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Employee -> Time Entry -> Time Stamp

My Settings ‘ My Timesheet

Ashley Melson

-
Time Sheet Edit  July 25, 2005 - July 31, 2005 [@)] J
@ Clack In @ Change Cost Center @ Clack Cut
Summal‘yl Mon 25 Tue 26 |Wed 27 | Thu 28 | Fri 29 | Sat 30 | Sun 31 |
Tuesday, July 26, 2005
Time Sheet Edit
Cost Center From To Break Total
Support/ Guides 'j@ 8:32a | 10:15a 1:43
Supporty/Data j' @ 10:15a  1:05p 1:00/|1:50
Support/Help j' @ 1:05p| S5:34p 4:29
Day Total : | 8:02
Time Sheet Total : 17:06
Timesheet Information
Created On: 0F/22/2005
Current State: Open
Submit Previous Mext
HSaua gl_lndn Far Appraval @ ECIOSE Timeshaet @ »Timesheet j

Highlights:

 Simplify or expand
data required to
track time and
attendance

» Configure
timesheet formats by
individual or group

* Maintain
consistency with
existing policies
through user-defined
labels
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Employee -> Time Entry -> Bulk Hours

Company | Accruals | My Settings | Manage Time | Approval | My Timesheaet | FReports Jack Sutherland Hi hli hts'
g g .

-

Bulk Hours July 11, 2005 - July 24, 2005 @ |

Calc. Detailed | Calc. Summary |
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu [ Fd | Sat  Sun
22

* Automatically pre-
e EamEr 11 12 13 14 15 16 17 18 19 20 21 23 24 Total

§execstveradrn SIREL, 500 [o:00 00 [or00 oo | | os0o oo w00 oo oo el populate timesheets
Rirorrer @[ [ [ T [ [ I [ T T kol [ oo
|_+Add Rows xCIear All Rows

wee 3B BBRRRBRRRRBRBEBR B

Timesheet

* Quickly enter
comments or reason

Meeds Saving N, |E
Timesheet Information - COdeS by exceptlon
Srocied Om GRS Left early to bring daughter to ball gsme. d
Current State: Open
* Easily view
calculated hours if
access is granted
Elsve ®undo FurS:E?ri: PTin:‘::;eet =
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Employee -> Time Entry -> Start / Stop

My Settings | My Timesheet

Start/Stop  July 11, 2005 - July 17, 2005

Kacey Jones

@;I

Summary Mon 11 |Tue 12 | Wed 13 | Thu 14| Fri 15 | Sat 16| Sun 17 | Calc. Detailedl Calc. Summary |

Monday, July 11, 2005

Cost Center DPS Module MNotes From To Lunch Total M&?ieg';nt
Rl softwarescore ;I@]ERD Enterprises || Benafit Accruals =1 |a:35a [11:15a | |24 -
Rfsortvareicore IBI[HR spedatties  <|[Data Synchronization ] [t1:15a [raop [rioo [rzs . O
lscfoware/Core  =IR@[Payrall Sersicas x| [Expense Reimbursemant <] [t [5:30p | [0 T

Day Total : I?:SS
Time Sheet Total :I2?:55

[ spadd Rows

Meeds Saving

Timesheet Information

Craated On: 03/23/2005
Current State: Open

Submit @ Previous @ Mext
Lind I
HSaue % e For &pproval adose Timesheat ’Timesheet d

Highlights:

* Track work time
against
departments,
projects, tasks, etc.

* View additional
information such as
planned Time Off

* Manual or
automatic
submission of
timesheets
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Employee -> Time Entry -> Crossing Midnight

My Settings | My Tirneshest

Crossing Midnight July 11, 2005 - July 17, 2005

Dave Geiger

@|4I

Summary Timesheet |
Cost Centar Total

Support Services/Training 26:05

Clear
All Rows

Timesheet Information

Created On: 071172005
Current State: Open [Rejected)

Total Time: IZS:DS

1a 2a 5a Fa %9a 11a 1p 3p 5p Fp 9p 11

la 3a 5a 7a 9

T I o I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|IH[I|I|I|I|I|I|I|I|I|;|

Und @y Submit
HSaue % 288 =) For Approval

@ ﬁ R close

12
Jul

Jul

13
Jul

“ Previous
Timezheet

I @ ’Tin?::hteet LI

Highlights:

