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Disclaimer

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties
about the contents of the manual and specifically disclaims any implied waranties of
merchantability or fitness for any particular purpose. Fleet-Net® Corporation, wholly owned subsidiary
of Avail Technologies, Inc. further reserves the right o make changes to the specifications of the
program and contents of the manual without obligation to notify any person or organization of such
changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of
this publication may be reproduced, transmitted, transcribed, stored in any retrieval system, or
translated info any language by any means without the express written permission of Fleet-Net ®
Corporation, wholly owned subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110,
Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is fumished under a license agreement and may be used or
copied only in accordance with the terms of the agreement. Failure to sign this agreement and still
use the software is illegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office
Products are either registered tfrademarks or frademarks of Microsoft ® Corporation in the United
States and/or other countries. The names of actual companies and products mentioned herein
may be the trademarks of their respective owners.
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About This Guide

This guide contains standard procedures for operation and a description of each feature released
with the module. The module description provides the infended application or use of the module

and any comments that relate to this specific module.

Below are features that are used through FNW applications.

To correctly exit a form click on the Fleet-Net®
Icon always located in the upper right of every
form.

**When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F’ as a search tool.

When using this button to search the following sample
form will open up. Use any of the search item criteria
to find your item select it and it will populate at the
bottom of this form. To populate the previous form with
the selected item simply hover over the item # and
double click it. Close the search form.

S FNWO_LtemSearchSubForm 02/25/2004 @ 2010 Fleet-Net Corp

Item Search

Our Item Description: [

OEM Description: [

OEM ltem #: |

Warshouse / Bin Location: [

Product Class: [

Vendor Name: |

[ I 3 N 3 Y

Mode: [

Item it

Description

Unit Cost ‘

il Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated

field.
QI The clock button allows for changing the time entry.
The question mark button opens the search option.

The Stop button aborts the current selection process.

x
A api [v] 4] 2oy
SuMoTuWweTh Fr Sa
. . 1.2 3
The calendar button allows for quick selection of a ISR NE
specific date via a calendar. Calendar defaults to ERBEEDY
current date. ==
The calculator button allows for quick simple ol ||
calculations on the fly. It opens up your systems Z} NG
calculator. s
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Timekeeping Implementation

It is understood that the Systems Administration Guide had been followed completely
and that all other modules are working prior to the Time Keeping installation. The Time
Keeping module requires the Payroll, General Ledger, and the System module files in
order to function.

As with all Fleet-Net® for Windows modules, the module must first be installed as directed
in the System Administration Guide. Briefly, this includes (1) copying the data files,
program files, server database, and the client master database, (2) running the

configuration program, (3) copying the client master for individual use.
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Timekeeping Setup

Timekeeping Setup

j Miscell Codes Mai

ﬂ Manager & Authorizations Setup

j Timekeeping Pay Code Setup ?
j Time Sheet Notes Entry ?
_5| Pay Time Import Setup ?
16| Retum to Previous Menu ?

4 || Enter your selection: [] Show Details

Miscellaneous Codes Maintenance

Select Edit Miscellaneous Codes to establish/maintain certain default values within
Timekeeping.

Timesheet
Select Timesheet from the drop-down.

Modify { Add Misc List Codes

Module: | TK
Type: |TimeShest ~

M
Code Value

AllowEmployeeToPrint True: allows the user to print their timesheet; False:
removes the print button on the form

DefaultPayPeriod BW — Bi-Weekly
WK — Weekly
SM = Semi Monthly
MO - Monthly

DefaultPayrollYear Enter the current payroll year (this should be updated
every year)

DefavliTimeEntryMode H: Enter hours and minutes
D: Decimal
If HIs selected the user will see a checkmark in the
Enter Time As Hours and Minutes field on both the
timesheet entry and approval form
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Manager & Authorization Setup

This form is used by all three timekeeping options (Schlage Interface, Time Clock and
Time Sheet). This form has two separate functions. The first is to setup the managers who
will be responsible for overseeing and approving employee time in the timekeeping
module. The second function of the form is to assign employees to the Managers.

This setup feature should be restricted via menu security to IT or Payroll personnel.

Employees

To see what employees are assigned to a manager, select the Manager #.

Time Clock Management Setup
Manager #: (00105 [ ]| Gary Sample Department #: 1]
Employees Managed Emel s
Employee # Description Dept # i
[00702 [< ] [lohn Sample M o
Print
00105 [ [Gary Sample [t
Auth 1zations
|DD113 v |F|0bertSampIe |M
Build
[oozz || |Todd Sample [t
|DD132 v |HOII_I,I Sample |M
|DD‘I 34 v |E0ry Sample |M
|DD‘I 45 ~ |Matthew Coe |M
|DD‘I 47 v |Th0mas Sample |M
|DD148 v |Dean Sample |M
M & [

If there are employees assigned to the manager, they will show on the screen. To
maintain the employees, you can add new ones by selecting them from the Employee
#. If you need to delete someone due to an internal department transfer, you can do
that here as well by clicking on the row and then clicking “delete” on your keyboard.
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Managers

To see what managers are set up, click Managers.

Time Clock Management Setup

Manager #: = |

Department #:

Current Managers Emityees
Manager # First Name Middle Hame Last Hame Department
|DD‘I 05 |Gar_l,l | |Sample |M m
= Print
|DD‘I o7 |Mam|e | |Sample |A -
(025 |smanda [ |5 ample [
Build

To see what employees are assigned to the manager, double click on the Manager #.

Print

Click Print to print a report of current managers. You can also select a manager from
the drop-down and print just their employee list.

Current Time Clock Managers

Manager # First Name Middle Name Last Name Department
00105 Gary Sample M
Employees Managed

00102 John Sample M

00105 Gary Sample M

00113 Raobert Sample M

00123 Todd Sample M

00132 Holly Sample M

00134 Cory Sample M

00145 Matthew Doe M

00147 Thomas Sample M

00148 Dean Sample M
00107 Mamie Sample A

Employees Managed

00100 Ray J Sample D

00101 Martin Sample o]

00102 John Sample M

00103 David Sample o]

00104 Eric Sample A

00105 Gary Sample M

00106 Robin Employee D

00107 Mamie Sample A

00108 Jose Sample 0

00109 Brenda Sample 0

00110 Lisa Sample 0

00111 Donald Sample D

00112 Sharon Sample 0

Avail Technologies Inc. April 2021
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Authorizations

Click Authorizations to view and/or edit the number of manager authorizations required
for each employee.

Time Clock Management Setup
Manager #: o | Department #:
Authorizations e Empl
Employee # Description Dept # Required mployees
Y [05100 <] [Favd Sample [ 1 Monogers
Print
[001 [ ] [Martin Sample [ [ 1 o]
[omioz [T [lahn Sample M [ 1 Build
(00103 [ ][David Sample ] [ 1
[oo104 [ | [Eric Sample [& [ 1
00105 [ [ |Gary Sample M [ 1
[00106 [ ] [Robin Employee O [ 1
[o0107 [ ] [Mamie Sample [ [1
[00108 [ | [ose Sample [ [ 1
[00103 [ ] [Brenda Sample [ [ 1 -

You can view/assign the authorizations for all employees at once by leaving the
manager # blank, or you can select the manager and then click Authorizations just for
that manager.

The Authorizations Required field cannot be blank. It can also be populated during the
Build process.

Build

This process allows you to assign the employees in a specific department to a manager
at one time.

Select a manager from the drop-down and click Build.

Time Clock Management Setup
Manager #: 00100 «|| RayJ Sample Department #: D
Build Entire Department Employees
M
Department #: [ o | Dispatch anagers
Print
Authorizations Required: | 1
4 '_ Authorizations
Start Build
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Field Name Description
Department # Select the department to be assigned to the selected

manager. All active employees from the department
will be assigned.

Avuthorizations Required Enter the number of managers who must approve time

prior to transferring to payroll. This field cannot be blank
— you must enter at least 1.

Click Start.

You will receive the following prompt. Click Yes to continue or No to cancel.

Microsoft Access

o Euild all employees forthe department selected?

If yes was selected, you will receive the following prompt. Click Yes to continue or No to
cancel.

o Delete existing entries for the department selected?

Yas Mo

Click yes to delete existing entries for the department selected and add all the
employees or click no to add only employees who aren’t there.

You will receive the following when the build is complete. Click OK.

o Build Camplete.

QK
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Deleting Managers and Employees

To delete a manager from the list, select the manager from the drop-down. Highlight
the employee rows and click delete on your keyboard. If you are just removing specific
employees, just highlight their row.

Time Clock Management Setup

Manager #: (00100 vl| Rayp J Sample Department #: D

Employees Managed

Employees
Employee # Description Dept # -
|DD1DD e |F|a_l,lJ Sample |D =
= Print
|DD‘I 06 i |F|0b|n Employee |D
Auth
|DD‘I‘I‘I i |D0nald Sample |D
= Build
|DD118 i |M|c:he||e Sample |D
|DD‘I h2 i |LocaITax Flat Amount Employes |D

il

| [

You will receive this prompt. Click Yes to continue or No to cancel.

Microsoft Access X

You are about to delete 5 record(s).

! you click Yes, you won't be able to undo this Delete operation.
I If lick ¥ 't be able t do this Delet ti
Are you sure you want to delete these records?

Yes Mo

If you've removed all employees, you will no longer see the manager in the list when
you click Managers. If you've only removed a selection of employees, the manager will
no longer see those individuals in their approval form.
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Timekeeping Pay Code Setup

Pay codes assigned to the department(s) will be available for all employees assigned to
those departments for use with either Time Clock or Time Sheet. Only those pay codes
that the payroll department deems necessary for employee use should be assigned in
Timekeeping. If a new pay code is added in payroll and it will be used in Timekeeping, it
must be assigned to the applicable department (s).

Select the Department #.

Time Clock Pay Code Setup

Department #: 1 o | Maintenance

Pay Code Pay Code

|MA1 [ |Acling Foreman 1 Reg

|MA3 ~ |Acling Foreman 2 Reg

|MBD ~ |B\rthda_l,l

[MER | |Beieavement

|MDT ~ |Drug Test

|MEP e |Emergency FhiLa,

|MFH e |F|Ualing Huoliday

[MFM [ [FMLA Unpaid

|MHD [ |Hn\ida_u

|MJD e |Jur}l Dty

x

Use the drop-down for Pay Code to assign only those pay codes available for use by
the department employees. If one is added in error, highlight the row and click delete
on your keyboard.

Print

This will allow you to print the list of codes assigned to the department. It can be run for
a specific department or for all departments by leaving Department # blank.

Pay Codes By Department

Pay
Department  Description Code Description
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Time Sheet Notes Entry

Notes will appear on the screen when employees access their Time Sheets can be
entered on this form.

Click Notes.
Parameter Setup
Period Ending Week ## Mote Notes
| B/26/2021 @ |‘I » Feminder that all administrative staff will have lunch provided on Friday June 18th.
| BA26/2020 @ |2 " Friday June 25th iz drezs down far charity day. Fleaze remember to give vour donations to Amanda.
] [
Field Name Description
Period Ending Enter the last day of the pay cycle
Week # Select the week number that you want the note to
appear.
Note Enter the message in this field. Messages will be visible
to employees and managers, and it will print on the
timesheets.
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Time Clock Processing

Time Clock Processing
_ 1| Clock In/Out Entry | |7
ﬂ Time Clock Approval | ¥
E Return to Previous Menu | ¥
4 | Fntervour selection- [1 Show Details

Shift Definition Setup

Shifts must be created and assigned before an employee can use the time clock. To
complete this task, select Time Clock Approval from the menu.

Time Clock Approval

Manager 11 [

Edit Time
Add Time
Dept Totals
Reset PIN
Lockout Emp
Unlock Emp
Shifts
Variances
Payroll
Print
Who's Here
Clock Dut
Templates
Time Missing
Other Time
Alerts

Leave
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Enter your Manager # (employee number) and press enter on your keyboard. The
following form will display. Enter your PIN # and press enter on your keyboard.

Time Clock Approval

Manager #: (00105 | Gay Sample

PIN -

Edit Time
Add Time
Dept Totals
Reset PIN
Lockout Emp
Unlock Emp
Shifts
Variances
Payroll
Print
Who's Here
Clock Dut
Templates
Time Missing
Other Time
Alerts

Leave

The following form will display.

Time Clock Approval

Manager #: (00105 [Gany S ample

Emplayee #: SR

[[] Display/Print History ~ From Date:

Thru Date:

Pay Period: Department #:

Edit Time
Add Time
Dept Totals
Reset PIN
Lockout Emp
Unlock Emp
Shifts
VYariances
Payroll
Print
Who's Here
Clock Dut
Templates
Time Missing
Other Time
Alerts

Leave

Avail Technologies Inc. April 2021
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Create Shifts

Click Templates to create the shifts.

