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1. Logging In

Thefirst time you access NOVAtime the system prompts you to create swuad.

1. Enter your User ID
2. Enter 123 in the password area
3. Click on Login

The system prompts you to enter a password. This password MUSTDeltaracters long and include
at least one number (@) and one letter (A7).

Setup Password ®

Please enter a password between 8 and 12 characters. Password must contain at
least 1 number and 1 letter

New Password: | ==e==e==

Verify Password: | """"

CONFIRM CANCEL

Figurel ¢ Click Confirm
Once you have typed in your password, use your mouse or touch pad to click on CONEiRM)(or
press the Enter button on your keyboard.

2. Terminology

Category A category is a dark blue option at the top of thage. An examples of a category is the
Attendance category.

Page A page is a subsection to a category. An example of a page is the Timesheets page.

Tah A tab is a subsection to a page. An example of a tab is the History tab on the Accruals page.

Timesheets  Schedules Accruals History  Profile l Page

=
Accruals =

History J? Tab —J

Figure 2 Terminology

Example of a directions: Go to thd¢tendance category Accruals pagg History tab
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3. Message Center

When an employee requests time off you receive a message in the NOVAtime system (you may also get
an email) Click on OK and the system brings you to your Message Center.

¢tKS aSaal3asS /SydidSNIYlFe GAYS 2dzi AT @&2dz R2y Qi Of A0
Center or the Message Center closes before you are done, click on the envelope on tigatdamid

corner of the pageRigure30 ® L ¥ GKSNB AayQi Fy Sy@St2LI (KSy &2d
Message Center.

Mon Jul 23 2016 01:41:41 PM ‘."'.'ELCOMElCrystaIICR‘r’ET-'-"-.L::T | HELF LOGOUT = B"fl

Figure3 - Message Center

Step 1: Select OK

Message from webpage ﬂ

|0 You have new messages, Click OK to read them now.
L

Eancel

Your Message Center showsth# messages you have received from the system.

To view information about the request click on the Message Type, outlinEidjimes.

Atiendance ~ Scheduler  Employees  Repors  Preferences

Messages =
Filter by ate Range [~ From 0 T @
Add Filter | Apply Filter | Clear Filter
Actions # Mark as Uniead | ) Delete | Displaying 1-1 of 1 records
O Message Type Subject Priority sender Date ™
] Request From: 00000301 [KENNEDY HUBARD] Normal KENNEDY HUBARD (00000301 ] 05/05/2016 01:45PM
o @] " -

Records per page 10 [v]

Figure4 Message Center

Scheduler  Employees  Reports  Preferences

Message Detail ¢u =

—
Subject:

Request From 00000301 [KENNEDY HUBARD] Date: DS/06/2016 01 45PM

Priority: Normal Sender: KENNEDY HUBARD [00000301 |

Request History

Subject Request From: 00000301 [KENNEDY HUBARD]

Content
00000301 [KENNEDY HUBARD] has requested the schedule request on 05/05/2016 01 45PM
1. Request For 8.00 hours of VACATION On 05/06/2016.

Figure5 Messa@ Detall
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You have the option to move to tHgcheduler categorly Requests pag approve or decline the time

off request straight from the message by selecting the link outlindeégare5 on the right hand side of

the image. Baware that theRequests pag€ A f G SNB (2 2yfeé akKz2gAy3da GKIG Sy
navigating to that page from the Message Center.

To go back to your Message Center, click on the green arrow at the top of the Message Detail page.

Message Detall a0 |=

Request Details.

Subject: Your Time-0ff R eques| Date: QAZH)NG Ui 20AM
Priarity: M il Saica CRYSTAL
Request History

Subject. Your Time-0ff Reques)

Canlen
Your requestis | Fave been approved'decined by CRYSTAL

1. Rsquest For b hours of VACATION 2] On 047292006
Appeorad

Once you have readlahe messages, check the box in the Actions column and seleBtalage button.
This is not deleting the actual request, it is only deleting the message.

=
Messages i

Filter by Date Range T From H To i |
Add Filter Apply Filter Clear Filter
Actions % Mark as Unread Q Delete Displaying 1-9 of 9 records
Message Type Subject Priority Sender Date ™
Request Request From: 314 [WILLOW EBEBBS] Normal WILLOW EBEBBS [ 314] 04/09/2018 1:41P!
Request Request From: 311 [ASHLEY BEATLE] Normal ASHLEY BEATLE [ 311] 04/09/2018 10:36Al
Request Request From: 314 [WILLOW EBEBBS] Normal WILLOW EBEBBS [ 314] 04/05/2018 11:13Al
Request Request From: 314 [WILLOW EBEBBS] Normal WILLOW EBEBBS [ 314] 04/05/2018 11:12Al

Figure6 - Deleing Messages

If you do not read a message in your messagjger you continue to receive the popup box when you
log in to NOVAtime. It is suggested to delete these messages after you have read them. Deleting the
message doellOTdelete the request; it only deletes the message in the Message Center.
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3.1 The DashboarGadgets
3.1.1 Exception Summary
TheException Summaiadget displays selected exceptions from the timesheet.