* Web, barcode,
Biometric and
wireless data entry
available

» Streamlined
workflow ensures
accurate payroll

» Easy to configure
settings address the
most complex pay
rules
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Employee -> Request Time Off

My Settings ‘ My Timesheet

Kacey Jones

-

Partial Day (Start/Stop)

© Date |

5] Fram | To |

Partial Day (Bulk)
& Date [7/22/2005

5] Tatal [2:00

Multiple Days
© From |

e |

Total |

—Cormnrents

Leaving eatly to take daughtar to ball gare.|

Pending requests

2 Time Off

ﬁclose

Comment : Request - Date

State

HSubmit Request Qview Histary

4|

: Approver

From To :Tlme :Dahe
Submitted

Request Time off @ |
Time Dff e Auth Rem Taken Sch Cemding
To Approval
Tirne Off ITOfPersonal . Hes: 40:00 40:00 0:00 0:00  0:00
T Sick 1172008 b o T ) P )
[ ReaEsE e TOfvacation 1/1/z0gs  HPSt 80:00 56:00 0:00 24:00  G:00
Full Day Days: 10 7 o 3 o
- Hrs: 24:00 16:00 $:00 0:00  3:00
Date I j TofParsonal  1/1/2006 pays: 3 2 1 0 0.38

Highlights:

* Enter Time Off
directly into
timesheet or require
manager approval

* Easily view
authorized, taken
and scheduled Time
Off

* Avoids schedule
conflicts and
unbiased
enforcement of
company policy
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Manager -> Timesheet Approval

Cormpany | Accruals | My Settings | Manage Time | Approval | My Timesheet | Repotts

Timesheets Waiting My Approval

Jack Sutherland

@;I

Employee Filter:  All Employees &

Timesheet Dates: ICaIendar Range ;I IAII ;I

|Run|| Rows On Page: |20 ~| 2 Rows ” Settings { Demo Screen )|

v

Miew q ? . @
e Approve Reject Refresh [l close

r X X X 2 First Name GX 2 Last Name GX 2 Timesheet GX 2 Total X 2 # Incomplete X 2 Total Dvertime X 2 Total Regular X
Start Time Records Hours Hours

I= | | B =l = =l = = = =l I= =l [= =l

I I I I I I I
- Monique ortiz 03/21/2005 38:09 1 - 38115
r Jennifer Davis 03/21/2005 46137 o 6:15 40:00
Page Total

6:15 78:15

Highlights:

* Easily review, edit
and approve
timesheets by
exception

* Quickly identify
missing punches,
attendance
infractions and
overtime

* Identify employee
trends including
adherence to
schedule
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Manager -> Time Off Request Approval

Cormpany | Accruals | My Settings | Manage Time | Approval | My Timesheet | Reports Jack Sutherland

E

Time Off Requests Waiting My Approval @

Employee Filter: All Employees &

Requested Dates: ICaIendar Range ;I IAII ;I

| Run” Rows On Page: |20 ~| 1 Row ” Settings { Default )| @

r x 2 First Name GX 2 Last Name GX 2 Requested Week GX - Date GX 2 Time x 2 Time off 5%  com. 2 Region GX

Day Requested

= E e =l I= =l I= 3 I =l = =] I= =l
I I I I I I I

- @ Kacey Jones Friday 07/22/2005 2:00 E%‘,Eersonal @ East

Approve Reject @Refresh aclose
Checked Requests Checked Requests LI

Highlights:

* Instant access to
past Time Off and
time scheduled in

the future

» System maintains
all history of
comments for
approval and rejects

» Automatic accrual
processing notifies
of potential negative

balances
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Manager -> Reports -> Seniority

Company | Fay Prep | Schedule | Accruals | My Settings | Manage Time | Approval | My Timesheaet FReports Kathy Watts Hi hli hts'
g g .

