM 230PM [ 227PM 30 8.000 - 8.000 24000 | th t d EI t d U 1 | k
s e timecard. Elevated Users! can loc
B Thu 6/26 CUSTO:  B00AM - 230PM 600AM / 551 AM 230PM / 225PM 30 8.000 - 8.000 32000 | £ .
usiness Office
Change Role Fri6/27 CUSTO:  600AM - 230PM GOOAM [ 552 AM 230PM [ 227PM 30 8.000 - a.000 40000 |6 t" I Ieca rds
sat 6/28 Anclob: Building Check K 10:15 AM / 10:20 AM 100PM / 12:58 PM 2.750 - 2.750 2750 |0 .
B e ! Elevated User 9/8/2025 11:31 AM
@8 SchoolFront Sun 6/29 Anclob: Building Check K 930AM [ 928 AM 1200 PM £ 12:01 PM 2.500 - 2500 45250 | @
Version 10.0
© 2000 - 2025 Mon 6/30 CUSTO:  600AM - 230PM G30AM [ 628 AM 30 7.500 / Wiosoon) [ 7.s00 7.500 |6
Tue 7/01 CUSTO:  BO0AM - 230PM 230PM [ 227PM 30 8.000 - 8.000 15500 | €
! I Remove Lock ] ~ Reapply Parameters | | Save/Recalculate
Wad 7/02 CUSTO:  600AM - 230PM GODAM [ 6:00 AM 11,00 AM / 10:59 AM 5.000 # Ei@soon) | aso0 24000 | £
Thu 7/03 CUSTO:  600AM - 230PM GOOAM [ 5:59 AM 230PM [ 228PM 30 8.000 - 8.000 32000 | ©
Fri7/04 8.000 CUSTO:  6O0AM - 230PM 7 ’ ] - - 16000 | 48000 |
Sat 7/05 - - -
Sun 7/06 - - -
| Totals | Comments | History | | Calculation | Leave Balances | Legacy History
Position Type Hours|  Shift Differential Hours Base Pay |[Factor Factor Convert to Conversion Final Pay Pay Rate Pay | Pay | Budget Code Budget Code  Allocation/Comments.
Override Rate Overide Accrual Amount Rate Override Type Override
(Hours)
CUSTODIAN| Regular Hours 47.500] 519.41 1.00 519,41 Hourly | $970.50 “'"’Z:o';:“'“' Fund Budget Code 100.00000
(CUSTODIAN| Regular Hours 32.500| $20.00 1.00 $20.00 Hourly |$650.00 "“’2:6;?'99' IFund Budget Code 100.00000
CUSTODIAN| “"d"“hj.";::""d'"g 5.250 $19.41 1.50 - $19.41 - Hourly | $157.50 A-lsz:aé:o-gg- Fund Budget Code | 100.00000
Totals 85.250 0.00 87,750 £1778.00
Add Totals Row | | Delete Row | SaveiRecalculate
Commited and locked Elevated User on 5/8/2025.

a,
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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:
Daily Overtime

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Start After (Hours) | 800] | N | | | | [ 80

Factor | 150] | N | | | | [ 150]

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.
e Daily Overtime hours are NOT counted towards the Weekly Overtime threshold.
e Daily Overtime has its own row on the user's timecard Totals tab section

|,
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Timecard Calculations Changes — Shift Differentials

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

Special Category Rate: Shift Differential
Note: Shift Differential 1, Shift Differential 2, and Shift Differential 3 Start and End times can't overlap
Shift Start Time

O Not Applicable

O A shift must start within the defined start and end time to receive the Hourly Rate Increase for the entire shift

|© All worked hours that occur within the defined start and end time will receive the Hourly Rate Increase regardless of when the shift started

Shift Differential 1

Start End Hourly Rate Increase ($) Worked Minutes Threshold
112:00 P (D (e3:00 M O] 040 |0

Shift Differential 2

Start End Hourly Rate Increase ($) Worked Minutes Threshold
i @ i - O] o

Shift Differential 3

Start End Hourly Rate Increase ($) Worked Minutes Threshold
EEENciEEycl o

* 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 (S)

|,
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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:
* |F 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

e 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

m,
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Removing an Absence from the system (Mistakes)