Click on the exception name and the system moves toAttiendance category Timesheet pageith a
list of employees who currently have that excigpt on their timesheet.

Exception Summary = =

Pay Policy Group: 300
Selected Pay Period 6/30/2013 - 7/6/2013

Update | Last Update: 08/05/2013 11:25AM

Exception Emp. Count
Early In 13
Late Out 14
Overtime 3
Unclaimed Punch Y
Page1
Figure7

If you do not see any exceptions or are missing exceptions you think you should see, go to the
Preference categorly Preference pageOption 6 is Exceptions. Move the items you would like tatsee
the right hand side undéeBelected ItemsRemove items by moving them to the left side undgailable
Items If you do not see an exception contact your NOVAtime administrator.

6. Exceptions:

*Mote: Please move the selected exceptions columns to the right. This will decide which exception columns this access
has rights to view on the "SUMMARY" tabs in the "ATTENDAMNCE" category.

Available Iltems: Selected ltems:

. Absent

. Tardy
Early In lIl Early Out
Late Qut IEI Missed Punch
Long Meal El Overtime
Short Meal E
Mo Meal
Figure8
3.1.2 Approaching Overtime
Approaching Overtime ]
OT Cycle Policy: Weekly-Wednesday Last Update: 1/17/2018 2:10:06 PM
Selected Pay Week: 01/17/2018 - 01/23/2018 | Thrshid Hrs: 5 |
Group By: Igl Pay Method: | 1 [Hourly] v|
Employee ID* Reg Hrs 0T1 Total Hrs
99999[TEST EMPLOYEE] 2362 0.00 2362
Page1
Figure9
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TheApproaching Overtimgadget displays only the employees over the threshold number of hours,
which is customized by using tE&lit buttonin the gadget.

3.1.3 User Reports
TheUser Reportgadget displays all the published reports.

Publshed reports are reports that have been customized and saved.

Clicking on the name of the report opens the report in Repots Generator categofysenerator page

| Preview tab.

User Reports =X
Report Name ™ Report Type Report Scope
Employee ﬂ&ecard Employee Timecard Shared
Exception Report Exception Report User Only
Summary Report Summary Report. TA User Only
Page1
FigurelO

3.1.4 In/Out Board
Theln/Out Boardgadgetdisplays who is currently punched in and who is currently punched out.

Sort this list by clicking on the header you want to sort by: First Name, Last Name, In Status, Out Status,
etc.

In/Qut Board (ecit] (=] X
Curmrent Date Range: 8/4/2013 - 8/5/2013
. Last
First Last Emp.
Name Name D Out In Lunch Status Pl.!nch Clock Rs
Time
52013
ASHLEY BEATLE 311 IN 12:05:00
PM
Si52013
OLIVE JUICE 325 ouT  2:45:00
PM
Page1
« |

Figurell
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If the supervisor approves the timesheet too early, an administrator or supervisor has the option to

charge the timesheet status to Open.

Pay Period: WEEKLY v || Current Pay Period v 4 || 11/27/2017 (Mon) - 12/03/2017 (Sun)| b | & Status: APPROVED QU

& Approve

=  Timesheet .” EMPLOYEE, TEST-99999 L E-&

M Save  ® Delete ® Undo  “aTimecard Report  #=Columns  ®Hourly (& Recalculate & Insert / Repost

S Multi Add & Copy

OT-2

1. To open the timesheets, go to the AttendarzaegorySummary page

Summary
[£] Pay Period ¥ | < *11/27/2017 (Mon)-12/03/2017 (Sun) ¥ |» [] Lastupdated:Monday, 11/27/2017 2:18 PM | Update | %] Update Schedules
Group Fiter By: | Al v|  Empoyesean v G
Status Filter: Al v 4 Active Only [%] Pay Typew
99599 EMPLOYEE, TEST4 0.00 0.00 0.00 000 $0.00 )
’
.
2. Check the pay period dates. Change pay periogiscessary.
3. Find the employee whose timesheet status you need to adjust
4. Click on the drop down box in the Timesheet Status column
5. Change the status to the appropriate level
6. Save the page

Once payroll is processed and the timesheets are in Payroll siatysdministrators can change the

timesheetstatus.

5. Timesheet Icons Definitions

M Save Click Save to save all changes to the timesheet.

® Delete Checkmark all the rows that need to be deleted, and then select the Delete button.