-
Ernployee Seniority @) |—I

| Employee Filter: All Ernployees & |

|Run|| Rows On Page:llD ;I 10 Rows ” Settings { Seniority by Start Date )| @ L4 Qulckly fllter, Sort
% First Name GX % Last Name GX % Hired X  Started X = Depaﬂ:rnent'sx %+ Region GX % Divison GX or group report data
& [ & & [ _ & [F__& SR (N R
[ [ [ [ [ ot [
@ Jennifer D avis 07f23/2001 08/13/2001 Software Development East Intellectual Property
@ Tom Ballister 11/27/2001 12/10/2001 Support Services East Intellactual Property ° Send data to
@ Kacey Jones 0z{14/2002 03/04/2002 software Developrnent East Intellectual Property Screen’ CSV’ Excel,
B4 morique Oz 02/14f2002 03/04f2002 Support Servicas Eazt Intzllactual Praperty PDF HTML XML
. y . y .
@ Allizon Booton 03/04/2002 03f1gfz002 Marketing Co-Cp East Intellectual Property
@ Ashley Melson 0&/21/2002 07/08/2002 Support Services East Intellectual Property
@ Kirn Weaver 02/02/2003 10/01/2003 Marketing Co-Cp East Intellectual Property . .
« Data displayed in
@ Dave Geiger 08/16/2004 08/30/2004 Support Services East Intellectual Property p_ y
@ Kathy W atts 03/01/2005 03/07/2005 Executive Offices East Intellectual Property teXt! graphlcal and
@ dack sutherland 11/08/2004 03/15/2005 Executive Offices East Intellectual Property Calendar formats

G close I
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Manager -> Reports -> Detailed Hours

Detailed Hours Report

Company | Fay Prep | Schedule | Accruals | My Settings | Manage Time | Approval | My Timesheaet | FReports

Kathy Watts

|;I

Employee Filter: Al Ernployees &

Timesheet Dates: IPal,l Period

;I ICurrent ;I Profile: I

@R (7/18/2005-7/24/2005)

|Run|| Settings { Demo Screen )|

&

»

Region: East

Kacey
Kacey
kacey

Sub Total

Totals

G close

1. [UN GROUP] Grouped By Region %= feast X
% First Name &% % Last Name 5% * pate &% %+ start * 2 End* 2 Hours ¥ % pepartment 5%
| bones | | | | |
Jones 07/22/2005 08:33a 05:37p 8:04 Software Development
Janes 077212005 0&:125a 05:28p 5103 Software Development
Jones 07/20/2005 0f:dla 05:30p Fi49 Software Developrment
Jones 07/19/2005 08:26a 05:32p 106 Software Developrment
Jones 07/18/2005 08:32a 05:44p 8i12 Software Development
40:14
40:14

Ernp. %
Sch,

NN WM

Highlights:

* Drill-down
capability directly
from report allows
quick change to data

* Limit, expand and
place data fields in
preferred order

* Easily push saved
report settings to
individuals or groups
to save time
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Manager -> Reports -> Time Off Calendar

Company ‘ Fay Prep | Schedule | Accruals | My Settings | Manage Time | Approval | My Timesheet | Repotts Eathy Watts
Time Off Calendar @)
Selected Year: |2005 'I
Employee Filter: All Employees &
July September
Sun  Mon Tue Wed Thu Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Sat
9:00
1
8:00 2
1
[d
3 P 1 e ™
| C—
o
October ——
S5un  Mon Tue Wed Thu S5un  Mon Tue Wed Thu nr s i
tomphpan 1 305
oy et e 4 g Er Lo
ot
.....
@Refresh aclose

Highlights:

 Graphical view is
familiar to all
employees

* Employee view
based on security
settings and group
permissions

» Available
comments record
approval history and

prior communication
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Manager -> Reports -> Dot Board

Dot Board - Friday, July 22 2005, 09:08 a (EST)

Company | Pay Prep | Schedule | Accruals | My Settings | Manage Time | aApproval | My Timesheet | Reports

Kathy Watts

| Employee Filter: Easzt{10) &N

|Run|| Rows On Page: I 30 ;I 10 Rows || Settings { Default )|

&

% Employee Id ¥ 2 First Name * % Last Name * In/0ut® % Last Start X 2 Last End ¥ 2 Last Date * % Time Since Last  * % Time Since Last %