Time Clock Approval
Manager #: 00105 [Gawy Sample
Employee #: mlal Pay Period: [ Department #:[
[[] Display/Print History ~ From Date: =] Thru Date: =
- Shilt Stait  Start Time  Shilt End  End Time _Non-Paid - Pay Shift _lgnore _Transier N Edit Time
Shift Id Time Allowance Time Allowance Break Time Time Start Time Shift Times To Payroll .
(1] | | [5:30am-1:30pm O O Add Time
[E30AM ]| 0] TE0PM | 5] [ 800 Dept Totals
02 + | | [6am-2pm O O Reset PIN
[ Eo0AM | 0 200PM | 5| [ 800 Lockout Emp
03 | | [7am-3pm O O Unlock Emp
[ 7o0aM ]| 0] I00PM | 5| [ 800 Shifts
0 < W] [zom-som O O Variances
[Tz00mM | 0 G0OPM | 5| [ 800
Payroll
05 v | ] [3em-1om O O —
[ a00rM | 0] TT00PM | 5| [ 800
Who's Here
i3 + || [2om-tom O O
[ zoopu | [ TT00PM | 5| [ 500 ElccHOu
10 | &#| [5:30am-3:00pm O O Templates
[E30AM]| 0] I00PM | 5| [ 330 Time Missing
1 | | [6:00am-3:00pm O O Other Time
[ Eo0AM | 0] I00PM | 5| [ 3.00 Alerts
12 | | [5:30am-2:00pm O O Leave
[E30AM]| 0 200PM | 5| [ 30
» ||| O O O -

Click the green check (¥) to open the miscellaneous code list and create the Shift IDs.

Meodify / Add Misc List Codes
Module: W
Type: |Shiftld w
Code Value Print
01 5 30am-1:30pm
0z Bam-2pm
03 Fam-3pm
04 12pm-8pm
05 3pm-11pm
0B Zpm-11pm
10 B 30am-3:00pra
1 E:00arm-3:00pra
12 B 30am-2:00pra
4l
Code Valve

Shift ID Name

Enter a name for the shift — it can be alpha, numeric or
a combination. The character limit is 20. This is what the
employee will see when they are selecting the shift from
the time clock.

Description

Enter a description for the shift — it can be alpha,
numeric or a combination. This is what the employee
will see when they are selecting the shift from the time
clock.

Avail Technologies Inc. April 2021
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Time Clock Approval
Manager #: 00105 [Gary Sample
Employee #: <[ Pap Period: [ Department$#:[
[ Display/Print History  From Date: U] Theu Date: -
Shilt Start _ Gtart Time  ShitEnd  End Time  Non-Paid Pay Shift _lgnore _Transfer = [ Edit Time
Shift Id Time Allowance Time Allowance Break Time Time Start Time Shift Times To Payroll
P ([0t | 7] [5:30am-1:300m ] 0 Add Time
T i EL 5] \ 800 Dept Totals
02 | ] [eam-2om O O Reset PIN
[ s006m | o[ zoorM | 5] \ B0 Lockout Emp
03 | ] [7am-3pm O O Unlock Emp
[ 7o0am | [ 300PM | 5] \ B0 T
] | ] [120m-8pm O O Variances
ETT [ guorm| 5] [ &0 —
05 | ] [3pm-11pm ] O PJT .
[ 300PM | | 5 \ 00 =
i <~ | ] [zpm-11pm (| O Who's
[ zooPM | | H| \ 00 ClockiOut
10 > E\ﬁ:auam-a:unpm (] O Templat
| EanamM| 0 300PM | H| [ %30 Time Missing
11 | ] [6:00am-3:00pm O O Other Time
[ Eo0aM | o[ 300PM | 5] \ 300 Alert
12 | ] [5:30am-2:000m O O Lea
T i 5] \ 830
* < i O O ] -
Field Name Description
Shift ID Select the shift ID from the drop-down. The description will
automatically populate.
Shift Start Time Enter the shift start fime.
Start Time Allowance If the employee clocks in within the allowance time, the

paid time will default to the shift start time. If the employee is
paid for actual hours worked, leave this blank and the pay
time will calculate from the clock in fime.

Shift End Time Enter the shift end time.

End Time Allowance If the employee clocks in within the allowance time, the
paid time will default to the shift end time. If the employee is
paid for actual hours worked, leave this blank and the pay
time will calculate from the clock out time.

Non-Paid Break Time If the employee is not paid for their breaks, enter the break
time here. Example, 30-60 minute lunch, The time entered
will be subtracted from the total hours to be paid.

Time This will automatically calculate with the total hours to be
paid based on the shift start/end time and if there is non-
paid break fime.

Pay Shift Start Time Check this box if you want the pay time to start as of the
shift start fime without setting an allowance.
Ignore Shift Times Check this box if you want the pay time to start and end

with the employee’s actual punch times. This will prevent
the employee from showing on the variance form.
Transfer to Payroll This box should ALWAYS be checked unless you are using
the time clock to track time, and the employee is being
paid through another method (AD/OT, timesheet, manual
labor entries).
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Assign Shifts

Managers can only assign shifts to those employees assigned to them. Select an
Employee # and click Shifts.

Time Clock Approval

Manager #: 00105 ‘Gary Sample
Employee #: 00102 ||| [John Sample Pay Period: |8/ Department #: |1
[ Display/Print History  From Date: « | Thru Date: v
Shift Stat ~ Start Time  Shift End End Time  Non-Paid Pay Shift lgnore Transfer Edit Time
Shift Id Time: Allowance Time Allowance Break Time Time: Start Time Shift Times To Paymoll
L310]] | [5:30am-1:300m O O Add Time
| 530.00AM | 10| 1:3000PM | 5] [ &00 Dept Totals
10 | [5:30am-3:00pm O O HecellRIN
| 530:004M | 10| 3:00:00PM | 5] [ 930 Lockout Emp
* = | O] O] O] Unlock Emp
Variances
Payroll
Print
Who's Here
Clock Dut
Templates

Time Missing

Other Time
Alerts

Leave

Multiple shifts can be assigned to one employee. Simply select the Shift ID from the
drop-down and the rest of the data will automatically populate based on what was
setup in the templates.
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Clock In/Out Entry

Create/Reset PIN #

The first time the employee accesses the time clock, or after a manager resets their PIN,
they will be prompted to create a new PIN. This form will open after entering their

Employee # and clicking Enter Time.

Eﬂ%ﬁ Time Clock Entry [ 671172021 5:53.09 AW L]
[ Fidey -

Employee if: === |Hobert Sample

Department #: [h

New PIN:
WYerify PIM:

Enter Time
Print

Leave

The prompt will appear after entering the PIN information. Click Yes to update or No to

cancel.

Time Clock Entry

| 6/11/2021 9:55:00 AM

Fridayp
Employee #: [~ |F|0ben Sample Department #: |
New PIN: ===
Verify PIN: ==

Microsoft Access

o Update PIN now?
tes

Enter Time
Print

Leave

If yes is selected, the confirmation prompt will appear. Click OK.

Microsoft Access >

o Mew PIM updated.
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Time Clock Entry
Enter your Employee # and click Enter Time. This form will open.

gm "l | Time Clock Entry [ 671172021 10:00-42 AM
[ Friday
g Employee #: === |John Sample Department #: ’Mi PIN #: ’7
5
Enter Time
Print
Leave
Enter your PIN # and click Enter Time.
EE‘JE”U Time Clock Entry 61172021 10:28:28 AN -
[ Frdey £
Employee #: === [4ohn § ample Department #: [
Dept # Pay Code Project # Payroll Date Time In Time Out Total Time Enter Time
® M o] MRE [ ) # | Print
Shift: [10 + ||5:30am-3:00pm [] 1st Break [] 2nd Break Leave
Hote: |Lala arnival - doctor's appointment before work
Dept # Pay Code Project # Payroll Date Time In Time Dut Break Time Youd -
bl w | a1 - | V | Bf2/2021 @ | B/2/2021 529 aM | E/2/2021 1:30 PM
Paid Time: | 6/2/2021 5:304M | B/2/2021130FM [0 | go0 [
Shift: | « ||5:30am-1:30pm [] 1st Break [] 2nd Break
MNote: |
M lMRE | SR 37472021 14T PM | 37472021 1:41 PM
Paid Time: | 3442021 1:41 PM | R T
Shift: |01 ~ |5:303m-1:30pm [] 1=t Break [7] 2nd Break
Mote: |F'USHEED CLOCK IN BUTTOM ‘WHEM | SHOULD HAYE PUSHED BUS OUT [VOID THIS ONE
Total Time: 200 -
Field Name Description
Dept # The first time clocking in, select the department from the drop-
down. It will default to the last used for all future entries.
Pay Code The first time clocking in, select the pay code from the drop-
down. It will default to the last used for all future entries.
Project # Select the project number if applicable.
Payroll Date Enter the payroll date if applicable.
Shift Select the shift from the drop-down. This must be done prior to
clocking in.
Time In Will display once clocked in.
Time Out Will display once clocked out.
1st Break / 2nd Break | For CA Employees only — this is used to acknowledge they took
their breaks.
Note The approving manager will see all notes entered by the
employee when approving time.
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To clock in/out, click the Clock or press enter on the keyboard. The following prompt will

appear. Click Yes to continue or No to cancel.

—
HLE? Time Clock Entry 6/11/2021 10:30:29 AM
Fllday
Employee #f: [ [John S ample Department 1: |
Dept # Pay Code Project i Payroll Date Time In Time Out Total Time Enter Time
M v RGO LT | #|| | | Print
Shift: [10 - |[5:30am-3:00pm []1stBreak [ ] 2nd Break Leave
Note: |Late arrival - doctor's appointment befare wark
Dept # Pay Code Project # Payroll Date Time In Time Out Break Tme Youd -
M | [MA1 | w | E/2/2021 @ | BJ2/2021 5:29 AM | EJ2/2021 1:30 PM
Paid Time: | B/2/2021 530 AM | 6/2/20211:30FM [0 | g0 [
Shift: |01 +|[5:30am-1:30pm []1st Break [ ] 2nd Break
Note: |
Do you wish to clock in now?
[M | [MRG | o a0 @ | 3472021 T4 PM | 3472021 1:41 PM
Paid Time: | 37472021 141 M | EEERE O
Shift: |01 | [5:30am-1:300m [] 1st Break []2nd Break Yes Ho
Note: [FUSHEED CLOCK IN EUTTON WHEN | SHOULD HAVE FUSHED BUS OUT [VOID THIS ONE T
Total Time: 6:00 -

If yes is selected, the following confirmation prompt will appear. Click OK.

You are now clocked in.

Ok

This process can be repeated to clock out; the prompts will reflect clocking out.

gﬂﬂ%ﬁ Time Clock Entry [ 671172021 1:46:42PH .
Fnday
Employee #: == [John Sample Department #: [M
Dept # Pay Code Project # Paroll Date Time In Time Out Total Time Enter Time
] ~ |MRG ol | |[Bn1s021 @[ 8A11/2021 10:30 AM | 671172021 146 PM | 318 Brint
Shift: [10 - |[5:30am-3:00pm []1stBreak [] 2nd Break Leave
Note: |Late arrival - dactor's appointment before wark
Depl# _ Pay Code Project # Payroll Date Time In Time Out Bieak  Time  Void .
M | [Ma1 || v | B E@| 6/2/2021 5:29.4M | B/2/2021 1:30 PM
Paid Time: | 6/2/2021 530 AM | 6/2/20211:30PM [0 | 800 [ | Microsoft Access
Shift: |01 | [5:30am-1:30pm [[]1st Break [] 2nd Break
Mote: ‘ 0 Do you wish to dock out now?
M CIMRG ] T EEEERGET| 3/4/2021 1:41 PM
Paid Time: | /42021 14T PM | ECEARTETN T
shitt: [ <1535 T300m []1stBreak []2nd Break Yes
Note: [FUSHEED CLOCK, IN BUTTON wHEN | SHOULD HAVE FUSHED BUS DUT [OID THIS ONE
Total Time: &0
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Microsoft Access X

o You have now clocked out.

