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Logging In

San Diego, CA || San Francisco, CA

Access the link provided by your supervisor or administrator.
If this is the first time you are entering your timesheet:

1. Enter Employee ID or Badge number

2. Once you putin your ID, use the computer mouse or touch pad to click on Employee Web
Services or Punch

EMPLOYEE WEEB SERVICES PUMCH

3. The system now prompts you to enter a password. This password MUST be 8-12 characters long
and include at least one number (0-9) and one letter (A-Z).

Setup Password b 4

Please enter a password between & and 12 characters. Password must contain at
least 1 number and 1 letter.

MNew Password: I l

Verify Password:

Figure 1.1

Once you have typed in your password, use your mouse or touch pad to click on CONFIRM (Figure 1.1).
If you do not click on CONFIRM, the system does not save the password and you have to enter it again.

Page 4 of 13



(]
£ :(800) 654-0441 (Toll Free)
- www.integratedtime.com

San Diego, CA || San Francisco, CA

Simplify | Satisfy

740 N. Plankinton Ave, #730, Milwaukee, WI 53203 e

The Attendance Category

Timesheets

This is a timesheet with no data. Please be aware that you may not see the same columns or buttons on

the top of your timesheet as the images in this guide.

Timesheet LEI\J

[=] Timesheet
E save| @ndd| @ vetete| ¥) undo| EiPrint| & Punch| [I]Columns | [Z] Recalculate | g Insert /Repost
] pay eriod [Z] Timesheet Status: OPEN {  « Submit |
Date PayCode In In Exp Out Out Exp Reg oT-1 Notes UOT Daily Hours Total Hours Job
Add Record
This is a timesheet with punches.
[=] Timesheet
= save | & Add | @ I]eletal Y Undo | = Print I (2 Punch | [1] columns | [ recalculate | (@ Insert/Repost
[E] pay Period [Z] Timesheet status: OPEN 4 & Submit |
Notes Date PayCode In In Exp out Out Exp Reg OT-1  Daily Hours Total Hours
] Mon 08/05/2013 0[RG] 8:00AM 12:01PM 4.02 0.00 0.00 4.02 301 [Front Desk]
Mon 08/05/2013 0[RG] 12:32PM M 31 4:30PM 398 0.00 8.00 3.93 301 [Front Desk]
Tue 08/06/2013 0[RG] 8:00AM 12:02PM 403 0.00 0.00 4.03 301 [Front Desk]
Tue 08/06/2013 0[RG] 12:35PM M 33 4:30PM 397 0.00 8.00 3.97 301 [Front Desk]
Wed 08/07/2013 0[RG] 8:00AM 11:58AM 398 0.00 0.00 3.93 301 [Front Desk]
Wed 08/07/2013 0[RG] 12:20PM M 30 4:30PM 4.02 0.00 8.00 4.02 301 [Front Desk]
Thu 08/08/2013 0[RG] 8:00AM 11:55AM 392 0.00 0.00 3.92 301 [Front Desk]
Thu 08/08/2013 0[RG] 12:35PM M 40 4:30PM 392 0.00 783 3.92 301 [Front Desk]
Fri 08/09/2013 2[VAC] 4.00 0.00 0.00 4.00 301 [Front Desk]
Fri 08/08/2013 0[RG] 12:40PM T280 4:30PM 383 0.00 7.83 3.83 301 [Front Desk]

In/Out Exp
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Notes on the Timesheet

You have the option to add notes to your timesheet records. To add a note, double click with your
mouse or touch pad on the Notes box (see Figure 2.8). This expands a section that allows you to enter
notes. Once you are done entering your notes, click the OK box and then SAVE the timesheet.

Step 1: Double click on the Notes space

Date PayCode In Out Reg oT-1 oT-2
(2 Mon 05/06/2013 O[REG1] 08:00AM 02:00PM 6.00 0.00 0.00

OK Cancel

Figure 2.8
Step 2: Enter note and click OK
Notes Date PayCode In Out Reg 0oT-1 oT-2
b Mon 05/06/2013 O[REGA] 08:00AM 02:00PM 6.00 0.00 0.00
Motes:
Helped out a client] -
OK > Cancel
Figure 2.9
Step 3: Save
Notes Date PayCode In In Exp Out Out Exp Reg oT-1 Daily Hours Total Hours Job
@ Mon 08/05/2013 DIRG] 2:00AM 12:01PM 402 0.00 0.00 4.02 301 [Front Desk]
Mon 08/05/2013 DIRG] 12:32PM M 31 4:30PM 398 0.00 8.00 3.98 301 [Front Desk]
Figure 2.10