@Refresh aclose

In Out
o004 Kathy W atts & - - 0:00 0:00
0003 Tam Ballister ? 07:00a - 07/22/2005 2:08 0:00
0003 Kirm Weaver e 0:00 0:00
000s Kacay Jones g 08:33a - 07/22/2005  0:35 0:00
o019 Ashlay Melzan =] 0:00 0:00
o014 Manique Ortiz g 07:00a - 07/22/2005  2:08 0:00
0023 Allizan Boaoton =] 0:00 0:00
oo1s Daue Gaiger < o4:00s 08:00s 07/21/2005  0:00 1:08
0013 Jennifer Davis ? 07:00a - 07/22/2005 2:08 0:00
no1é Jack Sutherland =] 0:00 0:00

[

Highlights:

* Know who'’s
working and who’s
not in remote
locations

* Monitor what

current projects
employees are

working on

* Identify the last in
or out punch by
employee
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Manager -> Schedules -> Daily View

Daily Schedule Graph - Friday, July 22, 2005

Company | Pay Prep | Schedule | Accruals | My Settings | Manage Time | Approval | My Timesheaet | Reports

Kathy Warts

@ |5

Time Range:

Employee Filter: East(10) %%

Date |07f22f20053me |o&:00a

=l +, [oz:00p

;I Increment |15 rin ;I

‘ Run” Rows On Page: I 20 | 10 Rows || Settings { Default )|

&

@Refresh
Al

- Employee Id % First Name x % Last Name x
| Ca— O Ca—
I I |

ooo3 Kirn Weaver

o004 Kathy Watts

ooog Kacey Jones

ooos Tomn Ballizter

o013 Jennifer Daviz

o014 Maonique Ortiz

o01e Jack Sutherland

oois Dave Feiger

oo1s Ashley Melson

o0z3 Allizon Bootan

Craate Maw

=) Pravious
Draily Schedule LG aclose

# screen

Fa #a 9a 10allalZp 1p 2p 3p 4p Sp bp Fp Ep

July, 2005
Mo Tu We Th Fr Sa Su
12 3
4 3 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 2122 23 24
25 26 27 28 20 30 31

August, 2005
Mo Tu Ve Th Fr Sa Su
12 2 456 7
2 0 10 111213 14
15 16 17 18 10 20 21
22 23 24 25 26 27 28
20 30 31

_ Scheduled Time: (3:00p.m. - 12:00a.m.) ku
07/22/2005 03:00p - 07/23/2005 12:00a P
/7 Total Time: 8:00 4
o ¥ & v v ll
| 12 12 14 15 16 17 18
e 19 20 21 2223 24 25

26 27 28 29 30

Ml

Highlights:

« Establish skills,
positions and
locations by
business unit

* Assign skills and
work preferences to
employees

* Define rules
(lowest $, fewest
people, etc.) and

generate schedules
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Manager -> Notification -> Timesheet Submittal

Employee rerminder to submit timesheet, ;I

=

Cescription

When (7}
Ird |1 Cayis) Before Pay Period Ends At |1:00a  (HH:MM]

Recipients (7}
¥ Timesheet Employee

I Mext Approver(s)

Company | Fay Prep | Schedule | Accruals | My Settings | Manage Time | Approval | My Timesheaet | FReports

Meszage Body

TR

Kathy Watts

{CURRENT_DATE}
Dear {TS_OWNER_FIRST_NAMEY,

Your timesheet starting {TS_FIRST_DAY } has not yet been

submitted, As of now, you have a total of {TS_TOTAL_TIME}.

Flease review for accuracy and submit by end of business)|

Ol

T 1f any Da-,-|< 'I | Hours

[T 1f worked On Scheduled Day Off

[T 1f PP Total Time IOuer vII Hours

[V 1f Timesheet I Mot Appraved By All Managars

[T 1f Timesheet I Mot Submitted by Employes

[T Employes: I % 32
Groupi
r 8 I @ ® Available Tags
I~ Ermail: I PR
Conditions {Optional} '@ {TS_LAST_Dav}

{TS_TOTAL_TIME}

]

{TS_TOTAL_WORK_TIMEL

Filters {Optional}) (7)
[T Pay Period Prof; | @ ]
[T Timesheet Prof: IBqu Hours @ ®

= Pravious E
HSaue Screen Cloze

=

Highlights:

» System tracks
most processes and
core functions for
exceptions

* Configurable ‘tags’
send employee or
process specific
information

* Notifications sent
automatically based
on specific
occurrences or

events
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