The time will now move to the bottom of the screen and the top will be ready for the
next clock in.

| 641172021 1:48:28 PM [ ]
Friday Q
Department #: ’Mi
Dept # Pay Code Project # Payroll Date Time In Time Out Total Time Enter Time
@ M S CE - & | Print
Shift: |10 e |5:30am73:00pm [] 1st Break [] 2nd Break Leave
Hote: |
Dept # Pay Code Project # Payroll D ate Time In Time Dut Break Time Yoid -
M + | |MRG ~ | V | EA1/2027 @ | E/171/2021 10:30 AM | B/11/2021 7:46 PM
Paid Time: [ £/11/2021 10:30 &M | EAT/2021 T46PM [0 | e O
Shift: [10 - ||5:30am-3:00pm [] 1st Break [] 2nd Break
Note: |Late ariival - doctor's appointment befare wark
M ~ WAl | ~ | E/2/2021 @ | E/2/2027 529 A | B/2/2021 1:30 PM
Paid Time: | 6/2/2021 5:30 AM | B/ T30PM [0 | gm0
Shift: |01 ~ |5:303m-1:30pm [] 1=t Break [ ] 2nd Break
Note: |
M ~ | |MRG | ~ | 3452020 @ 2/4/2021 1:41 PM 3/4/2021 1:41 PM
Paid Time: [ 24001 147 P | 20 e a0 kA
Total Time: 1116 -
o
Print
. . . . ope
Click Print to print a copy of the time punches for a specific date range.
gh—ﬂ Eﬂﬁ Time Clock Enlry | 61172021 1:57:10 PM i
Friday ﬁ
Employee it: = |John Sample Department i [h
From Date: E/11/2021 ~ Thru Date: £/11/2021 ~ Enter Time
Print
Leave

Select the From and Thru dates and click Start.

Avail Technologies Inc. April 2021 Page 23 of 68



Avail Technologies Timekeeping Manual

Employee Time Card

John Sample
Dept # Pay Code Project #: Time In Time Out Break Time Void
M MRG 6/11/2021 10:30:00 AM 6/11/2021 1:46:00 PM
J 1st Break J 2nd Break Paid Time: 6/11/2021 10:30:00 AM 6/11/2021 1:46:00 PM 0 e U
Shift Id: 10 Note: Late arrival - doctor's appointment before work
Date Total: 316
Time Card Total: 316
Combined Total: 316
Leave
Click Leave to see the available leave hours.
Time Clock Entry [ B/11/2021 2:05:53 PH -
[ Frday (]
Employee #f: [ |J0hn Sample Department #: |}
Enter Time
Print
E arnings Anniversary Current
Code Earmnings Description Plan Code Date Eamed Used Balance
[P [Persoral Day [P [ 1niznzz | 16.00 | 000 | 16.00
[ [Sick Pay [sP [ Thvz0z| 104.00 | 000 104.00
[V [wvacation [& [ 1Az | 208.00 | 0.00 | 208.00
[*  [Bithday [BD [eAsiz0z | -16.00 | 000 -16.00

This is meant to provide an accurate snapshot of the employee’s actual current
balance. The Earned column reflects what their balance is as of the last pay period.
Used will reflect any time entry that has been made for that plan during the current pay
period. Current Balance now (Earned — Used = Current Balance).

Multiple Clock In/Out Entries in a Day

When an employee records multiple punches during the day, they will receive the
following prompt when clocking back in.

Last clock out was at 06/11/2021 02:22 PM
Use this time as the new clock in time?

Yes Mo
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If the employee is being paid for breaks, or starting a new task, click Yes to use the last
clock out time as the clock in time.

If the employee is taking an unpaid break, click No. The time in will then be the current
time and the employee will not be paid for the break.

Time Clock Approval

Payroll cannot be transferred to payroll until all time clock entries have been approved.

After entering the Manager # and PIN # the following form will display.

Time Clock Approval
Manager #: 00105

Employee #:

~[7]]

[Gar Sanle

[] Display/Print History  From Date: -

Pay Period: [ Department #: [

Thiu Date:

Edit Time
Add Time
Dept Totals
Reset PIN
Lockout Emp
Unlock Emp

Field Name

Description

Employee # Select an employee from the drop-down. Only those
employees assigned to the manager will be in the list.

Pay Period Will automatically populate based on selection.

Department # Will automatically populate based on selection.

Display/Print History

Check this box to see tfime entries from a prior pay
period. The only options available when this is checked
are Department Totals, Variances, Print and Time
Missing.

From Date

Select the first date of time to be reviewed/approved.

Thru Date

Select the last date of time to be reviewed/approved.
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Edit Time

This form allows the manager to review and approve the employee’s fime entries. Any
notes made on the time clock form will show up here. Managers can also edit the time

and compute the new hours t

Click Edit Time

o be paid.

Time Clock Approval

Manager 1t: 00105 [Gary Sample

Emplayee t: 00102 ||| [John Sample

Pay Period: [E\w/  Department #: |M

[] Display/Print History  From Date: E/2/2021 « | Thru Date: |E/11/2021 -
Dept # Pay Code Project # Time In Time Dut Break Time Yoid - Edit Time
[M | M1 | vl 6/2/2021 529 4M | £/2/2021 1:30 PM Add Time
Shift: 71 < |[5:30am-1:30pm [J1st Break [ 2nd Break Dept Totals
Approved: [ Paid Time: | 6/2/2021 530 4M | B/2/2021 1:30 PM Reset PIN
Payroll Date: | 6/2/2021 || Oe/z/2021 @[ 0530aM (@[ 06/02/2021 @[ OLA0PM |® ’T | 800 O Lockout Emp

Employee Note: |
Compute Time EniocklEmp
Manager Note: | Shifts
[M + | |MRG vl v | BAT202110:30 M | 6/11/2021 1:45 PM Variances
Shift: 10 < |[5:30am-3:00pm [[] 1st Break  [] Znd Break Payrall
Approved: ] Paid Time: | 6/11/2021 10.30AM | 6/11/2021 1:46 PM Print
Pagroll Date: [ 6/11/2021 @|[ 06/11/2021 [@ [ 1030aM @ [ oe/i/z0z1 @] oteerm (@] [0 | Ei .| ey
Employee Note: |Late arrival - doctor's appointment before wark Clock Dut
Compute Time
Manager Note: | Templates

Time Missing
Other Time:
Alerts

Leave

Approve All Un-Approve All Total Time: 11:16 -

Field Name

Description

Dept #

Automatically populates with what was selected when
clocking in/out. This field can be changed by the
manager.

Pay Code

Automatically populates with what was selected when
clocking in/out. This field can be changed by the
manager. NOTE: If the dept. # was changed, this pay
code used will disappear — the manager will need to
select one from the drop-down.
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Field Name Description
Project # Automatically populates with what was selected when
clocking in/out. This field can be changed by the
manager.
Time In This is the actual time the employee clocked in.
Time Out This is the actual time the employee clocked out.

Shift

Automatically populates with what was selected when
clocking in/out. This field can be changed by the
manager.

1st Break / 2" Break

Automatically populates with what was selected when
clocking in/out. This field can be changed by the
manager.

Approved If this box is checked, the day and time of the approval
will populate.

Paid Time This is the time in/out that will be used to determine
what the employee will be paid.

Payroll Date The first date is the payroll date generated by the
system. The second is the payroll date that the
employee entered. The time in and the date and time
out. These fields can be adjusted by the manager.

Break If the shift included an unpaid break time, that will show
in this box.

Time The time that the employee is being paid based on the
paid time in/out.

Void

Employee Note

Automatically populates with what was entered by the
employee.

Manager Note

The manager can enter notes here — the employee will
see them on their fime clock screen.

Compute Time

Clicking this will recalculate the time to be paid if any
changes were made by the manager.

Approve All / Un-Approve
All

Clicking these buttons will approve or un-approve all
the time entry for the employee at one time.
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Add Time

Managers can enter work time for the employees using this form. Click Add Time.

Time Clock Approval
Manager #: [00105 [Gary Gample
Emplogee #t: (00102 || |2 | [John Sample Pay Period: [Bw/ Department f: [M
[]Display/Print History  From Date: |6/2/2021 «  ThruDate: 5/11/2021 v
Dept # Pay Code Project # Payroll Date Date In Time In Date Dut Time Out  Bieak Time Edit Time
] | [MRG | v | BNz @[ oenzzz @ 0530aM [®][ 0671272021 ][ OT:30PM (@] [ compute Time Add Time
Shift: |01 | [5:30am-1:30pm []1st Break [ 2nd Break Dept Tatals
Manager Note: [Employes was working affsite - called haurs in [0 [ &00 Reset PIN
*I <[ <[ <[ @ )| @ & BT Mo G
Shift: v \ []1stBreak [] 2nd Break Unlock Emp
Manager Note: | l_ ,— Shifts
Variances
Paproll
Print
Who's Here
Clock Out
Templates
Time Missing
Other Time
Alerts
Leave
Total Time: | 8:00
Field Name Description
Dept # Select the department from the drop-down.
Pay Code Select the pay code from the drop-down.
Project # Select the project number if applicable.
Payroll Date Enter the payroll date.
Date In Enter the date of the clock in.
Time In Enter the time of the clock in.
Date Out Enter the date of the clock out.
Time Out Enter the time of the clock out.
Shift Select the shift from the drop-down. This must be done prior to
clocking in.
1st Break / 2nd Break For CA Employees only — this is used to acknowledge they
took their breaks.
Note The approving manager will see all notes entered by the
employee when approving time.
Compute Time Click this to compute the hours the employee will be paid.

Time entered using this form is automatically approved. To view/edit the time, the time
will need to be reselected in the from Date and/or thru date at the top of the form.

Employee #: 00102

Time Clock Approval

Manager #: 00105

[] Display/Print History

|G ary Sample

Pay Period: (v Department #: |

Thru Date: |5/12/2021 w

w2 |John Sample
From Date: £/2/2021 w
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Dept. Totals

After selecting a date range at the top of the form, click to view Actual Time, Shift Time
and the Variance between the two times for the employee (if an employee is selected)
or for the entire department (leave employee # blank)

Time Clock Approval

Manager #: 00105 |Gary Sample
Employee #: w|[? | Pay Peniod: Department #:
[] Display/Print History  From Date: |3/31/2021 « | Thiu Date: EM2/2021 "
Dept # Actual Time  Shift Time Yariance Edit Time
| [ | 6300 | a1:30 | 12:30- Add Time
Reset PIN

Lockout Emp
Unlock Emp
Shifts
Variances
Payroll
Print
Who's Here
Clock Out
Templates
Time Missing
Other Time
Alerts

Leave

Time: | 6200 | 8130 | 12.30-

Reset Pin

This form allows the manager to reset the employee’s PIN. The next time the employee
access the timeclock, they will be prompted to enter a new PIN.

Select an Employee # and click Reset PIN.

Time Clock Approval

Manager #: (00105 [Gany Sample

Employee #: 00102 «|[? \JohnSamp\e Pay Period: |BYW  Department #: [t
[[]Display/Print Historp  From D ate: « Thru Date: P

Edit Time
Add Time
Dept Totals

Reset PIN

Lockout Emp

Microsoft Access

Unlock Emp

This selection will force the employee to enter a new PIN,
Shifts

Continue? -
Variances

Payroll

& —

Whao's Here

Clock Out
Templates
Time Missing
Other Time
Alerts

Leave
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Click Yes to continue or No to cancel. If yes is selected, the following confirmation

displays:
>

Microsoft Access

o PIM Reset,

Lockout Employee
Locking an employee out will prevent them from being able to clock in or out. Select

an Employee # and click Lockout Emp.

Time Clock Approval

Manager #: 00105

Pay Period: |Ew  Department #: [

~
Edit Time

Employee #: 00102 w|[? |J0hn Sample
- « | Thru Date:
Add Time

[[] Display/Print History  From Date:
Dept Totals

|Gary Sample

Reset PIN

Unlock Emp
Shifts

Microsoft Access
Variances

Payroll

Print
Wwho's Here

Clock Dut

o This selection will lock the employee out of time clock entry.

Continue?

Templates

Time Missing

Other Time
Alerts

Leave

Click Yes to continue or No to cancel. If yes is selected, the following confirmation

displays:
>

Microsoft Access

o Employee is locked out of time clock entry.
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When the employee tries to access the timeclock, they will receive the following error
message.

Time Clock Entry | 6/1472021 8:12:29 AM
Monday
Employee #: [~ |J0hn Sample Department #: |
Microsoft Access x Enter Time
Print
e Employee has been locked out of time keeping. Leave

Unlock Employee

Unlocking an employee out will allow them to clock in or out after being locked out.
Select an Employee # and click Unlock Emp.

Time Clock Approval

Manager #: 00105 |Gary Sampls

Employee #: (00102 || |7 | [John Sample Pay Period: [Bw/  Department #: |4
[[] Display/Print History  From Date: «| ThruDate: -

Edit Time
Add Time

Dept Totals
M ft A
icrosoft Access Reset PIN

Lockout Emp

Unlock Emp

Shifts

o This selection will allow the employee use time dock entry.

Continue?