% Undo Prior to savinguse this button to und changes on the timesheets

= Columns The timesheets can be customized for each user that accesses the software. By
clicking the columns icon, the user can customize the overall look of the timesheets

& Timecard Report

You can print individual time cards by clicking on the Tang Report button.
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& Recalculate If a policy has been changed in the software and it needs to be reflected on the

timesheets use the recalculate button. Example, adding rounding rules after a pa
period has started. Recalculating will adjust that timesheet to\iotlee new policy.

154

y

Insert a missing punch among punches

6. Changing Pay Periods

Find the area of the page that shows the pay period dates. This area can be different depending on what
page you are on. Some pages do not show the arrows next to the pay jpatiesl you then need to

use the calendar option to switch 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.

Hnn

Pay Period: Previous Pay Period ~ 4 |/ 03/12/2017 (Sun) - 03/25/2017 (Sat), b = Status: OPEN | O, & Submit

Figurel2

1 - Use the drop down to pick which time frame you want to look at. Options include: Current Pay
Period, Previous Pay Period, and Next Pay Period.

2 & 3-You can use the arrows to move one pay period at a time forward or backwards.

4 ¢ Use the calendaoption to select a day. The system brings you to the pay period that day falls in

7. Paycode Requirements
Different types of paycodes require different information when adding time to the timesheet.

1 A calculated paycode is a paycode that calculates thebmurof hours in the In column and the
Out column to assign the hours to the Regular Hours column (REG) and any Overtime columns.
A common calculated paycode is the Work Hours paycode.
1 A noncalculated paycode is a paycode that does not require datagirttor Out column and
only requires time to be entered in the Reg. column or Overtime col@ommon non
calculated paycodes afeTO and Holiday

PagelOof 33
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8. Adding Time on the Timesheet

Go to theAttendance category Timesheet page

To add time to the timesket dart from the left hand side of the screen and work your way to
the right.

= Timesheet: ,” EMPLOYEE, TEST-000000000099998 & & &

M Save ® Delete ® Undo 2 Timecard Report = Columns & Recalculate & Insert / Repost S Copy & Show Less Columns

DT Daily Hours

Figurel3

Go to the next blank row on the timesheet. Data is shown chronologically when saved.
Select the Date
Select the paycode
Enter the time(s)
a. Calculated Time (Ex. Work Hours)
i. The system allows you to enter an In and Out time when the paycode selected is
calculated, such as work hours.
b. Non-Calculated Time (Ex. PTO)
i. The system allows you to enter in the number Reg hours when the paycode
selectedis a noncalculated paycode, like PTO or Holiday.
Select the appropriate reason code
6. Click Save

PwOnN PR

o

= Timesheet: .” EMPLOYEE, TEST-000000000099999 & & =

® Delete *® Undo = Timecard Report = Columns & Recalculate W Insert / Repost S Cop

Pay Code Reg oT DT Daily Hours

D Mon 04/10/2017 O[REGULART  08:00 AM 04:30 PM 8.50 0.00 0.00 8.50

Figurel4 Completed Time Record

S. Adjustlng Time

Go to theAttendance category | Timesheet page

Adjust the pay period, if necessary

Find the time in the timesheet and click on it so that it is highlighted.
Click delete on youKEYBOARD

5. Enter in the new time and save the page.

PobdPE

Check the regular and overtime hours for the week. If the hours look wrong go back to your record and
delete it and save the page. Once the page refreshes enter in the time again and save the page.

Pagellof 33
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10. End of Day Missed Punch

To add an end of day missed punch click in the square where the punch should be. This square is
highlighted inFigurel5in yellow. Enter in the time and save the timesheet. Once the time is added, the
highlighted square is filled in with the adjusted time and the daily totals should appear.

10.1.1.1 Incomplete

DT Daily Hours

|:| Mon 04/10/2017 O[REGULART  08:00 AM 0.00 0.00 0.00 0.00

Figurel5Incomplete Timesheet Record

10.1.1.2 Complete

DT Daily Hours

[] Mon 04/10/2017 O[REGULART  08:00 AM 04:30 PM 8.50 0.00 0.00 8.50

Figurel6 Complete Timesheet Record

11. Middle of theDay Missing PunchUsing Insert/Repost

Go to theAttendance category | Timesheet page

Thelnsert/Repost buttonis used when an employee forgets to punch and thegh@s are now out of
order.

Thelnsert/Repost buttoncan also be used to insert meal times on the timesheet when punches already
exist on the timesheet for that day.

In Figurel7the employee forgot to punch in for the day butmembered to punch out. The system
puts the first punch for the day in the IN sp@te need to add their true in punch time.

Sun 04/02/2017 O[WORK HOURS] 5:02 PM 0.00 0.00

Figurel?