Change Status Ig
Forms I Submitted Management @ Selected record(s): 5 Confirm selected record(s): 2 . . oy
manone _ gndom g s Remove Attendance Grid or Daily Attendance Initiated
Bciear a1 e AbSence(s) from the system like you would any other
2 ED3 ‘ form:
' Y Include: Alfsence Request T s 1g Ls .
o 1. If you submitted the absences:
p SMITH, ANN T Absence Reqliest Cancelled 2 2

e Go to Process Forms > Forms | Submitted >

2. Otherwise
e @Go to Process Forms > All Forms >

/- SMITH, ANN T Absence Reqgliest Cancelled 2 2

) SMITH, Al

=

Mass Delete Confirmation

e ° e e l

[ smiT, a| - selected ecore(e): 5 confirm ssleced recor(e): 5 2 2 3. Use the filter functions to find the form(s). Use any of the
—— .
Page[1 v]of 1 (4 |I Confirm Delete! Cancel | fOIIOW|ng:

* “’Process Form Name
* S Process Category
* %7 Date Created
4. Select the forms(s) to remove from the system, then:
a. Select & Change Status
b. Set the Status = “Canceled”
c. Check [Save]
5. You can now mass delete the selected form(s):
a. Check# Delete
b. Check [Confirm Delete]
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Backup
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Timecard — Intelligent Icons / Fields

S Icons are now visible and selectable intelligently:

Wed, August 20 Seloct Stall | Time Corcs | Approval View | g CUSTO: APPROVER 18 APPROVER 20 APPROVER 38

T @ 0 6 6] (1] (2] 3] . .

e L S B ar) g o o | Lo (G 1) (Rl P ) 1. [Commit & Lock] is visible to Elevated Users?!. Selectable when

M W oo o] [ s o [amwssem e [oomimmo | » | aw | 2. | ] w |B o timecard is unlocked

:;;z‘w MO meee © CUSTO:  GOOAM - 230PM 0 (] ! (] # SE00eR) | s.000 16.000 | D . .« . 1

S O wedsrzs @ CUSTO:  600AM - 230PM 600AM / 559AM @ 230PM |/ 227PM Q@ n 8000 s 8.000 24000 |0 2' [Reapply Parameters] IS VISIbIe to Elevated Users : SeIeCtabIe

Zmuens :e wsvoj Eimm :Z:JOPM 600AM /s:swAM : z:zom fz:zsm : 0 8000 9!: 8000 | 32000 : When timecard iS unlocked / una pproved
Dwem 0 o g oma | o/ o ® | rwom st © @) mw | 7 |am [am® 3. [Save/Recalculate] is visible to Approvers 1-3, Employee?, and
O sunefzs @ Anclob: Building Check K 930AM [ 928AM @ 1200PM|/ 1201 PM @ 2500 L - 2.500 as2s0 |9 . .
Epe— o o Tom e S — e e (e Elevated Users?. Selectable when timecard is unlocked /
O Tue 7/01 (-] CUSTO:  G00AM - 230PM 230PM |/ 227PM @ 30 8000 F 8.000 16000 |0
[ wed 7/02 [+] CUSTO:  600AM - 230PM G00AM / 600AM @ 11.00AM [ 10:59AM @ 5.000 @I S (3.500H) 8.500 24500 | € unapprove‘d L. . .
O @ CUSTO:  GOOAM - 230PM 600AM [ 559AM @ 230PM |/228PM @ ) 000 e 8000 | 32500 |© 4‘ [Approve] |s V|S|b|e to Approvers. Selecta ble When t|meca rd |S
O fizos @O 8000 cusTo: - i () i [] L 8.000 40500 |8 .
pTE— I - unlocked, no errors, and has not been approved by a higher
O smios @ A - . B approver3

| o | comnens | vy | e | cason s | L s | ey 5. [Remove Approval] is visible to Approvers and Elevated Users?.
Position Type Hours  Shift :E!::cnlill cc::a[-i:e n;:;-y Factor ::::;z‘;a c«z.x:‘::lm Cu‘r:'\:::;::n Fil:la.l|:av ;::'nr:;: T?n‘u Pay | Budget Code lu:"w:rt[ﬁ;du (Allacation Comments SeleCta ble Wh e n ti meca rd is u n Iocked’ U se r ha s App roved’ a n d

(Hours)

Budget

e . has not been approved by a higher approver3?

il e || CO| 9 | O [ mm | O [ ot oy SF oo 6. [Remove Lower Approval] is visible to Approvers and Elevated
- @ B e bl ] IS Gl - 4 Users!. Selectable when timecard is unlocked and a Lower
S T — Approver3 has approved the timecard