Variances

s Payel

Print

‘Wha's Here
Clock Dut
Templates

Time Missing
Other Time

Alerts

Leave

Click Yes to continue or No to cancel. If yes is selected, the following confirmation
displays:

Microsoft Access >

o Employee is no longer locked out of time clock entry.
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Shifts

Managers can only assign shifts to those employees assigned to them. Select an
Employee # and click Shifts.

Time Clock Approval

Manager #: 00105 ‘Gary Sample
Employee #: 00102 ||| [John Sample Pay Period: |8/ Department #: |1
[ Display/Print History  From Date: « | Thru Date: v
Shift Stat ~ Start Time  Shift End End Time  Non-Paid Pay Shift lgnore Transfer Edit Time
Shift Id Time: Allowance Time Allowance Break Time Time: Start Time Shift Times To Paymoll
L310]] | [5:30am-1:300m O O Add Time
| 530.00AM | 10| 1:3000PM | 5] [ &00 Dept Totals
10 | [5:30am-3:00pm O O HecellRIN
| 530:004M | 10| 3:00:00PM | 5] [ 930 Lockout Emp
* = | O] O] O] Unlock Emp
Variances
Payroll
Print
Who's Here
Clock Dut
Templates

Time Missing

Other Time
Alerts

Leave

Multiple shifts can be assigned to one employee. Select the Shift ID from the drop-down
and the data will automatically populate based on what was setup in the templates.

Variances

This form allows managers to see variances between the employee’s actual paid time
to the shift time during a specified period.

Select a date range using the From Date and Thru Date and click Variances.

Time Clock Approval
Manager #: [00105 [Gary Sample:
Employee #: =&l Pay Petiod: | Department #:
[] DisplapPrint History  From Date: (512021 o] ThwDate: [p122021 [
Neences Actual Shift +| | Edit Time
Shift I1d Day Time In Time Out Time _ Shift Start ShiftEnd  Time  Variance T Ton
Employee #: [00102 [Iabn Sample
Dept Totals
[o1 Wed [ B2/2021530AM [ 5/2/20211:30PM [ @00 [ 530AM [ 1:30PM | 00 | il
Reset PIN
Employee #: [00702 [Tohm S ample =
[T Fi | 6/11/20211030AM [ EA1/2021 146PM [ 316 | 530AM [ Z00PM[ @30 | 614 LockostlFrg
Employee #: [00102 [Joh Sampls ockiEny
[o1 Sat [ GAZZ0ZI5I0AM [ GAZAZTVIOPM [ @00 [ S30AM [ T30PM ELI| il Shifts
Employee #: 00113 |Robert Sample LM
[o5 Tue [ 6/1/2021300PM | 6/1/2021 TT00PM [ GO0 | 300PM [ TT:00PM 500 | ] Payroll
Employee #: [00123 |Todd Sample Print
[0z Tue | BA/20216304M [ 6/1/2021 310PM | G40 [ FODAM [ Z00PM | | 1:40 Who's Here
Employee #: [00723 [Todd Sample Clock Out
[o3 Wed | 6272021 TO0AM [ 6/2/2021 300PM [ B0D | 7O0AM [ 300PM | 500 | il
Templates
Employee #: [00123 [Todd Sample m—
L Time Missing
] Fi [ 6A1/2021222PM [ 6/11/2021 250 PM | 04 FO0AM [ Z00PH | 00 | =
Other Time
Employee #: [00747 [Thomas Sample
o5 Tue [ EA/20Z1300PM [ GA7Z0211L00PM [ 200 ZO0PM [ 11.00PM g | il glos
Employee #: [00148 [Dean Sampie Leave
Print Totals: £1:00 7330 12:30- -
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Click Print to print the variance report.

Variance Report
Actual Shift
Shift Id Day Time In Time Qut Time Shift Start  Shift End Time Variance
Employee # 00102 John Sample
01 Wed 6/2/2021 5:30 AM 6/2/2021 130 PM 8:00 5:30 AM 130 PM 8:00 00
Daily Total: 8:00 8:00 0o
10 Fri 6/11/2021 10:30 AM 6/11/2021 1:46 PM 316 5:30 AM 3:00 PM 930 6:14-
Daily Total: 316 930 6:14-
01 Sat 6/12/2021 5:30 AM 6/12/2021 1:30 PM 8:00 5:30 AM 1:30 PM 8:00 0o
Daily Total: 8:00 8:00 00
Employee Total: 19:16 25:30 6:14-
Employee #: 00113 Robert Sample
05 Tue 6/1/2021 3.00 PM 6/1/2021 11:00 PM 8:00 300PM  11.00PM 8:00 00
Daily Total: 8:00 8:00 0o
Employee Total: 8:00 8:00 00
Employee #: 00123 Todd Sample
03 Tue 6/1/2021 5:30 AM 6/1/2021 310 PM 9:40 7:00 AM 3:00 PM 8:00 1:40
Daily Total: 9:40 8:00 1:40
03 Wed 6/2/2021 7:00 AM 6/2/2021 3:00PM 8:00 7:00 AM 3:00 PM 8:00 0o
Daily Total: 8:00 8:00 00
03 Fri 6/11/2021 2:22 PM 6/11/2021 2:50 PM ‘04 7:00 AM 3:00 PM 8:00 7:56-
Daily Total: 04 8:00 7:56-
Employee Total: 17:44 24:00 6:16-
Employee #: 00147 Thomas Sample
05 Tue 6/1/2021 3:00 PM 6/1/2021 11:00 PM 8:00 3:00PM  11:00PM 8:00 00
Daily Total: 8:00 8:00 00
Employee Total: 8:00 8:00 00
Employee #: 001438 Dean Sample
05 Tue 6/1/2021 3:00 PM 6/1/2021 11:00 PM 8:00 3:00PM  11:00 PM 8:00 00
Daily Total: 8:00 8:00 00
Employee Total: 8:00 8:00 0o
Report Total: 61:00 7330 12:30-

Payroll

This form allows you to transfer time for one employee (select the employee number) or
all employees (leave employee # blank) for a specific period. Only approved time will
transfer to payroll.

Select the Employee # (or leave blank for all employees) and select the From Date and
Thru Date. Click Payroll. The following prompt displays:

Time Clock Approval

Manager #: 00105 [Gary Sample

Employee #t: ~2] Pay Period: Department #:

[[] Display/Print History  From Date: |5/1/2021 | Thiu Date: £/12/2021 ~

Edit Time
Add Time

Microsoft Access Dept Totals

Reset PIN
Lockout Emp
e Have time cards been approved?
Unlock Emp
Shifts

Yes Variances

Print

Who's Here
Clock Dut
Templates

Time Missing
Other Time

Alerts

Leave
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Click Yes to continue or No to cancel. If yes is selected, the following prompt displays:

Microsoft Access

From Date: 6/1/2021
Thru Date: 6/12/2021

Transfer time cards to payroll?

Click Yes to continue or No to cancel. If yes is selected, the following prompt displays.
The system audits the time being transferred and will notify the manager if time is
missing or unapproved.

o Some time cards are missing or unapproved.

Continue with transfer to payroll?

Yes MNo

Click Yes to continue or No to cancel. If yes is selected, the following confirmation
displays:

Microsoft Access b4
o Time card transfer to payroll completed.
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Print Approval Report

An approval report can be run for a specific employee (select employee #) or for all
employees (leave employee # blank) for a specified date range.

Select an Employee # (or leave blank for all) and select a From Date and Thru Date.
Click Print.

Demonstration
Employee Time Card Approval Report

John Sample
Dept # Pay Code Project # Time In Time Out Break Time Void Approved By Date Approved
M MRG 6/12/2021 5:30:00 AM 6/12/2021 1:30:00 PM [J 00105 06/14/2021 7:52 AM
Payroll Date: 6/12/2021  Paid Time: 6/12/2021 5:30:00 AM 6/12/2021 1:30:00 PM 0 8:00
Shift Id: 01 Employee Note: D 1st Break D 2nd Break
Manager Note: Employee was working offsite - called hours in
Date Total: 8:00
M MRG 6/11/2021 10:30:00 AM 6/11/2021 1:46:00 PM [ 00105 06/11/2021 4:13 PM
Payroll Date: 6/11/2021  Paid Time: 6/11/2021 10:30:00 AM 6/11/2021 1:46:00 PM 0 316
ShiftId: 10 Employee Note: Late arrival - doctor's appointment before work [] 1stBreak [] 2nd Break
Manager Note: Early out - family emergency
Date Total: 316
M MRG 6/2/2021 5:29:00 AM 6/2/2021 1:30:00 PM [] oo105 06/11/2021 4:13 PM
Payroll Date: 6/2/2021  Paid Time: 6/2/2021 5:30:00 AM 6/2/2021 1:30:00 PM 0 8:00
Shift Id: 01 Employee Note: [] 1stBreak [7] 2nd Break
Manager Note:
Date Total: 800
Employee Total: 19:16
Combined Total: 19:16

Who's Here

This form will show the manager which employees are currently clocked in and the time
that they clocked in.

Click Who's Here.

Time Clock Approval

Manager #: 00105 [Gary Sample

Employee #: mlall Pay Period: Department #:

[ Display/Print History ~ From Date: =] Thiu Date: o

Employee # Name Department Clocked In Time Locked Out Edit Time

[ooT0z [John Sample: W [ E/14/2021 924 8M [m] Add Time
Dept Totals

Reset PIN
Lockout Emp
Unlock Emp

Shifts
Variances
Payrall
Print

Clock Out

Templates
Time Missing

Other Time

Alerts

Leave
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If the employee has been locked out (after they clocked in), the Locked Out box will

be checked.

Pay Period: [Bw  Department #: [M

w

Time Clock Approval

Manager #: (00105 |Gy Sample

|2 [Ficben Sample
Thu Date:

Employee #: 00113
~

[] DisplayPrint History  From Date:
Locked Out

Department Clocked In Time

Edit Time
Add Time
Dept Totals
Reset PIN

Employee # Mame
[t B/14/2021 3:24 AM

Lockout Emp
Unlock Emp

Wohn Sample

Shifts

[ooToz

Variances
Payroll
Print
Clock Dut
Templates
Time Missing
Other Time
Alerts

Leave

Clock Out

A manager can clock out employees who forget or are at another location. Select the

Employee # and click Clock Out.
Time Clock Approval
Manager #: 00105 [Gary Sampls
Employee #: M0z || 7 |[lohr Sanple Pay Period: [Ew/  Department #:[M
[[] Display/Print History  From Date: + Thru Date: -
Dept # Pay Code Project # Paproll Date Time In Time Out Total Time Edit Time
‘M w ‘MHB v | w | |BA4/20 671472021 9:24 AW Add Time
Shift: [10 | [5:30am-3:00pm Dept Totals
Employee Note: | Reset PIN
Lockout Emp
Unlock Emp
Shifts
o Do you wish to clock out now? ariances
Pagroll
Print
s L Who's Here
Clock Dut
Templates
Time Missing
Other Time
Alerts
Leave

yes is selected, the following confirmation displays:

Avail Technologies Inc. April 2021
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Time Clock Approval

Manager #: 00105

|Gary Sample

Employee #: 00102
[[] Display/Print History

| [2|[Fohn Sample

From Date:

Thiu Date: -

Pap Period: |Ev/  Department #: |M

Dept # Pay Code Project #

Payioll Date

Time In

Time Dut

Total Time

[M o MRG T

Shift: [10 M|

Employee Note: |

Microsoft Access X

o You have now clocked out.

Edit Time
Add Time
Dept Totals
Reset PIN
Lockout Emp
Unlock Emp
Shifts
Variances
Payroll
Print
Who's Here
Clock Dut
Templates
Time Missing
Other Time
Alerts

Leave

Templates

Click Templates to create/maintain shifts.

Time Clock Approval
Manager #: 00105 |G Sample
Employee #: ™ |all Pay Period: [ Department #:[
[] Display/Print History  From Date: +  Thru Date: v
Shift Start  Start Time  Shift End Hon Paid Shift Transfer = Edit Time
Shift Id Time  Allowance  Time  Allowance Break Time  Time art Time Shift Times To Payroll
0l | | [5:30am-1:30pm O O Add Time
[ 530aM| iCEC 5| [ 500 Dept Totals
02 ~ | | [6am-2pm O O Reset PIN
[ conaM| 0 zO00FM | 5| [ 500 Lockout Emp
[iE] < | k| [7am-3pm O O Unlock Emp
[ 7onam| 0 00FM | 5| [ 500 Shits
04 < | | [12om-8pm O O Variances
[ TzoorM | 0 sOOFM | 5| [ 500 =
05 < | | [Fom-1iom O O —
[ zooPM| 0 1100FM | 5| [ 500
0 ~ | | [2om-11pm O 0 Who's Here
[ zooru | [ TT00PH | 5| [ 500 ElccEOuY
0 | | [5:30am-3:00pm O O Templates
[ 530aM| 0 s00FM | 5| [ 530 Time Wissing
11 | | [6:00am-3:00pm O O Other Time
[ conaM| 0 00FM | 5| [ 500 Alerts
12 | k| [5:30am-2:00pm O O Leave
[ 530aM| 0 zO00FM | 5| [ 530
» ~ ||| ] O O -

Click the green check (¥) to open the miscellaneous code list and create the Shift IDs.
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Modify { Add Misc List Codes
Module: W
Type: |Shiftid ~
Code Value Print
o B 30am-1:30pr
0z Eam-2pm
03 Fam-3pm
04 12pm-8pm
05 3pm-11pm
06 2pm-11pm
10 5 30am-3:00pm
1 E:00am-3:00pra
12 5 30am-2:00pra
M
Code Value
Shift ID Enter a name for the shift — it can be alpha, numeric or a
Name combination. The character limit is 20. This is what the employee
will see when they are selecting the shift from the time clock.
Description Enter a description for the shift — it can be alpha, numeric or a
combination. This is what the employee will see when they are
selecting the shift from the time clock.