1. Click on the Insert/Repost button

— Timesheet: ,” EMPLOYEE, TEST-000000000099999 & & &

M Save @ Delete ® Undo =4 Timecard Report = Columns & Recalculate W Insert / Repost
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2. Select the date and input the
time.

If only onerecord is being added,
leave all other rows as they are. If
you have more records to add
select the appropriate date and
enter the appropriate time in the
other data fields.

3. Click OK on the message box
that appears

Select Date/Time Information

T
8.

Note: To INSERT one or more punches, please fill in the information above. Otherwise,

Sun 04/02/2017

Sun 03/26/2017
Sun 03/26/2017
Sun 03/26/2017
Sun 03/26/2017
Sun 03/26/2017
Sun 03/26/2017

Sun 03/26/2017

please hit [OK] to REPOST a Pay Period.

08:00 AM

Time Management System has determined that 1 record(s)
will be reposted to your timesheet data file. This process
cannot be undone.

Continue to Repost the Punches ?

0K Cancel

4. The gstem inputs the time in the correct spot and moves all other punches over.

Sun 04/02/2017 O[WORK HOURS]

5:00 AM 5:02 PM 9.03 0.00

11.1 Notes on the Timesheet

Find the Notes column and click on the notes bubble. This opens up the notes section. Enter in your
note, click OK,rad save the timesheet. For your convenience, the system time and dates stamps when

the note was made.

Mon 05/15/2017 O[WORK HOU

05:23 AM

04237 PM

Figure19 Without Note
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Note Date Pay Code In In Exp Out

n Mon 05/15/2017 OWORK HOU 0523 AM 04:37 PM

Figure20 With Note

11.2 Approving Timesheets
There are 2 waysto approve aléJf 22 SSQa GAYSakKSSio

A. On the Timesheet
1. Select the employee you wish to approve in the employee listing on the left side of the page
2. View the timesheet and make all the necessary corrections and save the page
3. Hit the Approve button at the top of the timeshee

Pay Period: | Bi-Weekly ¥ | Current Pay Period v 4 |03/26/2017 (Sun) - 04/08/2017 (Sat)| b | | & Status: OPEN  Q & Approve

B. Timesheet Summary Pag&Vhole Page
1. ' FGSNI OASoAy3d ff SYLI28S5SSQa GAYSAKSSI
Summary
(L] Pay Period ¥ | «| “07/16/2016 (Saf)-07/31/2[~] » || Last updated:Monday, 07/25/2016 4:52 PM
Group { Filter By: Al Employee Search Go
Status Filter: Al [ Active Only (] Pay Type ¥

Unopened Timesheets: 90 Open all fimesheets

Opened Timesheets: 3 Save Approve this Page

2. Save the timesheet
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12.

Viewing Employe8chedules

Go to theAttendance categor| Schedules page

The Shedules pagé K 2 ¢ &

or month.

Schedules LEJ

& PINE, SCOTT - 99999

»DEPT: 1

o |[*] Pay Period ¥

rJOB: 1

* Hours are grouped by Actual Work Date

Schedule Summary

05/10/2015-05/16/2015
05/17/2015-05/23/2015

4

Sunday

Sch. Act.

[U]08:00AM-04:00PM
Mon 05/11/2015
(PC-0 M30}
« Unused

[U] 08:00AM-04:00PM
Mon 05/18/2015
(PC-0 M30}
« Unused

[ Goto Timesheets

"05/10/2015 (Sun)-05/23/2015 (Sat) ¥ » [

£ Goto Employee

» Pay Policy: 1
Month:
Monday
Sch. Act.
&750 &750
B7.50 -
Tue
12

[ [5] 08:30AM-05:00PM
Tue 051212015
(PC-0 M30}
« Unused

[ [5] 08:30AM-05:00PM
Tue 0519/2015
(PC-0 M30}
« Unused

|| Goto Schedule

* Shift Number: 3

May, 2015

Tuesday
Sch. Act.

&s.00 =
Ba.00 -

May 2015

Wed

[ [5] 08:30AM-05:00PM
Wed 05/13/2015
(PC-0 M30)
# Unused

[ [5] 08:30AM-05:00PM
Wed 0512012015
(PC-0 M30)
# Unused

[ [5]08:30AM-05:00PM
Thu 052172015
(PC-0 M30)
# Unused

iKS SyLXt2essqQa ao

» Pay Category: 01

Wednesday Thursday Friday

Sch. Act. Sch. Act. Sch.