Regular Hours 48.000 s1941 | 1,00 | | ] v ( $19.41 || Hourty |sos.e0|Ar62useo-ss-

i
3

Budget
Code

1 Administrators, Attendance Administrator, HR Admin, Business Office
2The Employee for the Timecard when allowed by a Position setting.
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
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Timecard — Intelligent Icons / Fields (cont’d)

" Time Cards

Wed, August 20 Select Staff | 1o Corcs | Approval View | o CUSTO: APPROVER 16 APPROVER 200 APPROVER 30
o 4 Pay Period o o (5] 6] 2] ©
Humon Resources  # | [SMITH, ROBERT | 7oV g o3 et 08/23/2025 to 0710612025 v | [Dolate Row | [ Approve | | Remove Approval | | Remave Lower Approvals | Commit & Lock | | Reapply Parameters | | )
m:::'ln":wﬂm : Date Calendar Event Hours Pasition & Schedule Round In / Actual In Round Out / Actual Qut  [Lunch (Minutes)| lours. Absence Day Sum | Week Sum Shift Note
“"-m‘:’:ﬂ B : O Mens23 @ CUSTO:  GO0AM - 230PM 600AM ] 556AM @ 230PM |/ 232PM @ 8000 L - 8.000 so00 | @
:;;z‘w MO e © CUSTO:  GOOAM - 230PM J ] ’ [] # BNEOOSH) | soco0 | 16000 (9
PAYRO O wedsjzs @ CUSTO:  600AM - 230PM GO0AM | 559AM @ 230PM |/ 227PM @ 8000 L - 8.000 24000 |9
O Tuezs  © CUSTO:  GOOAM - 230PM G00AM [ 551AM | © 230PM |/ 225PM @ 8000 O - 8000 | 32000 (@
0 Frisf2? (-] e CUSTO:  G00AM - 230PM 600AM [ 552AM @ 230PM |/ 227PM @ 8000 Vs 8,000 40000 | £
O satejzs @ Anclob: Bullding Check K 1015 AM / 1020 A €@ 100PM |/ 1258PM @ Q 2750 /- 2750 | 42750 (@
O sunefzs @ Anclob: Building Check K 930AM [ 928AM @ 1200PM [ 1201PM @ 2500 L - 2.500 as2s50 |
O Mons30 @ CUSTO: |600AM - 230PM 630AM [ 628AM @ 8000 # [BW(0S00H) | s.000 8000 |0
O Tue 7/01 (-] CUSTO:  G00AM - 230PM 230PM |/ 227PM @ 8000 F 8.000 16000 |0
O wed702 @ CUSTE:  GOOAM - 230PM 600AM / 600AM @ 11.00AM / 10:59AM @ 5.000 @/ SE506H) | s.s00 24500 | @
Omures @ CUSTO:  GOOAM - 230PM G00AM [ 550AM @ 230PM |/ 228PM @ 8000 s - 8000 | 32500 (@
O fos @O 8000 cusTe: 0 [:] ! o & - 8.000 40500 |
O sat 705 (-] - R
O sunzos @ B
” Totals | Comments | History | Information | Calculation Parameters | Leave Balances | Legacy History
Position Type Hours Shift Differential | Hours | Base Pay [Factor Factor | Convertto | Conversion | FinalPay = PayRate | Pay | Pay |BudgetCode| BudgetCode |Allocation Comments
Hours Override Rate Overide Accrual Amount Rate Override ‘ype Override
(Hours)
Regular Hours 48.000 s1a1 | 100 | | ] v ( $19.41 || Hourly |s031.68) A362IR0°99 m:.d\ l:%’:' 10000000
Regular Hours (24,500 s2000 (100 [ | v (I $20.00 [ ]| Houry |s4s0.00] "‘”:;ow”' % ':g:‘ 100.00000
Ancllry Job: Bulding | 250 si941 | 150 | | | $25.12 || Houty |ss01.90| AI62AE0-88 m-::‘ l:::':‘ 100.00000
Totals 77.750 0.00 77.750 $1523.50

[ Add Totals Row | | Delela Row | | SaveRecalaulals |

1 Administrators, Attendance Administrator, HR Admin, Business Office

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

Buttons are now visible and selectable intelligently:

7. [Delete Row] is visible to Approvers 1-3, Employee?, and Elevated
Users?. Selectable when timecard is unlocked / unapproved

8. [Add Row@] is visible to Approvers 1-3, Employee?, and Elevated
Users?. Selectable when timecard is unlocked / unapproved

9. [Absence Requests *] are visible when timecard is unlocked /
unapproved. Selectable by Approvers 1-3, Employee, and
Elevated Users!