Time Clock Approval
Manager #: 00105 |Gary S ampls
Employee #: < 2] Pay Period: | Department #i:
[ Display/Print History ~ From Date: _| ThuDate: T
Shilt Stat_ Start Time  ShiEnd  End Time _Non-Paid Pay Shiit _lgnore _Transfer = | Edit Time
Shift Id Time Allowance Time Allowance Break Time Time Start Time Shift Times To Payroll .
4] ~| ] [5:20am-1:30pm O O Add Time
L [ Ta0PM | 5 [ 00 Dept Totals
02 o E |6am-2pm O O Reset PIN
[ Eo0aH | 0] ZO0FH | 5 [ &0 Lockout Emp
03 | ] [7am-3om O O Unlock Emp
[ 7oueH | 0] 300PH | 5 [ 500 T
2] | ] [12om-5pm ] O Variances
REE 0] s00PM | 5 [ 500 g
agrol
15 | ] [3em-11pm (| O -
Print
[ 00| 0] 1T00PM | 5| [ &00
08 v El [2pm-11pm ] 0 Who's Here
[ za0mm | [ AT00PH | 5[ \ 00 ClockOuy
10 + | ] [5:30am-3:00pm [} O Templates
D [ 300PM | H [ 530 Time Missing
11 | ] [E:00am-Z:000m O O Other Time
[ E00aM | [ 300PM | 5 [ 500 Alerts
12 | (] [5:30am-2:000m ]} O Leave
L 0] ZO0FM | 5 [ 530
* Sl ] 0 0 -
N o 1o
Field Name Description
. .
Shift ID Select the shift ID from the drop-down. The
description will automatically populate.
. N . .
Shift Start Time Enter the shift start time

Start Time Allowance

If the employee clocks in within the allowance time,
the paid time will default to the shift start time. If the
employee is paid for actual hours worked, leave this
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blank and the pay time will calculate from the clock

in time.
Shift End Time Enter the shift end time
End Time Allowance If the employee clocks in within the allowance time,

the paid time will default to the shift end time. If the
employee is paid for actual hours worked, leave this
blank and the pay time will calculate from the clock
out time.

Non-Paid Break Time If the employee is not paid for their breaks, enter the
break time here. Example, 30-60 minute lunch, The
time entered will be subtracted from the total hours
to be paid.

Time This will automatically calculate with the total hours
to be paid based on the shift start/end time and if
there is non-paid break time.

Pay Shift Start Time Check this box if the pay time will start as of the shift
start time without setting an allowance.
Ignore Shift Times Check this box if the pay time will start and end with

the employee’s actual punch times. This will prevent
the employee from showing on the variance form.
Transfer to Payroll This box should ALWAYS be checked unless the time
clock is only used to track time, and the employee is
being paid through another method (AD/OT,
timesheet, manual labor entries). With this box
unchecked, the selected employee’s fime will not
be transferred to payroll from the Timekeeping
module.

Time Missing

To see which employees are missing approvals, select a From Date and Thru Date and
click Time Missing. A report will display on screen. The Time Card Missing column will
show which employees have no punches recorded (a checked box means it's missing)
and Management Approval Missing will show which employees have not been
approved (a checked box means it's missing).

Employee Time Cards Missing
Time Management
Card Approval
Employee # Name Dept # Missing Missing
00102 John Sample M ]
00113 Robert Sample M ]
00123 Todd Sample M |
00132 Holly Sample M ]
00134 Cory Sample M ]
00145 Matthew Doe M |
00147 Thomas Sample M O
00148 Dean Sample M ]
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Other Time

This form allows the user to enter time for an employee outside of their regular working
time (vacation, sick, etc.) without having to enter a start and end time. The user may
enter the total number of hours that the selected employee should be paid.

Select an Employee # and click Other Time.

Time Clock Approval
Manager #: 00105 [Giaty Sample
Employee #: 00148 [_][2 | [Dean Sampls Pay Period: [Bw/  Department d: M
[ Display/Print History  From Date: | Thru Date: »
Pay Decimal Time Check Earmn Edit Time
Date Dept Code Time hhhmm Type Code Project Houwrs
EEEEEID [ 2 [ sooo| w0 G v | Al 800 )i
[Eezz @ M [ 2 [ eoooo| EEE 2 B Lepiiliotys
[6r7/z0z1 [ M &z [ soog| w0 [Re v | 7] 500 HosollRIN
EEEEmE D [z 2 [ sooom| E ] il 800 [ Lockout Emp |
d 0l [ [ 1 2| Srieck Enp
Shifts
Variances
Payroll
Print
‘Wwho's Here
Clock Out
Templates
Time Missing
Other Time
Alerts
Leave
Totak 3200
Field Name Description
Date Enter the pay date.
Dept. Automatically populates.
Pay Code Enter or select the applicable pay code.
Decimal Time / Time Enter the time using either column. Wherever you
hhmm enter, the time will auto-populate in the other.
Check Type / Earn Automatically populates.
Code
Project Enter if applicable.
Hours Automatically populates with the number entered in
Time Entry.
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Alerts

Like Variances this option will show a summary of employees who had early or late start
and out times.

Select an Employee #, From Date and Thru Date and click Alerts.

Time Clock Approval
Manager #: [00105 |Gary Sampls
Employee ¥: (00102 [ [2 | [John Sample Pay Period: [Ew Department #: [l
[[] Display/Print History  From Date: £/2/2021 | Thru Date: £/14/2021 ~
Employee # Name: Time In Time Out Paid Time In Paid Time Out Total Paid Eﬁﬂ ?; Eg‘ly IE:: Edit Time
[ooi0z [Jah Sample 1671172021 10:30 AM | D6/11/2021 1:45 P [¥6/11/2021 10:30 AM | 06/1172021 1:46 PM | | [} i T
Employee Note: [[=ic arival -doctors appainiment before wark Dept Totals
Manager Note: [Exfy out -famiy mergency Reset PIN
Shift Id- [10 Shift Start- | 5:30 AM Shift End:| 3.00 PM Shift Total: 9:30 Lockout Emp
Unlock Emp
Shifts
Variances
Payroll
Print
Who's Here
Clock Dut
Templates
Time Missing
Other Time
Alerts
Leave
Total Time: 31

If an employee started/quit early or late, the appropriate box will be checked.

Leave

Allows the manager can review an employee’s leave balance at any time. Data
displayed is as of the last updated payroll.

Enter an Employee # and click Leave.

Time Clock Approval
Manager #: (10105 [Gaw Samae
Employee #: 00102 || 7 |[lahn Sample Pay Period: [Bw  Department dt: [
[ Display/Print History  From Date: U] ThiuDate: =
Eamings Anniversary Cunent Edil Time
Code Earnings Description Plan Code  Date Eamed Used Balance
[P [Personel ey P [ iz 7600 | o0 | 600 oIy
[ [Siokray [P [ ez i0am)| aon| 10800 Dept Totals
[V [acaion [ve [ tAmoz| 800 000 20800 ResetlBIN
[ [Bwndsy B [ Grierz0al | A600| 00| 1600 Lo Ty
Unlock Emp
Shifts
Variances
Payroll
Print
Who's Here
Clock Out
Templates
Time Missing
Other Time
Alerts
Leave
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Time Sheet Processing

Time Sheet Processing

j Time Sheet Entry

ﬂ Time Sheet Approval

3| Time Sheet Tranzfer to Paproll

j Print Time Sheets

-

j Return to Previous Menu

| [end [ end] ey [em

41 | Enter your selection:

[ Show Details

Time Sheet Entry

The Time Sheet Entry form allows each individual employee to create their own
electronic timesheet. Leave Balances for sick, vacation and personal leave fime can

also be reviewed.

The employee may have the option to print the fimesheet or not based on how the Edit
Miscellaneous Codes option is set to allow printing of time sheets. Once the employee
has confirmed the accuracy of their time sheet, they will be required to authorize it.
Once authorized, they can no longer make changes to it unless a manager resets the

timesheet.

Time Sheet Entry

[] Enter Time As Hours and Minutes  Pay Period: B |

Scheduled Cycle: 5 .. Period Starting: 02/21/202A1

672242021 2:13:14 PM

| Tuesday

Payroll Year: 2021 || Starting: | 12/27/2020

03/06,/2021 Check Date: 034112021

Period Ending:

Employee #: === | Amanda Sample

-
Ending: [ 12/26/2021 i)

Department #: |4 PIN #: |

Hire Date: [1/1/2015 Seniority Date: |1/41/2015 Union Local: Hourly/S alary: |5 Exempt From O/T: | No Week #: | 1 |

Note:

Time Sheet

Notes
Approve

Leave
Balances

Clone
Time Sheet

Print
Time Sheet
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Field Name Description

Enter Time As Hours | If Miscellaneous Codes were previously set up to default

and Minutes to Enter Time As Hours and Minutes (H), this box will be
checked. If the Miscellaneous Codes were set up as
decimal (D) the box will not be checked. If time is to be
entered as Hours and Minutes, the box can be checked
on this form.

Pay Period This will automatically populate based on the
information setup in Miscellaneous Codes

Payroll Year This will automatically populate based on the

information setup in Miscellaneous Codes

Scheduled Cycle

Select the payroll cycle from the drop-down list.

Period Starting

This will automatically populate based on the cycle
selected.

Period Ending

This will automatically populate based on the cycle
selected.

Check Date

This will automatically populate based on the cycle
selected.

Employee Number

Enter the employee number.

Department This will automatically populate based on the employee
number entered.

PIN # If this is the first time logging in, you will receive a prompt
to create a PIN number. Otherwise, enter the PIN #.

Hire Date This will automatically populate based on the employee

number entered.

Seniority Date

This will automatically populate based on the employee
number entered.

Union Local This will automatically populate based on the employee
number entered.
Hourly/Salary This will automatically populate based on the employee

number entered.

Exempt From OT

This will automatically populate based on the employee
number entered.

Week # Select the appropriate week from the drop-down list.
Weekly will only have 1 week showing, Bi-Weekly will
have 1 and 2, etc.

Note This is where timesheet notes will show if created (Time

Sheet Notes Entry).
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Time Sheet

Click Time Sheet and the following form will display:

Time Sheet Entry [ 672272021 2:20:12PM | Tuesday -
[] Enter Time As Hours and Minutes  Pay Period: [Bv/ |..| Payroll Year: (2021 || Starting: | 12/27/2020  Ending: | 1242642021
Scheduled Cycle: [§ || Period Starting: | 02/21/2021 Period Ending: [ 03/08/2021 Check Date: [ 0377/2021
Employee #: === ‘ Amanda Sample Department #: ’Ai
Hire Date: ’W Seniority Date: 'W Union Local: l— Hourly/Salary: 'S_ Exempt From 0/T: W Week #: ’T
Note:
Pa; Date Weekl =
Co:e Pay Ca:eguly 2‘3,|?n1 i:ff Zl'jf: i:i: 2_[’:3 2;?:; 25{33 Tolaly
¥ ([&RG | [Fegular Pay [ [ so0[ eoo[ e[ e[ &o0| [ a0m0 Notes
* =] [ T T T T T T 1 Approve
Leave
Balances
Clone
Time Sheet
Print
Time Sheet
Total Hours: s00[ s00[ s00] e[ eo0] [ 4000
Field Name Description
Pay Code Select the pay code from the drop-down.
Pay Category Automatically populates based on the pay code
selected.
Sun - Sat (Days of Week) | Enter the hours worked for each day.
Weekly Total Automatically populates with the row total
Total Hours Automatically populates with the daily and weekly
totals, respectively.
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Notes

Notes allows the employee to enter a message that the manager will see when

approving time.