The timesheet now shows an envelope in the notes section (Figure 2.10). Double click on the notes
section to read or modify the note.
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Switching Pay Periods

To switch to a previous pay period, click on the arrows pointing to the left. To go to a future pay period
click on the arrows pointing to the right. If you need to go to a distant pay period, click on the calendar

next to the pay period dates
[Z]] Pay Period ¥ |« ||| [= imesheet Status: OPEMN L+ Submit

A box opens. Select any date in the pay period. Once the date is selected the system automatically

moves to that pay period.
[»][May v| 2013 [ x|

Wk  Sun Mon Tue Wed Thu Fri Sat
18 1 2 3 4
19 5 G 7 8 9 10 M1
20 12 13 14 15 16 17 18
21 19020 21 22 23 24 25
22 26 27 28 20 30

Today is Tue, 30 Apr 2013

Summary Sections

Weekly Summary
On the bottom of the timesheet is the weekly summary (Figure 2.11). This shows how many hours the

employee has worked in each week of the pay period.

[Z] Weekly Summary
Date Range Of Week Reg oT41 oT1-2

05/05/2013 ~ 05/11/2013 38.00 0.00 0.00

05/12/2013 ~ 05/18/2013 0.00 0.00 0.00

Figure 2.11

Timesheet Summary
The timesheet summary breaks down the hours by paycode (Figure 2.12).

[=] Timesheet Summary

Pay Code Reqg Hrs oTA1 0T1-2 Total Hrs
O[RG] 35.67 0.00 0.00 35.67
2[VAC] 4.00 0.00 0.00 4.00
Totals 39.67 0.00 0.00 39.67
Figure 2.12
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Accrual Summary
The Accrual Summary shows how many available PTO/VAC/SICK/PERS hours you have. It also shows the

last time there was an addition or subtraction to the balance. In the example below, the employee
accrued 1.23 hours on 4/21/2013 (Figure 2.13)

[Z] Accrual Summary

Accrued/Used Available Maximum Used Qualified Hours Qualified Avg. Notes

Pay Code Code Last Post Date Post Type

0.00 0.00 0.00 System Accrual Hours

123 123.04

2[PTO] 1 0412172013 38

Figure 2.13

The History Page
The History page shows your work history (Figure 2.15). Each paycode is indicated by a different color.

There is a key on the left hand side of the page that shows you what each color means. This page is a
great way to have a quick overview of what your work history has been so far. You can also view the
Monthly Calendar which shows you a more detailed view of your work history.

Annual Calendar || Monthly Calendar || Calendar Detail || Calendar Summary

2013

January 2013 February 2013 March 2013,

All Paycodes.
s [ T w T F s s " T w T F H s M T w T F s
Alternate 1
Wieek 1 2 3 4 s Week 1 2 Week 1 2
Viesk 6 7 8 9 0 1 12 Week 3 1 5 6 7 F] 9 Week 3 4 5 6 7 H g
= wesk 13 1 5 I 7 18 19 Week 10 n 12 5 1 15 . Week 10 " 2 3 u 15 i
viesk 20 2 2 2 2 E 2% Week 17 3 19 2 2 2 2 Weesk 17 18 1 El 2 2 2
Wieek 27 28 » 30 3 Week 24 k] 26 w 2% Week % [ | [ | [ |} = [ |} [ |}
Wieek Week Wesk 31
Mixed Paycodes April 2013 May 2013 June 2013
s [ T w T F s s " T w T F H s M T w T F s
Efyggeptions Vieek (] [ ] (] [ ] B 6 Week 1 2 3 O Week 1
Week 7 [ | | ] 10 [11] [ ]} 13 Week B = [ ] [ | [ ] [0l 1 Week 2 [ ] 4 5 [ ] 7 H
ek 14 15 1 7 18 19 2 Week 12 13 14 15 1 I 8 Week El 10 n 12 13 " 15
Viesk 21 2 x 2 2 % 27 Week 19 20 21 2 x 2 25 Week 16 17 1 ] 20 21 n
ek 28 29 3 Week 26 27 2 2 3 3 Week 23 2 25 E 27 28 29
Week 30

Wieek Week

Figure 2.15

Page 8 of 13



.
£ :(800) 654-0441 (Toll Free)
- www.integratedtime.com
San Diego, CA || San Francisco, CA Szmpltfy I Satisfy
740 N. Plankinton Ave, #730, Milwaukee, W 53203 e

The Scheduler Category

Requests Page

The Requests Page (Figure 3.1) is where the employee requests future time off from work.