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

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

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

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
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Timecard — Intelligent Icons / Fields (cont’d)

e Fields are also editable (overridable) intelligently:

Wed, August 20 Select Staff | 1o Corcs | Approval View | o CUSTO: APPROVER 16 APPROVER 200 APPROVER 30
o
m;::.._ E [SMITH, ROBERT »| 70V g ggy Mot %‘a%\ Delete Row Remove Approval | Remave Lawer Approvals | Commit & Lack | | Reapply Parameters | | 1_ calendar EventS”
m:::;mu N Date [calendar Event Hours| Position & Schedule e Round In / Actual nel Round Out / Actual Oud.uncll (mnumbﬂd Absence Day Sum | Week Sum shift Note 6
:-m‘:’f.‘ﬂ ) : O Monsr2s @ CUSTO:  600AM - 230PM 600AM [ 556AM @ 230PM |/ 232PM @ 30 8000 o - 5.000 soo0 | 2. ”POSition & Schedule”
z;'::m MO e © CUSTO:  GOOAM - 230PM J ] ’ [] # BNEOOSH) | soco0 | 16000 (9
PAYRO O wedsjzs @ CUSTO:  600AM - 230PM GO0AM | 559AM @ 230PM |/ 227PM @ 30 8000 L - 8.000 24000 |9 o" ”n
‘ 3. “In/Out Punches
O Tuezs  © CUSTO:  GOOAM - 230PM G00AM /551AM @ 230PM |/ 225PM @ 1) 8000 /s - 8000 | 32000 (@
o (] ;6 - 22 g <] 2 : [} p - . X o o H ”
Frig/27 CUSTO:  6D0AM - 230 PM G00AM [/ 5:52 AM 230PM [ 227 PM 30 8000 Vg 8,000 40.000 4 Lunch Mlnutes and
O satejzs @ Anclob: Building Check K 1015 AM / 1020AM @ 100PM |/ 1258PM @ 2750 /- 2750 | 42750 (@
O sunefzs @ Anclob: Building Check K 930AM [ 928AM @ 1200PM|/ 1201 PM @ 2500 L - 2,500 as2s50 | 5 ”HOL"'S” are Editable tO Approvers 1_3’ Employeez’ and Elevated
O Mons30 @ CUSTO: |600AM - 230PM W E) 8000 # [BW(0S00H) | s.000 8000 |0
O ue 70 -] CUSTO:  600AM - 230PM 230PM |/ 227PM @ 0 8000 e 8000 6000 | H H
o . : Users! when the timecard is unlocked / unapproved
0 wed 7/02 [+] CUSTO:  600AM - 230PM 600AM | 600AM @ 1100 AM [ 10:594M @ 5.000 # §(3.5004) 8.500 24500 |9
Omuzes @ CUSTO:  GOOAM - 230PM GO0AM [ 550AM @ 230PM |/ 228PM @ 0 8000 P 8,000 2500 | @ o" H ” H H H
- o 6. “Shift Notes” are editable by anyone that can view the timecard
O fizos @O 8000 cusTo: - i () i [] L 8.000 40500 |8
O set7/05 [+] e .
O sunzos @ », at anytlme

7. “Hours Override”

H Totals { Comments | History | Information | Calculation Parameters ~ Leave Balances | Legacy History |

o H ”
Position Type Hours  Shift Differential Hours Base Pay Factor Factor Convert to ‘Conversion Final Pay Pay Rate Pay Pay  Budget Code Budget Code  |Allocation Comments 8 F o d
Hours Overrideé Rate Ovuridd lccrub Amount Rate mulﬂda Type Override I . a cto r ve r rl e