Click Notes and the following will display:

Time Sheet Entry | 6/22/2021 2:39:50 PM | Tuesday -
[] Enter Time As Hours and Minutes  Pay Period: B/ |.,| Paproll Year: 2021 |..| Starting: | 12/27/2020  Ending: | 12/26/2021 ﬁ
Scheduled Cycle: |5 .| Period Starting: 02/21/2021 Period Ending: 03/06/2021 Check Date: 0341142021
Employee #: === | Amanda Sample Department #: |2
Hire Date: [1/1/2015 Seniority Date: (1/1/2015 Union Local: Hourly/Salary: |5 Exempt From 0/T: | Mo Week #:| 1 ..
Note:
Pay Date 221 2122 2423 2724 2125 2/26 2727 ‘Weekly Time Sheet
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total
PI[ERG [T [Regular Pay [ [ eoo[ eoo[ edo[ Goo[ ao0| [ a0m Hotes
Approve
*|I | | | | | | | \ |
Leave
Balances
Clone
Time Sheet
Print
Time Sheet
Total Hours: | | eoo| 800f @800 BOO| 800 | 40.00
Record: W 1of1 [ Search
> Employee Mote: \worked from home on Tuesday 02/23 & Thursday 02/25. -~
v

Approve

Employees must approve all time entry for the cycle. So, if it's a biweekly payroll, they
must approve week 1 and week 2. Once the time is approved, they cannot make any

changes to the tfime.

Click Approve and the following prompt appears:

Time Sheet Entry [ 6/22/2021 2:45:19PM | Tuesday

[] Enter Time As Hours and Minutes
Scheduled Cycle: 5

Pay Period: B/ | Payroll Year: 2027 [ Slalling:l 12/27/2020

-~ Period Starting: 02421201 Period Ending: 03/06,/2021

Department #: |4

Employee - [==== | Amanda Sample

Ending: ‘ 12/26/2021

Check Date: 0311/201
Hire Date: |1/1/2015 Seniority Date: [1/1/2015 Union Local: Hourly/Salary: |5 Exempt From 0/T- | Mo Week #:-| 1 |

Note:

Microsoft Access

e Total Hours Entered: 40.00

Continue with approval?

Yes

Time Sheet

Notes

Leave
Balances

Clone
Time Sheet

Print
Time Sheet
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Click Yes to continue or No to cancel. If yes was selected, the following prompt will
appear:

Once approved then no other changes will be allowed
except by a supervisor or manager.

Continue?

Yes Mo

Click Yes to continue or No to cancel. If yes was selected, the following confirmation will
appear:

Microsoft Access >

o Timesheet Approved.

Leave Balances

Employees can see what hours they have available for any leave plans they are
enrolled in.

Click Leave Balances and the following will display:

E arnings Anniversary Current -
Code E arnings Description Plan Code Date Earned Used Balance
IT |Personal Day [FD | 112022 | 16.00 | 16.00 | 0.00
IT |Sick Pay |SP [ 172022 | 50.00 | 16.00 | E4.00
[v  [vacation [v5 [ 1472022 | 80.00 | 40.00 | 40.00
[~ IRirthAan [:T§] (IEEFET= i annl nnn | ann -

Earned balances are shown as of the last payroll cycle. Any leave taken during the
current pay cycle or scheduled for future cycles will be reflected in the used total (in
addition to what has been used to date).

If the employee is not enrolled in any leave plans, they will receive this message:

Microsoft Access *

e Mo leave found.
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Clone Time Sheet

For employees who work the same days/hours to the same pay code, they can clone
the time sheet from one week to the next.

Click Clone Time Sheet and the following will display:

Clone Time Sheet

Payroll Year: 2021 ..

Starting: | 12/27/2020

Ending: | 12/26/2021

Scheduled Cycle: & | Period Starting: | 02/21/2021 = Period Ending: | 03/06/2021 Check Date: | 03/11/2021
Week #: | 2 |
Field Name Description

Payroll Year

Select the payroll year from the drop-down.

Starting / Ending

Will automatically populate based on the payroll year
selected.

Scheduled Cycle

Select the payroll cycle from the drop-down that you
are cloning/copying.

Period Starting/Period
Ending/Check Date

Will automatically populate based on the cycle
selected.

Week #

Select the week you are cloning TO. If you entered
time for week #1, then you would select week #2.

Click Start. The following prompt will appear:

Time Sheet Entry
[] Enter Time As Hours and Minutes

Scheduled Cycle: 5 - Period Starting:

Pay Period: Bw |

[ 672272021 3:11:26 PM |  Tuesdap

L |
Starting: [ 272772020 Ending: [ 12/26:2021  JI

03/06/2021 Check Date: 03/11/2021

Payroll Year: 2021 |

02/21/2021 Period Ending:

Employee #f: [= |

Hire Date: (1412015 Seniority Date: |1/1/2015 Union Local: Hourly/Salary: |5 Exempt From 0/T: | Mo Week #: | 1 |

Amanda Sample

Department #: |4

Note:

Time Sheet

Microsoft Access

o Continue?

Notes
Approve

Leave
Balances

Clone
Time Sheet
Yes

Print
Time Sheet

Clone Time Sheet
Payioll Year: 2021 | .
Scheduled Cycle: 5 w

Starting: | 12/27/2020  Ending: | 12/26/2021

Period Starting: | 02/21/2021

Period Ending: | 03/06/2021  Check Date: | 03/11/2021

Week #:| 2 |
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Click Yes to continue or No to cancel. If yes is selected, you'll receive the following

confirmation.

o Completed

oK

If you are using this function, and the previous week had any time that was paid fime
off (vacation, holiday, etc.) you will want to edit the pay code for the week. Change
the Week # at the top and click Time Sheet. From here you can select the correct pay

code(s).

Print Time Sheet

Employees can print a copy of their timesheet before and/or after they have approved

if.

Click Print Time Sheet and the following report will generate:

Weekly Time Sheet

| Pay Period Starting:| 02/2172021 | Pay Period Ending;] 03/06/2021 | Week [ 1 |

Name ‘ Amanda Sample ‘ Employee # ‘ 00125 ‘ Dep(#|
Hire Date | 1/1/2015 | Seniority Date | 1/1/2015 | Hourly Salary | S [ Union Local | [ O Exempt] No |
| Note: || ‘
Pay Date 221 2i22 2i23 224 2/25 2i26 2027 Weekly
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total
ARG Regular Pay 8:00 8:00 8:.00 8:.00 8:.00 40:00
Total Hours: 800 800 8:00 8:00 8:00 40:00
Management Authorizations Required: 1 Management Authorizations Found: 0 Management Authorizations Missing
Approved By | Date Approved ‘ Note

|JAmanda Sample

| B6/22/2021 24714 PM ‘Worked from home on Tuesday 02/23 & Thursday 02/25

The report will only print for the week selected.
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Time Sheet Approval

This form’s main function is fo allow the managers to approve employee time sheets.
Only managers that were setup in Manager & Authorizations Setup should be given
security rights to this form. The number of managers that are required to approve a time
sheet per employee must be setup before the Time Sheet Approval option can take
place.

Time Sheet Approval

Manager #: 00107 [Mamie §ample PIN #: [

[] Enter Time As Hours and Minutes  Pay Period: Bw || Paproll Year: 2021 .. Starting: ,m Ending: ,m
Scheduled Cycle: |5 || Period Starting: | 02/21/2021 Period Ending: |  03/06/2021 Check Date: [ 0311/2021
Employee #: <12 Department #: ,7

Hire Date: Seniority D ate: Union Local: Hourly/5 alary: Exempt From 0/T: Week #: [ 1 |

Note:

Dizplay Time
Edit Time
Approve Time
Reset PIN
Lockout Emp
Unlock Emp
Print Time Sheet
Manager Notes

Approvals

Mizsing
Approvals
All Approvals
Leave Balances
Approve All
Missing Emp
Approval
Field Name Description
Manager # Enter employee number.
PIN # If this is the first fime logging in, you will receive a prompt

to create a PIN number. Otherwise, enter the PIN #.
Enter Time As Hours | If Miscellaneous Codes were previously set up to default
and Minutes to Enter Time As Hours and Minutes (H), this box will be
checked. If the Miscellaneous Codes were set up as
decimal (D) the box will not be checked. If time is to be
entered as Hours and Minutes, the box can be checked

on this form.
Pay Period This will automatically populate based on the
information setup in Miscellaneous Codes
Payroll Year This will automatically populate based on the

information setup in Miscellaneous Codes
Scheduled Cycle Select the payroll cycle from the drop-down list.

Period Starting This will automatically populate based on the cycle
selected.

Period Ending This will automatically populate based on the cycle
selected.

Avail Technologies Inc. April 2021 Page 49 of 68



Avail Technologies

Timekeeping Manual

Check Date

This will automatically populate based on the cycle
selected.

Employee Number

Select an employee from the drop-down.

Department This will automatically populate based on the employee
number entered.
Hire Date This will automatically populate based on the employee

number entered.

Seniority Date

This will automatically populate based on the employee
number entered.

Union Local

This will automatically populate based on the employee
number entered.

Hourly/Salary

This will automatically populate based on the employee
number entered.

Exempt From OT

This will automatically populate based on the employee
number entered.

Week # Select the appropriate week from the drop-down list.
Weekly will only have 1 week showing, Bi-Weekly will
have 1 and 2, efc.

Note This is where timesheet notes will show if created (Time
Sheet Notes Entry).

Display Time

Managers can check the hours and pay codes that were entered by the employee for

the dates worked but cannot make any changes on this form.

Click Display Time and the following displays:

Time Sheet Approval
Manager #: 00107 |Mamie Sample
[] Enter Time As Hours and Minutes  Pay Period: Bvw .. | Paproll Year: 2021 || Starting: ’m Ending: ,m
Scheduled Cycle: 5 | Period Starting: 024212021 Period Ending: 03/06/2021 Check Date: 'W
Employee #: 00125 | [7||Amanda 5 ample Department #: ’Ai
Hire Date: [1/1/2015  Seniority Date: [1/1/2015  Union Local |  Howly/Salary: [5 Exempt From O/T: [ Mo Week #: [ 1 []
Mote:
Pay Date 2/ 2722 2723 2/24 2/25 2726 2727 Weekly Display Time
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total ——
PEFE  [C [Fepa Pey [ [ son| &mo| &m| em| s00] a0 Edit Time
Appi Time
Reset PIN
Lockout Emp
Unlock Emp
Frint Time Sheet
Manager Notes
Approvals
Missing
Approvals
All Approvals
Leave Balances
Approve All
Tatal Hours: [ eod[ s00] eo0| &800] &0 [ 4000 Missing Emp
Record: M« [10f 1 M Search Approval
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Edit Time

The manager can edit the employee’s timesheet, but it will need to be re-approved by
the employee before the manager can approve and submit to payroll.

Click Edit Time and the following prompt will appear:

Time Sheet Approval

Manager #: 00107 |Mamie Sample
Pay Period: Bw |

02/21/201

[[] Enter Time As Hours and Minutes

Scheduled Cycle: 5 Period Starting:

“

Payroll Year: |2021

~

Starting: | 12/27/2020  Ending: | 12/26/2021
03/06/2021 Check Date: 03A1/201

Period Ending:

Employee #: 00125 ~ |2 |Amanda Sample

Department #1: |2,

Hire Date: [1/1/2015 Seniority Date: [1/1/2015 Union Local: Hourly/S alary: ’87 Exempt From 0/T: | Ho ‘Week #:| 1 |

Note:

Microsoft Access

o Timesheet will

Continue?

have to be re-approved.

Yes

Display Time
Approve Time
Reset PIN
Lockout Emp
Unlock Emp
Print Time Sheet
Manager Notes
Approvals

Mizzing
Approvals

All Approvals
Leave Balances
Approve All

Mizzing Emp
Approval

Click Yes to continue or No to cancel. If yes is selected the timesheet will open and you

can make changes.

Time Sheet Approval
Manager #: 00107 |Mamie S ample
[] Enter Time As Hours and Minutes  Pay Period: [Bw [ Pagroll Year: 2021 [ ] Starting: | 12/27/2020  Ending: | 12/26/2021
Scheduled Cycle: '§ | Period Starting: 02/21/2021 Period Ending: 03/06/2021 Check Date: 03112021
Employee #: 00125 || 7 |[Amards Sample Department #: |2
Hire Date: [141/2015 Senionity Date: [1/1/2015 Union Local: Hourly/Salary: (S Exempt From 0/T: | Mo ‘Week #: [ 1 [
Note:
Pay Date 21 2122 223 2724 2425 2726 2127 Weekly
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total
¥ |[era | [Fregular Pay | [ Boo| soof soof soo| &00f [ 4000
il ! | \ \ | | | | |
Total Hours: ‘ 8.00 ‘ a.00 | a.00 | a.00 | a.00 | | 40.00
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Approve Time

If the employee’s timesheets require multiple authorizations the timesheets cannot be
transferred to payroll until all authorizations are completed. To authorize a single
employee, enter their employee number in the Employee # field. To authorize all
employees assigned to manager, leave the Employee # field blank. You must approve
both weeks.