00 - Ba.00 -

00 - B8.00 -

Thu Fri

14 15

[ [S] 08:30AM-05:00PM [ [S] 08:30AM-05:00PM

Thu 05/14/2015 Fri 0511512015
(PC-0 M30) (PC-0 M30)

# Unused # Unused

21 2

[ [5] 08:30AM-05:00PM
Fri 05/2212015
(PC-0 M30)
# Unused

KSRdzZ S F¥2NJ GKS

» Holiday Rule: 1

Saturday
Act. Sch. Act.
»
Sat
16
23
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13. Accruals Page

TheAttendance category Accrualpageshowsa detailed view of the additions and deductions to each
accruwal rule.

13.1.1 History Tab

Post Date Acc. Code Post Type Hours Carry Hours Used Adjust Earned Available A;‘::v Notes
05/01/2015 01 T 0.00 72.00 a.o0 0.00 0.00 64.00 05/2172015 Usage
04/30/2015 01 T 0.00 80.00 8.00 0.00 0.00 72.00 05/21/2015 Usage
04/202015 01 T 0.00 88.00 8.00 0.00 0.00 80.00 05/2112015 Usage
04/16/2015 01 T 0.00 96.00 a.00 0.00 0.00 88.00 05/2112015 Usage
04/152015 01 T 0.00 104.00 8.00 0.00 0.00 96.00 05/2172015 Usage
04/1422015 01 T 0.00 112.00 8.00 0.00 0.00 104.00 05/2112015 Usage
04/13/2015 01 T 0.00 120.00 a.00 0.00 0.00 112.00 05/2112015 Usage
03/16/2015 01 T 0.00 128.00 800 0.00 0.00 120.00 05212015 Usage
01/0122015 01 s 128.00 0.00 0.00 0.00 0.00 128.00 05/2112015 System Accrual Hours

Column 1: Post Date
- Shows wherthis Accrual Rule wgssted in the systemThis date can reflect a deduction,
such as the employee using hoursthe timesheet, or an additiosuch as a system accrual.
Column 2: Code
- Indicatesthe number of the Accrual Rule.
Column 4: Post Type
- Explaindhow the accrual rule was used.
S = System Accruallime was added by the scheduled accrual process
T = Timesheat The accrual rule was used on the timesheet
* = Reset; The systemiesetthe hours, usually seen at the end of the accrual term,
annually or based on hire date
+ = Import¢ An accrual import was done
U = User Modificatiog A user modified the number of hours
Column 5: Hours
- Indicateshow many hours were either accrued or usedidg this posting
Column 6: Carry Hours
- Indicatesthe number of hours that were carried over from the previous posting
Column 7: Used
- Indicateshow many hours were used, if applicable
Column8: Adjust
- Indicateshow many hours were adjusted. Adjustmentg anade on the Management tab
on the Accruals page or by an import
Column 9: Earned
- Indicateshours that were earned using the Points System, if applicable
Column 10: Available
- Indicatesthe available hours after the addition or subtraction of hours leeh place
Column 11: Notes
- Explains what happened during the posting, usually describes the Post Type column
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14. History Page
TheAttendance category | HistorypageK2 6 a4 'y SYLX 285S5SQa 62N)] KAald2NER(d

Each paycode is indicated by a different color. Therekeyaon the left hand side of the page that shows

what each color means.

¢CKAA LJI3IAS Aa | ANBFG gle (2 KIFI@S | ljdza Ol 20SNUASS
Monthly Calendar shows a more detailed view of the work history by the month.

Annual Calendar | Monthly Calendar = Calendar Detail || Calendar Summary
4 2013 »>
Select Legend
January 2013 February 2013 March 2013
All Paycodes
s M T T F s s M T W T F H s M T w T F §
Holiday
Week 1 2 3 4 5 Week 1 2 Week 1 2
Regular Hours Week & 7 8 ] ETETY 12 Week 3 4 5 8 7 8 9 Week 3 4 5 8 7 8 9
B Wweek 13 (14 (15 (16 |17 |18 139 Week 10 (14 [42] (13 [14] |15 16 week 10 (11 (12 (13 [14] |15 16
Week 20 (21 (22 |Z3 |28 | 26 Week 17 (18 (18 |20 |21 |22 23 Week 17 (18 (18 |20 |21 |22 23
Mixed week 27 |28 28] (30 3t week 24 25 |28 |2 |28 week 24 25 28 (27 28 B8 @0
Paycodes Week Week Week 31
April 2013 May 2013 June 2013
E Exceptions L ¥
8 M T w T F 5 s M T W T F 8 5 M T w T F §
Week 1 2 3 4 I 8 Week 1 2[E 13 4 Week 1
Week 7 8 g 10 i} 12 13 Week 5 8 7 8 9 10 11 Week 2 3 4 5 ] T 8
Week 14 15 16 a7 18 19 20 Week 12 13 14 15 16 a7 13 Week 9 10 11 12 13 14 15
Week 21 22 23 24 25 26 7 Week 19 20 21 2 23 24 25 Week 18 g a8 13 20 21 2
Wieek 28 (29 (30 Week 26 21 (280 288 (30 (&1 Week 23 24 25 (28 2] (28 2
Week Week Week 30
Figure21

The Calendar Summashows the exceptions and the count by day of the week. This page also totals the
numbers.