(Fours) ®

Ragular Hours  |48.000) s1a1 | 100 | | | - ( $19.41 || Hourly |so3s.68| AH62 B0 puna ':g:' 100,00000 9 « c A III
— — ) . onvert to Accrua
Reguler Hours (24,500 $20.00 | 1.00 | v [ $20.00 | | Hourly [s430.00 "‘":;ow”' % ':::- 100,00000 w“ . ”
Ancillary Job: Bulkding | ¢ 20 soar |1so| [ ] a2 || Hown A+1620-160-99- Budgat 10 N Pay Rate ove rrl d e
Chack K . . ' . y |s101.90| 362N m:u::‘ Code 100.00000

o 11.“Budget Code Override”, and

[ Add Totals Row | | Deleta Row | | Save/Recalaulals |

12.“Comments” are editable by Elevated Users! when the timecard
is unlocked

1 Administrators, Attendance Administrator, HR Admin, Business Office
2The Employee for the Timecard when allowed by a Position setting.
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
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Timecard — Intelligent Icons / Fields (Action Matrix)

Inputs Actions
] Rows Schedule Punches Hours Lunch Shift Note | Absence Timecard Total Remove Commit &
Employee |Approver N Timecard Override Convert Approve Remove Lower Lock Reapply Save /
Locked | Approved | Approved Add Delete Override | Edit Round Edit In Edit Round | Edit out Override Override | Add/Edit | Add /Edit | Comment | (Hours,Fact | Accrual (No Errors) | Approval | Approvals | (No Errors) Unlock Param Recalc
A,E,BO,AN A,E,BO,AN A,BO,
v Y V H RTI,AATl H RTIIAATl H RTIIAATZ
v v N AEBOAN A,E,BO,AN ABO,
H RTl’ AATZ H RTI, AATZ H RTI, AATZ
AE,BO,AN AE,BO,AN ABO,
Y N Y H RTl’ AAT? H RTI, AAT? H R'rll AAT?
AE,BO,AN AE,BO,AN ABO,
Y N N HR™ AAT? HR™ AAT? HR™ AA™
AE™BO, "
A,E,BO,AN A,E,BO,AN A,BO, A,BO, o A,BO,AN A,BO, A,BOHR™,
N Y Y H RTl, AAT H RTll AAT? H RTll AAT? H RTll AAT? AN, HTRz y H RTII AAT? H RTII AAT? AAT
AA
AE,BO,AN AE,BO,AN ABO, ABO, AE™BO, | ABOAN ABO, A,BOHR™,
N Y N H RTl, AAT? H RTll AAT? H RTll AAT? H RTll AAT? AN H RTI; AAT H RTll AAT? H RTll AAT? AAT
ABO, a
AE,BO,AN A,E,BO,AN ABO, A,BO, ot L A,BO,AN A,BO, A,BOHR™,
N N Y H RTl’ AAT? H RTI, AAT? H RTI, AAT? H RTl, AAT? E A':k:fz 1 H RTI, AAT? H R'rll AAT? AAT
AETBO, | AETBO, | AE"BO, | AETBO, | AETBO, | AETBO, | AETBO, | AET,BO, | AE,BO AE”BO
' . ! e =R = O £ B i o s e e = 59 AEBOAN EBOAN | AEBOAN ABO, A,BO, e A,BO, A,BO, -
HR AN, HR AN, HRAN, HRAN, HR,AN, HR,AN, HR",AN, HRAN, HRAN, L aT2 L aT2 TL A aT2 TL A AT2 L AT2 3 T1 ) AT2 1,72 | ANHRY,
a2 a2 a2 o2 a2 a2 a2 a2 a2 HR™ AA HR™ AA HR™ AA HR™ AA HR™ AA HR™ AA HR™ AA a2

E Employee P2 Position Employee Can Override Event Hours T1 Allow HR admin to Manage is enabled
AN Approver N P3 Position Employee Can Override Schedule T2 TR Settings Allow Attendance Admin to Manage
P Business Office P4 Position Employee Can Override In/Out TimoKespingsewings

BO HR Admin PS5 Position Employee Can Override Ancillary Jobs O erma e

HR Attendance Admin P8 Position Employee Can Override Worked Hours s:-n-—m—---u--«o«m
AA Administrator P9 Position Employee Can Override Lunch Hours T e e e e

A P10 Position Create Edit Remove Punches g ———

] P11 Position Employee Can Approve et e s cotin eses
PX Any of the above =
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For Red Cells, the ability to accomplish
the task should be represented by a
disabled ability if the user can under

certain conditions accomplish the task.

The ability to accomplish the task
should be hidden if the user can never
do it. The approval button should be
disabled if the card is locked.
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