Click Approve Time.

Time Sheet Approval
Manager #: 00107 |Mamie Sample
[] Enter Time As Hours and Minutes  Pay Period: B\ |.. | Payroll Year: 2021 ., Starting: | 12/27/2020  Ending: | 12/26/2021
Scheduled Cycle: |5 || Period Starting: | 02/21/2021 Period Ending: |  03/06/2021 Check Date: [ 03/11/2021
Employee #: 00125 |2 |imanda Sample Department 1: IAi
Hire Date: IW Seniority Date: IW Union Local: l— Hourly/5 alary: IS_ Exempt From 0/T: W Week i ’ﬁ
Note:
Emp # Name Date Approved Approved Dizplay Time
ooz [Bmanda Sample [ O Edit Time
Reset PIN
Lockout Emp
Unlock Emp
Print Time Sheet
Manager Motes
Approvals
Mizzing
Approvals
All Approvals
Leave Balances
Approve All
Mizzing Emp
Record: M 1of1 L] Search Approval

To open the approval screen, double click on the Emp #.
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Time Sheet Approval

Manager #: 00107 |Mamie Sample

[] Enter Time As Hours and Minutes
Period Starting:

e

Scheduled Cycle: 5

Pay Period: Bw ..

Payroll Year: 2021

02/21/2021 Period Ending:

e

03/06/2021

Employee #: 00125 | |? |Amanda Sample

Hire Date: [1/1/2015 Seniority Date: [1/1/2015 Union Local: Hourly/S alary: |5 Exempt From 0/T: | No ‘Week #: |1 |

Starting: | 1242742020

Ending: | 12/26/2021

Check Date: 034112021
Department #: |4

Note:
Emp # Mame Date Approved Approved Display Time
S [Emanda Sample [ O Edit Time
Zgl Approve Time
Emp # Mame Date Approved Approved Reset FIN
|o0125 |amanda Sample [ O Lockout Emp
Pay Date 2021 2722 223 2724 2425 2726 2727 Weekly Unlock Emp
Code Pay Category Sun Mon Tue Wed Thu Fr Sat  Total o T Sl
rint Time Shee
|4RG |F|egular Pay 800| 800| 800| 800| 800 40.00
Manager Notes
Approvals
Miszing
Approvals
Unapprave | Total Hours: BO0| BOD| B00| B00| G600 20,00 ilanpiorals
Leave Balances
Employee Note: [“worked from home on Tuesdap 02/23 & Thursday 02/25.
Approve All
| Mizsing Emp
Record: M Approval
~
v

Manager Mote:

Record: M 1of1 L]

Search

Click Approve to approve the time. If the time was approved in error, click Unapprove
to remove the approval. Managers can also reply to the employee note using the

Manager Nofe.

Time Sheet Approval

Manager #: 00107

S

Scheduled Cycle: 5

|Mamie Sample

[] Enter Time As Hours and Minutes
Period Starting:

Pay Penod: B/
02/21,/2021

L

Payroll Year: 2021 | ..
Period Ending:

Starting: | 12/27/2020  Ending: | 12/26/2021

037062021 Check Date: 031142021
Department #: |4,

Employee #: 00125

w||? |Amanda Sample

Hire Date: [11/2015 Senionty Date: [1/1/2015 Union Local: Hourly/5 alary: |5 Exempt From 0/T: | No ‘Week #: |1 |

Mote:

Approved

Name

Date Approved

Emp i

Amanda Sample
| p

| 06/23/2021 3:04 &M

¥ [ooizs

When the time is approved, the Date Approved will populate and the Approved box

will be checked.
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Reset Pin

Managers can reset an employee’s PIN so that the next time they enter their employee
number, they will be prompted to enter a new PIN.

Click Reset PIN. The following prompt will appear:

Time Sheet Approval

Manager #: 00107 |Mamie Sample
[] Enter Time As Hours and Minutes  Pay Period: Bw || Payroll Year: 2021 .| Starting: | 12/27/2020 Ending: | 12/26/2021

Scheduled Cycle: 5 . Penod Starting: 02/21/2021 Period Ending: 03/06/2021 Check Date: 031142041
Employee #: 00125 w7 |Amanda Sample Department i |4

Hire Date: [1/1/2015 Seniority Date: |1/1/2015 Union Local: Hourly/Salary: |5 Exempt From 0/T: | Mo ‘Week #:|1 |

Note:

Microsoft Access

0 This selection will force the employee to enter a new PIN,

Continue?

Yes

Click Yes to continue or No to cancel. If yes is selected, you will receive the following
confirmation.

o PIM Reset.

oK
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Lockout Employee

Managers can lock employees to prevent them from entering time. The employee will
still have access to the form, but when they enter their employee number, they will
receive a message that they are locked out.

Click Lockout Emp. The following prompt will appear:

Time Sheet Approval

Manager #: 00107 |Mamie Sampls

[] Enter Time As Hours and Minutes  Pay Period: B\ |..| Payroll Year: 2021 || Starting: ’m Ending: lm
Scheduled Cycle: [5 . | Period Starting: | 02/21/2021 Period Ending: | 03/06/2021 Check Date: IW
Employee #: 00125 « | [2]|Amanda Sample Department #: ’Ai

Hire Date: |1/1/2015 Seniority Date: [1/1/2015 Union Local: Hourly/5 alary: |5 Exempt From 0/T: | No  Week #: |1 |

Note:

o This selection will lock the employee out of time clock entry.

Continue?

Yes Mo

Click Yes to continue or No to cancel. If yes is selected, you will receive the following
confirmation:

Microsoft Access >

o Employee is locked out of time clock entry.
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Unlock Employee

Managers can reassign access to the time sheet entry to the locked out employee.

Click Unlock Emp. The following prompt will appear:

Time Sheet Approval

Manager #: 00107 |Mamie Sample
[] Enter Time As Hours and Minutes  Pay Period: B\

. Payroll Year: 2021 .. Starting: | 12/27/2020 Ending: | 12/26/2021

Scheduled Cycle: 5 + | Period Starting: 0z2/21/201 Period Ending: 03/06/2021 Check Date: 034152021
Employee #: 00125 w2 |ﬁ3«manda Sample Department #: |4

Hire Date: [1/1/2015 Seniority Date: [1/1/2015 Union Local: Hourly/5S alary: |5 Exempt From 0/T: | No ‘Week #:| 1 .

Mote:

Microsoft Access

o This selection will allow the employee to use time clock entry.

Continue?

Yes

Click Yes to continue or No to cancel. If yes is selected, the following confirmation will
appear:

Microsoft Access X

o Employee is no longer locked out of time clock entry.
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Print Time Sheet

Managers can print the employee’s timesheet either before or after it’s approved.

Click Print Time Sheet. The following report will display for the week that is selected.

Weekly Time Sheet
| Pay Period Starting:] 02/21/2021 | Pay Period Ending;] 03/06/2021 | Week | 1 |
Name | Amanda Sample | Employee # | 00125 |Depl#| A |
Hire Date | 1/1/2015 | Seniority Date | 1/1/2015 [ Hourly Salary | S [ Union Local | [ OT Exempt] No |
[Note: | |
Pay Date 2i21 2i22 2123 2/24 2/25 2/26 2127 Weekly
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total
ARG Regular Pay 800 8:00 &:00 8:00 8:00 40:00
Total Hours: 8:00 8:00 8:00 8:00 8:00 40:00
Management Authorizations Required: 1 Management Authorizations Found: 1
Approved By Date Approved MNote
Mamie Sample 6f2372021 9:04:56 AM
Amanda Sample 6222021 4:21:38 PM (Worked from home on Tuesday 02/23 & Thursday 02/25.
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Manager Notes

Managers can enter/review notes for the specified cycle/week.

Click Manager Notes.

Time Sheet Approval

Manager #: 00107 |Mamie Sample

[] Enter Time As Hours and Minutes  Pay Period: B\ || Payroll Year: [2021 [, | Starting: | 12/27/2020  Ending: | 12/26/2021

Scheduled Cycle: |5 | Period Starting: 02/21/2021 Period Ending: 03/06/2021 Check Date: 034112021
Employee #: 00125 | |? |Amanda Sample Department #: |4

Hire Date: [1/1/2015 Seniornity Date: [1/1/2015 Union Local: Hourly/5 alary: ’S_ Exempt From 0/T: | No  Week #: |1 |

Note:

Manager Note: [wFH was approved due to COVID-19. Display Time

>

<

Edit Time
Approve Time
Reset PIN
Lockout Emp
Unlock Emp
Print Time Sheet
Approvals

Miszing
Approvals

All Approvals
Leave Balances
Approve All

Mizzing Emp
Approval
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Approvals

View the employee/manager(s) approvals for an employee. Missing approvals will be
noted in red.

Click Approvals and the following will display:

Time Sheet Approval

Manager #: 00107 |Mamie Sample

[] Enter Time As Hours and Minutes  Pay Period: Bvw || Pawroll Year: 2021 || Starting: | 12/27/2020  Ending: | 12/26/2021
Scheduled Cycle: 5 | Period Starting: 0242142021 Period Ending: 03/06/2021 Check Date: 03/411/2021
Employee #: (00125 | [2||smanda Sample Department #: |4

Hire Date: [1/1/2015 Senionity Date: [1/1/2015 Union Local: Hourly/Salary: |5 Exempt From 0/T: | No ‘Week 8|1 |

Mote:

Management Authorizations Required: | 1 M t Auth Found: | 0O Total Hours Worked: A0:00 Dizplay Time

] 1t Authorizati Miszing Edit Time
Approve Time

Date Reset PIN
Auth Mame Approved Mote Lockout Emp

» |Amanda Sample | 0B/22/2021 4:21 PM |worked from home on Tuesday 02/23 & Thursday 02/25.
Unlock Emp
|Mamie Sample |

‘WFH was approved due to COYID-19. Print Time Sheet

Manager Notes

Approvals 3

Mizsing
Approvals

All Approvals
Leave Balances
Approve All

Mizzing Emp

Record: M Tof2 L

Search

Approval
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Missing Approvals

Managers can view the status of the time sheets and approvals for employees that
they are assigned. Only those employees who are missing anything will appear. If the
box is checked that item is missing.

Click Missing Approvals.

Time Sheet Approval

Manager #: 00107 |Mamie Sample

[] Enter Time As Hours and Minutes  Pay Period: B\ || Paproll Year: 2021 .| Starting: | 12/27/2020  Ending: | 12/26/2021

03/06/2021 Check Date: 03411/2021
Employee #: 00125 Department #: |4
Hire Date: [1/1/2015 Seniority Date: [1/1/2015 Union Local: Houwrly/Salary: |5 Exempt From 0/T: | No  Week #: | 1 |

Scheduled Cycle: 5 + Period Starting: 02/21/2024 Period Ending:

|2 |AmandaSampIe

Note:

Missing Timesheets / Approvals Print =] MEEplyiiine
Employee Management Edit Time
Dept#  Empl # Emol Name T;. - t l.'.'-" - =l ‘.'.'-" - =l Approve Time
4 |A |DD‘I 04 |Eric: Sample O Reset PIN
[& o012z [Josh Sample O Lockout Emp
|A |DD‘I 42 |W'end_l,l Sample O Unlock Emp
D o010 [Rap I Sample O Print Time Sheet
|D |DD‘I 06 |F|0bin Employes O Manager Notes
D o111 |Danald Sample O Approvals
|D |DD‘I 16 |Michelle Sample O ‘Missingl
M o010z [John S ample —
M 00705 [Gaw Sample 0 AlEpEEs
M [om13 [Rebert Sample Leave Balances
[M [omi 23 [Todd Sample Apprave All
7] lnmaz [Hall S armnle = = —= hd Mizzing Emp
Record: 4« [1of47 | » » Search Approval

Click Print to get areport by department.

Timesheets / Approvals Report
Pay Period Starting:] 02/21/2021 | Pay Period Ending:| 03/06/2021 | Week | 10of2 |
Department: A Time Employee Management
Sheet Approval Approval
Employee # Name Missing Missing Missing
00104 Efic Sample ]
00122 Josh Sample ]
00142 Wendy Sample ]
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All Approvals

This will show the status of all employees assigned to the manager.

Click All Approvals.