Annual Calendar Menthly Calendar Calendar Detail Calendar Summary
Filter by From 01/0172013 | [ To 07/2212013 [
Add Filter Apply Filter Clear Filter
Attendance Summary Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
(01/01/2013-07/22/12013)
Paycode Count  Hr:Min  Count Hr:Min Count Hr:Min Count Hr:Min Count Hr:Min Count Hr:Min Count Hr:Min  Count Hr:Min
0[RG] - - 37 232:19 37 240112 40 24418 35 23059 as 239:54 - - 187 1187:42
HOL - - 1 03:30 1 08:30 - - 1 08:30 - 3 265:30
2[VAC] - - 1 03:00 1 08:00 1 08:00 2 16:00 2 12:00 - - T 52:00
Exceptions Count  Hr:Min  Count Hr:Min Count Hr:Min Count Hr:Min Count Hr:Min Count Hr:Min Count Hr:Min  Count Hr:Min
Early In = = 12 06:05 10 03:37 10 04:58 12 04:33 11 02:43 = = 55 21:54
Late Out - - 9 02:24 12 02:25 " 02:20 9 04:36 9 0434 - - 50 16:19
Missed Punch = = = = 1 = = = 1
Overtime
Meal Premium
Meal Premium Waived
Figure22
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15. Creating / Managing Schedules

15.1 Template Schedule
TheScheduler category Template Scheduler pagdlows a supervisor or administrator to create
multiple start and stop times and assign them to an employee on different days.

15.2 Adding a Template
While in theScheduler category, click on the Template Schedules. page

1. Clickon Add/Maintain Templates

Week Of: | 12/04/2016 (Sun)-12/31/2016 (5af) v :ﬂ

Multiple 4 Save Templates [#] Add/Maintain Templates £ Insert Templates

2. CAff 2dzi GKS daé { Giggde23iah the nexpadgdiagd réfedehced 2 EX  dza S
Step 1.ClickNew

Skip to Paycode unless modifying a template

Step 2:Selectthe Paycode

Step 3:Selectthegroupfp y G KS SEIFYLIX ST Al aléd aw2o0é03 2N &
template is not for a specific group

Step 4:Enterthe Start time
Step 5:Enterthe End Time

Optional:Enter in how many minutes the employee should take a meal for. If the
employee is assigned tshift that has an automatic meal deduction, this box
represents how many minutes the system will auto deduct.

Step 6:.ClickSave

Step 7: Click New or exit out of the box
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My Schedule Template

@ New | |[7]Edit | |€) Delete | [ Save Y Undo | | ¥ Exit
A Template: <--Select--> v
B L Preview
C Pay Code: <--Select-—= v
D Job: <--Select--> v
E Starts:
F Ends:
G Meal: Minutes ( : )
H Hours:

Figure23 My Schedule Template
My Schedule Box Optian

A. If you have a template you need to modiind it in this area. Once you click on the
template the page updates to include that configured template.

B. This area allows you to preview what the template will look like as you are building it.

C. Sk=ct how the hours are going to be coded when this employee punches.
*Paycodes such as Work Hours require a start and end time.

*Paycodes such as Holiday, Vacation, Sick, or PTO only require the Hours.

D. Select the group level the employee should beedaled for. This will show up on the
timesheets when the employee punches. If you do not want the system to
automatically assign a group level, but instead pick from the employees configured
IANRdzL) £ S@St > dzaS GKS a5STlhdzZ ¢ 2LIGA2y @

E. Enter in the time thischedule starts
F. Enter in the time this schedule ends

G. Enter in the meal information. If nothing is entered in this area the system looks at the
configured shift setup for items such as automatic meal deductions.

H. If the paycode you selected was rAraiculated, such as holiday, PTO, sick then the
system will require the number of hours you need to add to the schedule when using
this template.

3. After creating the template, the template needs to be added to the available options on the
page. To do thiglickon Insert Templates.
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Week Of: | 12/04/2016 (Sun)-12/31/2016 (Sat) v _-j]
Multiple H Save Templates [ 1 Add/Maintain Templates 5 Insert Templates

4. Click on themere™ button.
5. Follow the options with your computer mouse.
a. If you have a difficult time staying in the required area, enlarge your page by holding
down Crtl and hitting the + (plus sign next to the back space onkmyooard) to reach
your required enlargement.
b. To minimize the page after you are done, click on Crtl-gndgative sign to the left of
the plus sign) until the page is back to normal, or you can go back to 100% by selecting
Crtl and the number 0.
6. Clickon the option.
7. Continue with other spaces until you are done.