Aftendance  Scheduler

Requests  Calendar
=
Requests =

[ murtipe

Paid Time Offfg.00 Hours] =] Paid Time Offf4.00 Hours] &
Please inserttemplate

Please insert template
Please inserttemplate Please inserttemplate
Please insert template

Please insert template Please insert template

Week OF: | 10/27/2013 (Sun}-11/02/2013 (Sat) [+ [H Esave < Undo

Sunday Tuesday Wednesday Thursday

Friday Saturday
1012712013 1012812013 1012012013 1013012013 1013112013 1110112013 1110212013
Pending Request:
-+ > < -+ > K< -+ > K< -+ >R K< -+ >R K< -+ > « < -+

Figure 3.1

Procedure:

1. Find the Week Of calendar and select the date you wish to request time off
Week OF: | 10/27/2013 (Sun}-11/02/2013 (Sat) [+ || EF

October v || 2013

Sun Mon Tue Wed
1 2

6 8 9

13 15 16
20 22 23

29 30

Today is Wed, 30 Oct 2013

2. Choose the template that meets your needs and click on it

Paid Time Off[8.00 Hours] e
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3. Click on the date you are requesting time off

Monday
10/28/2013

[R]8.00 Hours
Mon 10/28/2013
(PC-5)
' Paid Time Off

4. Click on Save

Week OF: | 10/27/2013 (Sun)-11/02/2013 (Sat) - E

Parts of the Scheduler Box:

To add a note to the request

Monday
1012812003

[R18.00Hours
Mon 10282013
(PC-6)
' Paid Time Off

To copy this schedule to
the day before

&l save = tneo

To copy this

schedule to the next

day

To copy this

¥ ¥ m——| schedule to

of the week

the rest

\

To clear this day’s schedule

To add a template
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Message Center

When your supervisor approves/declines the time off request, you receive a message in the NOVAtime
system. You receive a notification that says you have a message when you first log in (Figure 4.1). Click
on OK and the system brings you to your message center.

Message from webpage lﬂ
@ vou have new messages. Click OK to read them now.

Step 1: Select OK

Coocd

Figure 4.1
Your Message Center shows all the messages you have received from the system.

Step 2: Click on the unread message type to move to the next page (circled below)

Messages &=

=
Filter by From & To @
Add Fiter || Apply Filter || Clear Filter
Actions. OMark Unread | @ Delete | Displaying 1-3 of 3 records
B Message Type Description Hours Priority Sender Date™ Status
. PTO 4 Normal sup 04202013 05:29PM  Approved
7] Request Time Off 8  Normal suP 04/17/201312:28PM  Approved
[[]  Request vac 24 Normal KHENDERSON 04/16/2013 09:42AM  Declined
- 4 n s Records perpage 10 [¥]

The message tells you if your supervisor has approved or declined your request. This area also shows if
the supervisor sent you a note.

Message Detail Q; =

Request Details

Description: FTO Hours: 1
Priority: Normal Sender: SUP
Date: 41202013 5:29:01 P Vacation Date: 05132013
Status: Approved

Fizgre
Title: Your Time-OTf Request.

Content.
Your request(s) have been approved/deciined by SYP:

1. Request For 4 hours of PTO On 05/13/2013
—Approved;
pervisor Note: Have a great time!

Figure 4.3
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Step 3: Go back to your Message Center, click on the green arrow.

Message Deta 16

Step 4: Deleting the message

Once you have read all the messages, click on the box in the Action column and select delete.

Messages ‘gJ

Filter by From ™ To ™
Add Filler || Apply Filter ||~ Clear Filter

- Dispk: 1-30f3 d:
Actio EOmark unread| @ etete] isplaying 1-3 of 3 records

[l Message Type Description Hours Priority Sender Date™ Status

[ JRequest PTO 4 Normal sup 04/29/2013 05:29PM  Approved
[ ) Request Time Off &  Normal SUP 04/17/2013 12:28PM  Approved
14 Request vac 24 Normal KHENDERSON 04/16/2013 09:12AM  Declined

“ - n o Records per page 10

Figure 4.4

If you do not read a message in your message center you continue to receive the box when
you log in to your Employee Web Services. It is suggested to delete these messages after you have read
them. Deleting the message does NOT delete the request; it only deletes the message in the Message

Center.

If you need to go back to the Message Center or the Message Center closes before you are done, click
on the envelope on the top right hand corner of the page (shown below). If there isn’t an envelope then
you don’t have any messages in the Message Center.

WELCOME QAR SCARLET (212) HELP LOGOUT @

Licensed to: MOV Atime Demo Only (ITP_DEMO)

To log out of the Employee Web Services click on the Logout Button on the top right hand corner.
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