Time Sheet Approval

Manager #: 00107 |Mam\e Sample

[] Enter Time As Hours and Minutes  Pay Period: Bw |,

0272142021

Payroll Year: 2021 .. | Starting: | 12/27/2020

Scheduled Cycle: 5 | Penod Starting: Period Ending: 030642021

Employee #: 00125

Ending: | 12/26/2021

Check Date: 0311720241

| |? |AmandaSampIe

Hire Date: [1/1/2015 Seniority Date: [1/1/2015 Union Local: Hourly/S alary: (5 Exempt From 0/T: | Mo ‘Week #: |1 |

Department #: (2

Note:

All Timesheets } Approvals Print +|| [MDEphyiiing
. E‘mplo_vetla M?nageme.nl Edit Time
Dept # Employee # Employee Name T" Missi Missi Approve Time
4 |A |DDT 04 |E|ic Sample O Reset PIN
|A |DDT 22 |Josh Sample O Lockout Emp
|A |DDT 25 |Amanda Sample O O Unlock Emp
|A |DDT 42 |Wendy Sample O Print Time Sheet
| o070 |FawJ Sample O Manager Notes
|D |DDT i’ |F|Dbin Employes O Approvals
|D |DDT 1 |Dnnald Sample O ‘Missing
[o [0oTiE [Michelle Sample 0 —
|M |DDT nz |J ohn Sample
[ 0108 [Gary Sample 0O Leave Balances
[M [E [Frobert Sample el
7] A>3 [Tadd S armrla —= —= hd Missing Emp
Record: M lof48 | » ¥ search Approval

If the box is checked that item

is missing. Click Print to print a report by department.

Timesheets / Approvals Report
Pay Period Starting:| 02/21/2021 | Pay Period Ending:| 03/06/2021 | Week | 10f2 |
Department: A Time Employee = Management
Sheet Approval Approval
Employee # Name Missing Missing Missing
00104 Eric Sample ]
00122 Josh Sample |
00125 Amanda Sample O O O
00142 Wendy Sample ]
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Leave Balances

Managers can view the employees available leave balances.

Click Leave Balances and the following will display:

Time Sheet Approval
Manager #: 00107 |Mamie Sample
[] Enter Time As Hours and Minutes  Pay Period: Bw || Payroll Year: 2021 ., Starting: ‘ 12/27/2020  Ending: | 12426/2021
Scheduled Cycle: 5 [.,| Period Starting:  02/21/2021 Period Ending: | 03/06/2021  Check Date: | 03/11/2021
Employee #: 00125 wl|? |Amanda Sample Department #: ’Ai
Hire Date: ’W Seniority D ate: ’W Union Local: ,7 Hourly/5 alary: ,T Exempt From 0/T: W Week i ’ﬁ
Note:
Earmings i N Annmiverzary Current Display Time
Code E arnings Description Plan Code Date Eamed Used Balance
[T [ConnectVacaton Test Ay [ G602z 23200 | o[ 2w [EGTE: U
(8 [SokBank \ | | 000 | o | o0 Gnnoeing
[P [PersonalDay PO [ 17202 | TE.00 | B0 | o0 ezl
[ [ocPa E [ 17202 | B0.00 | B0 | B0 st hos (Smpy
[V [acation Va [ iz | B0 | anm | W WS (Em
[ [otndes B0 [ 1137202 | BOD | oo | B0 [T s i
Manager Notes
Approvals
Miszing
Approvals
All Approvals
Approve All
Missing Emp
Record: 4 < [10of 6 b Search Approval

Earned balances are shown as of the last payroll cycle. Any leave taken during the
current pay cycle or scheduled for future cycles will be reflected in the used total (in
addition to what has been used to date).
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Approve All

This should be used with extreme caution. This button will approve all time sheets for the
employees assigned to the manager. If this is clicked in error, the manager must use the
Approve Time button and select Unapprove for each employee that was approved in
error.

Click Approval All and the following prompt will display:

Time Sheet Approval

Manager #: 00107 ‘Mamle Sample

[[] Enter Time As Hours and Minutes  Pay Period: B/ |..| Paproll Year: 2021 || Starting: | 12/27/2020  Ending: | 127267201
Scheduled Cycle: |5 | Period Starting: n2/21/2021 Period Ending: 03/06/2021 Check Date: 0311/2021
Employee #: 00125 «|[? |Amanda Sample Department #: |4

Hire Date: [1/1/2015 Senioiity Date: [1/1/2015 Union Local: Hourly/Salary: |5 Exempt From 0/T: | Mo ‘Week #:[1 |

Note:

Dizplay Time

Microsoft Access Edit Time
Approve Time
o Do you wish to approve all employees at this time? [itot (ALY
Lockout Emp
Unlock Emp

e Print Time 5heet

Manager Notes

Approvals

Missing
Approvals

All Approvals

Leave Balances

Approve All

Mizsing Emp
Approval

Click Yes to contfinue or No to cancel. If yes is selected, the following confirmation will
appear:

Microsoft Access >

o Approval Process Completed.
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Missing Employee Approval
This allows a manager to approve the existing fime for an employee who may be out. It
will only approve time that is entered, no additional time entry is allowed using this

function.

Click Missing Emp Approval and the following will prompt will appear:

Time Sheet Approval

Manager #: 00107 |Mamis Sample

[] Enter Time As Howrs and Minutes  Pay Period: [Ew .| Paproll Year: 2021 [.| Starting: | 12/27/2020  Ending: | 12/26/2021
Scheduled Cycle: 5 | Period Starting: 02/21/2021 Period Ending: 03/06/2021 Check Date: | 03/11/2021
Employee #: 0122 [ ] |7 | [lash Sample Department #: |4

Hire Date: [2M17/2014 Seniority Date: [2/17/2014 Union Local: [ATL Hourly/S alary: ,S_ Exempt From 0/T: | Ye: Week #: |1 [

Note:

Display Time
Edit Time
Approve Time
Reset PIN
o Do you wish to approve time sheet? Lockout Emp
Unlock Emp
Print Time Sheet
Manager Notes
Approvals

Missing
Approvals

All Approvals
Leave Balances

Approve All

Missing Emp
Approval

Click Yes to continue or No to cancel. If yes is selected, the following confirmation will
appear:

o Employee time sheet approved.

oK

When the manager goes to do the manager approval, they will see this in the
employee note:

Emp # Mame Date Approved Approved
[poi22 [Fosh Sample [ O
Pay Date 221 2422 223 W 2425 22 2727 Weekly
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total
ARG [Feada Far [ [ ew| soo| emw| oo am| | 4o0m

Unapprove | Total Hours: 800 800 800 soa[ &40 40.00

Employee Note:

Approved by Mamie Sample
Employee was unable to approve their own time sheet.

Manager Note:

<>
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Time Sheet Transfer to Payroll

This will transfer the approved employee time to payroll for each week of the pay

period.

Time Sheet Payroll Transfer
Fizcal Year: 2021 .. Pay Period: BwW |

Scheduled Cycle: 5 ~

Period Starting: | 02/21/2021

Payroll Year: 2021 .. Starting: | 12/27/2020  Ending: | 12/26/2021

Period Ending: | 03/06/2021  Check Date: | 03/11/2021

Department #: |

|

[] All Departments Week #: | 1 |

Employee #: |

vl

Department #:

Xfer To Payroll

Field Name

Description

Fiscal Year

Select the fiscal year from the drop-down.

Pay Period

Select the pay period from the drop-down.

Payroll Year

Select the payroll year from the drop-down.

Starting / Ending

This information will populate based on the payroll year
selected.

Scheduled Cycle

Select the scheduled cycle from the drop-down.

Period Starting / Period
Ending / Check Date

This information will populate based on the scheduled
cycle selected.

Department #

If fransferring time for a specific department, select it from
the drop-down.

All Departments

If transferring all departments, leave checked. If you have
selected a specific department from the drop-down, the
box will uncheck automatically.

Week # Select the week that you are transferring to payroll.

Employee # If transferring time for a specific employee, select the
employee number from the drop-down, otherwise leave
blank.

Department # This will populate based on the employee number

selected.

Click Xfer to Payroll. The following prompt will appear:

Time Sheet Payroll Transfer
Fizcal Year: |2021 .. Pay Period: Bw ..

Scheduled Cycle: |5 ~

Period Starting: | 02/21/2021

Payroll Year: |2021 .. Starting: | 12/27/2020  Ending: | 12/26/2021

Period Ending: | 03/06/2021 Check Date: | 03/11/2021

Department #: |

||

[~] All Departments Week #: (1 |

Employee i:

>l

Department #:
Xfer To Paproll

o Transfer timesheets to payroll?

Yes
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Click Yes to continue or No to cancel. If yes is selected, the system will audit the
selected employees to determine the status of their timesheets and approvals. The

following will display:

Time Sheet Payroll Transfer
Fiscal Year: 2021 ..
Scheduled Cycle: 5 w

Pay Period: B\ |
Period Starting: | 02/21/2021

Payioll Year: 2021 ..

Starting: | 12/27/2020  Ending: | 12/26/2021
Check Date: | 03/11/2021

Period Ending: | 03/06/2021

Department #: | [ [ All Departments Week I: [ 1 [U]
Employee #: V | Department #:
Missing Timesheets / Approvals Print *
. F:mplnyetla M?nagemelnt
Dept # Employee & Employee Name TMissing ﬁ;sing ﬁ;sing
4N [poiog [Eric Sample: O
[4 |o0107 |Mamie §ample O
[a [pmzz [Josh Sample O O
[4 00142 [wendy Sample O
D |aToo |Ray J S ample O
o 3 [Frokin E mplayes: O
[ |o01T1 |Donald 5 ample O
[o [oo1E [Michelle Sample O
D |o0182 |Local Tax Flat Amount Employee
|M |UU1 [i7] |J ahn Sample
M [ | 5ary Sample O
[M [[TRE] [Robert S ample v A w7} e
Record: W 1 of 49 L.

Microsoft Access

a Do you wish to transfer the approved time sheets to payroll?

Yes

Click Yes to continue or No to cancel. If yes is selected, the system will perform another
audit to see if time was already transferred for this period. If there are existing labor
entries, the following prompt will appear:

o Delete existing payroll labor entries?

Mo

Click Yes to delete all previously transferred time for the period selected or No to leave
the previously transferred time in labor entries and add the new entries. Selecting yes
will complete the transfer. If no is selected, the following prompt will display:

Caution: Merging labor entries will create duplicate labor records.

Microsoft

Access

This will merge with existing labor entries.
Continue with transfer?

Yes

Avail Technologies Inc. April 2021

Page 66 of 68



Avail Technologies Timekeeping Manual

Click Yes to continue or No to cancel. If yes is selected the following confirmation will
appear:

o Timesheet transfer to payroll completed.

OK

Print Time Sheets

Timesheets can be printed for all types of time (entered but not approved, approved,
transferred to payroll).

Time Sheet Print

Department #: | ] All Departments

Employee ii:

From Date: |2:21/20 Thru Date: |3/6/2021 ]

Pay Period: Bw .. wWeek i: w| [ Al Weeks

Print

Field Name Description

Department # Select a department from the drop-down or leave blank
for all departments.

All Departments This box will uncheck if a department is selected.

Employee # Enter (or use “?" to search) an employee number or leave
blank for all employees.

From Date / Thru Date Enter the date range for the report.

Pay Period Select the pay period from the drop-down.

Week # Select the week number from the drop-down or leave
blank for all weeks.

All Weeks The box will uncheck if a week number is selected.
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Click Print. The following prompt will appear:

Time Sheet Print

Department #: |

||

All Departments

Employee #: 2 |

From Date: 2/21/2021 &

Thru Date: [3/6/2021 #

Pay Period: B .. Week Hi: v | [v]All Weeks

o Print timesheets?

Mo

Click Yes to continue or No to cancel. If yes is selected, the report will generate:

Weekly Time Sheet

| Pay Period Starting:] 02/21/2021 | Pay Period Ending:] 03/06/2021 | Week | 1 |

‘ Name | Amanda Sample | Employee # | 00125 |Dep[#‘ ‘
[Hire Date | 1/1/2015 [ Seniority Date | 1/1/2015 [ Hourly Salary | § [ Union Local | [ O Exempt] No |
‘ Note: || |
Pay Date 2121 2/22 2023 224 2125 226 227 Weekly
Code Pay Category Sun Mon Tue Wed Thu Fri Sat Total
ARG Regular Pay 8:00 8:00 8:00 8:00 8:00 40:00
Total Hours:| 8:00 8:00 8:00 8:00 8:00 40:00
Management Authorizations Required: 1 Management Authorizations Found: 1
Approved By Date Approved Note:

Mamie Sample

6/23/2021 11:12:04 AM |WFH was approved due to COVID-18

iAmanda Sample 6/22/2021 4:21:38 PM

|Worked from home on Tuesday 02/23 & Thursday 02/25.

The report will page break by employee and week #.

Avail Technologies Inc. April 2021

Page 68 of 68