Week Of: | 12/04/2016 (Sun)-12/31/2016 (Sat) v E}
Multiple | [ Save Templates | | (] Add/Maintain Templates | | B3] Insert Templates
Please insert template x Please insert template morev & Please insert template morew X
Please insert template morew ¥ Please insert template morew ¥ Please insert template morew ¥

Please insert template morew ¥ Please insert template morew ¥ Please insert template morew ¥

Once all templates are added to this area WuUSTclick onSave Templates.

Week Of: | 12/04/2016 (Sun)-12/31/2016 (Sat) v | [H]

Multiple H Save Templates 7| Add/Maintain Templates E Insert Templates

15.3 Using the Template Schedule to Schedule Employees

1. Clickon the employee you want to schedule for on the left dayee list.
2. Ly GKS a2 $sethe caléhdar dpthdbtd move to the week you are scheduling for.
3. Clickon the template you need to use.

a LT (GKS SyLX2eSS g2N)a | aLiXAdG aKATaxr OKSO1Y

Template button and click otine two templates. The work hours cannot overlap.
4. Clickon the day(s) you need to schedule using this template.
Repeatsteps 3 and 4 until the schedule for this employee for this week is complete.

6. Click{ @S G GKS G2L) 2F (KSR ELIOTA Goyhocd G KS a{ | @S ¢

o1
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Week Of | 12/04/2016 (Sun)-12/31/2016 (Sat) + @

[ Multiple | Save Templates | [#] Add/Maintain Templates | B3] Insert Templates

| Default Job[08:00AM-04:30PM] el | Please insert template Please insert template
TS TSeTt et Please insert template Please insert template
Please insert template Please insert template Please insert template

schedute: A - [F] & ~B

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12/04/2018 12/05/2018 12/06/20186 12/07/20186 12/08/20186 12/09/2018 12/10/20186
-+ *» < -+ PR KL -+ PR KL = P» KL -+ PR KL =+ bd KL -
Figure24

A: Select a template and then use button Arigure24to copy that template to the entire week.
B: Use button B iffigure24ii 2 NB Y2 @S (i KShedi.i ANBE 6SS1 Qa
15.4 Parts of the Scheduler Box

Click to add a note

Thursday
04/28/2016

To clear the request
= from this day
%t 8.00 hours

Thu 04/28/2016

(PC-2
v Vaca&w } ——-‘x

=

« < - >

To coy this request to the
day before or after

copy this schedule to the rest
of the week in either direction
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15.5 Free Form Schedule Page

TheScheduler category | Free Form Schedule gdadef 2 64 @2dz (2 ONBFGS 2N OKI y.
schedule by manually selecting shift information. This page is great for adjusting a scheqoesteimn

without having to change a template or adjust a complete shift.

Mend. .
e A Select the paycode
A PC: O[WORKHOURS] v B: SelecttheJab 2 NJ aSf SO
3 LT[LEAD TEACHER] - B T2NJ UKS aeausSy o2
C . (uU): 08.00AM : 04:30PM configured job in upon saving.
Hours: 0/ <& C: Enter the start and end time.
_E Meal: 0 (Minutes)
F D: If the paycode is necalculated, like
vacation or holiday, enter in the hours
< - > »
= here.
PC: . .
E: Enter in how many minutes the
e employeeshould take a meal for. If you
are unsure what to put here, leave it
Hours: 0 blank
Meal: 0| (Minutes)
F: Enter in the meal times. If unsure,
leave it blank.
< - > »
Figure25

Page22 of 33



A

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

San Diego, CA || San Francisco, CA

Inteq

ratedTime

Simplify | Satisfy

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

15.6 RecaPage

TheScheduler category | Recggageallows you to view multiple schedules at once, and print them out,

if needed.

11/03/2013 - 11/09/2013

Tuesday

Wednesday

Thursday

Saturday

Monday Friday

Eoves 11104/2013 11/05/2013 11/06/2013 110772013 110812013 110972013
[311]
Ashley
Beatle —
£ v
g ¥
[312] [U] D4:20PM-D8:20PM [U] 04:20PN-08:20PM [U] 04:20PM-08 20PK [U] 04:20PM-08-20PM [U] 04 20PM-08-20PM
Scot N Mon 1110412013 Tue 14052013 Wed 11/08/2013 Thu 1/07/2013 Fri 11/08/2013
Pine = (PC-0) (PC-0) (PC-0) (PC-0) (PC-0)
yel - + Lobby + Lobby + Lobhy + Lobby + Lobby

v
g S
13131 A [S] 07-00AM-03:00PM [S] 07:00AM-03:00PM [S] 07-:00AM-03:00PM [S] 07:00AM-03:00PM [S] 07:00AM-03:00PM
Scarlet . on 11/04/2013 Tue 11052013 Wed 11/06/2013 Thu 11072013 Fri 11/08/2013
Oak - (PG-0 M30) (PC-0 M30) (PC-D M30) (PC-0 M30) (PC-0 M30)
yel = ' Janitorial + Janitorial + Janitorial + Janitorial " Janitorial

¥
e
[314] % [S] 09:00AM-05-00PM [S] 09-0DAM-05:00PM [S] 09-00AM-05:00PM [S] D9:00AM-05:00PM [S] 09:D0AM-05:00PM
Bebbs - Mon 1110472013 Tue 11052013 Wed 11/062013 Thu 11/07/2013 Fri 11/08/2013
Willow - (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) {PC-0 M30)
yeol - + Lobby +' Lobby + Lobhy + Lobhby + Lobby
g ¥
[315] A [8] 08-:00AM-04:30PM [S] 02:00AM-04:30PM [8] 08-00AM-04:30PM [8] 08:00AM-04:30FM [S] 08:00AM-04:30PM
Silver N Mon 11/04/2013 Tue 111052013 Wed 11/08/2013 Thu 11/07/2013 Fri 11/08/2013
Maple - (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) {PC-0 M30)

= + Activities + Activities " Activities + Activities " Activities
= ¥

Figure26

Clicking on a day will bring up a box similar to what you see on the Template page. Click on the diamond
to add a custom schedule for this one day for this one employee.

Monday
01/15/2018

< R >»
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Customized Schedule ®

 Preview 0 Add
A Pay Code: <Select—> v
Job: <—-Select—> | B
C  starts:
Ends: D
E  Hours:
Meal: F Minutes ( : )

G  Notes:

Slectthe paycode you wish to use for scheduling.

Selectthe job, or use the Default Job option for the system to fill in the schedule with the

SYLX 28S5S5Qa O2yFAIdzZNBR 220

C. Enterthe start time.

D. Enterthe end time.

E. Enterthe number of hours if you are entering a schedule for an-calculated paycode, such
vacatian or sick.

F. Enterin the number of minutes the employee should take a meal for. If you are unsure what to
put in this area, leave it blank.

G. Enterany notes you want to show on this schedule for this employee.

© >

Click Adaand then save the page.
You can copa schedule from one day to another employee.

Clickand hold on the calendar image within that schedule box and drag it to the day for the employee
you need to copy that work time for. Both employees need to be showing on the current page.

Emplovee Sunday Monday Tuesday
ploy 01/08/2017 01/09/2017 01/10/2017

[311] #] 08:00AM-05:00PM i [S] 08:00AM-05:00F
Ashley Mon 01/09/2017 Tue 01/10/2017
Beatle - (PC-0 M30) (PC-0 M30)
2 " Csr v Csr

v
[sirr2 ¥
312] =
Scot A
Pine —
0 = F[S] 08:00AM-05-00PM

v Mon 01/09/2017

(PC-0 M30)

= ¥ ' Csr
[313] A
Scarlet ~

Oak

Figure27 Click and Drag
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Sunday Monday

EnpRyEs 01/08/2017 01/09/2017 |
[311] [S] 08:00AM-05:00PM
Ashley Mon 01/09/2017
Beatle _ (PC-0 M30)
jo " Csr

~
[sirrd ¥
[312] - 08:00AM-05:00PM
SPot Mon 01/09/2017
Pine _ (PC-0 M30)
2 v Csr

v
v

Figure28 After Click and Drag

15.7 Removing 1 of 2 Schedules

It is easy to remove just one schedule from the Free Form page if the employee has a split shift since
each cell has its own cleachedule button. However, since both schedules show in the same cell there
is no clearly identified way to remove just one schedule. This also works on the Template Schedules

page.

) p— = =
[S31i’t] " [S] 06:00AM-04:00PI [S] 06:00AM-04:00PI [U] D8:00AM-12:00P
PE:O Men 03132017 Tue 03142017 Wed 03152017
ine (PC-0) (PC-0) (PC-0)
jol ' Front Ofiice " Front Ofiice ' Front Ofiice o
Schd. _
Hours [U] 04:00PM-08:00PM
Reg: 28.00 Wed 031152017
oT: (PC-0)
Total: 28.00 + Front Office 9
R
E
Figure29

In Figure29 Scot works from 8:00a@12:00p and then again from 4:0@B:00p on the fourth day of the
schedule. Scot no longer needs to work the morning schedule from &:0220p.

To remove this scheduleght clickon the schedule so it highlights.

Figure30
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