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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 warranties of 

merchantability or fitness for any particular purpose. Fleet-Net ® Corporation, wholly owned subsidiary 

of Avail Technologies, Inc. further reserves the right to 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 into 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 furnished 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 trademarks or trademarks 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 intended application or use of the module 

and any comments that relate to this specific module.  

 

Below are features that are used through FNW applications. 

 

 
 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

  
 

 

 
 

 

 
 

 

 
 

 

          

          
  

The clock button allows for changing the time entry. 

 
 

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

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. 

 

**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. 

 

The question mark button opens the search option. 

 
 

The Stop button aborts the current selection process. 

 

The calendar button allows for quick selection of a 
specific date via a calendar. Calendar defaults to 
current date. 

The calculator button allows for quick simple 
calculations on the fly. It opens up your systems 
calculator.  
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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 
 

 
 

Miscellaneous Codes Maintenance 

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

Timekeeping. 

Timesheet 

Select Timesheet from the drop-down. 
 

 
 

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) 

DefaultTimeEntryMode H: Enter hours and minutes 
D: Decimal 

If H Is 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 #. 
 

 
 

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. 

 

 
 
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. 
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Authorizations 

 
Click Authorizations to view and/or edit the number of manager authorizations required 

for each employee. 
 

 
 

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. 
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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. 

Authorizations 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. 

 

 
 

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

 

 
 

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. 
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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. 

 

 
 

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

 
 

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 #. 

 

 
 

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. 
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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. 

 

 
 

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 
 

 
 

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. 
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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. 

 

 
 

The following form will display. 
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Create Shifts 

 

Click Templates to create the shifts. 

 

 
 

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

 

 
 

Code Value 

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. 
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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 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 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 you want the pay time to start as of the 

shift start time 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. 
 

 
 

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. 
 

 
 

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

 

 
 

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

Enter your Employee # and click Enter Time. This form will open. 
 

 
 

Enter your PIN # and click Enter Time. 
 

 
 

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. 



Avail Technologies Timekeeping Manual 

 
 

Avail Technologies Inc. April 2021  Page 22 of 68 

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. 

 

 
 

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

 
 

This process can be repeated to clock out; the prompts will reflect clocking out. 
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The time will now move to the bottom of the screen and the top will be ready for the 
next clock in. 

 

 
 

Print 

 
Click Print to print a copy of the time punches for a specific date range. 
 

 
 

Select the From and Thru dates and click Start. 
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Leave 

 
Click Leave to see the available leave hours. 

 

 
 

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. 
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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. 
 

 
 

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 time 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. 

 

 
 

 
 



Avail Technologies Timekeeping Manual 

 
 

Avail Technologies Inc. April 2021  Page 26 of 68 

Edit Time 

 
This form allows the manager to review and approve the employee’s time entries. Any 

notes made on the time clock form will show up here. Managers can also edit the time 
and compute the new hours to be paid. 

 
Click Edit Time 

 

 
 

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 / 2nd 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 time 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. 

 

 
 

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. 
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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) 

 

 
 

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

 

 
 

Lockout Employee 

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

an Employee # and click Lockout Emp. 
 

 
 

Click Yes to continue or No to cancel. If yes is selected, the following confirmation 
displays: 
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When the employee tries to access the timeclock, they will receive the following error 
message. 

 

 
 

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. 
 

 
 

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

displays: 
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Shifts 

 
Managers can only assign shifts to those employees assigned to them. Select an 

Employee # and click Shifts. 
 

 
 

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. 
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Click Print to print the variance report. 
 

 

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

 
 

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. 
 

 
 

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

displays: 
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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. 

 

 
 

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

 

 
 

Clock Out 

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

Employee # and click Clock Out. 
 

 
 

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

 

Click Templates to create/maintain shifts. 
 

 
 

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

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. 

 

 
 

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 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 time 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). 
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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. 

 

 
 

Field Name Description 

Date Enter the pay date. 

Dept. Automatically populates. 

Pay Code Enter or select the applicable pay code. 

Decimal Time / Time 
hhmm 

Enter the time using either column. Wherever you 
enter, the time will auto-populate in the other. 

Check Type / Earn 
Code 

Automatically populates. 

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. 
 

 
 

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. 
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Time Sheet Processing 
 

 
 

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 time can 
also be reviewed.  
 

The employee may have the option to print the timesheet 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.  
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Field Name Description 

Enter Time As Hours 

and Minutes 

If Miscellaneous Codes were previously set up to default 

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: 
 

 
 

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: 
 

 
 

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 time. 
 

Click Approve and the following prompt appears: 
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Click Yes to continue or No to cancel. If yes was selected, the following prompt will 
appear: 

 

 
 

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

 

 
 

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: 

 

 
 

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: 
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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: 

 

 
 

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

 

 
 

If you are using this function, and the previous week had any time that was paid time 
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 
it. 

 
Click Print Time Sheet and the following report will generate: 
 

 
 

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

 

This form’s main function is to 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. 
 

 
 

Field Name Description 

Manager # Enter employee number. 

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

Enter Time As Hours 

and Minutes 

If Miscellaneous Codes were previously set up to default 

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. 
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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, etc. 

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: 
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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: 

 

 
 

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

 

 



Avail Technologies Timekeeping Manual 

 
 

Avail Technologies Inc. April 2021  Page 52 of 68 

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. 
 

 
 

To open the approval screen, double click on the Emp #.  
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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 Note. 
 

 
 

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: 

 

 
 

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

 

 
 

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

 
 

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

 
  



Avail Technologies Timekeeping Manual 

 
 

Avail Technologies Inc. April 2021  Page 58 of 68 

Manager Notes 

 

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

Click Manager Notes. 
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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: 
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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. 
 

 
 

Click Print to get a report by department. 
 

 
  



Avail Technologies Timekeeping Manual 

 
 

Avail Technologies Inc. April 2021  Page 61 of 68 

All Approvals 

 

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

Click All Approvals. 
 

 
 

If the box is checked that item is missing. Click Print to print a report by department. 
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Leave Balances 

 

Managers can view the employees available leave balances. 
 

Click Leave Balances and the following will display: 
 

 
 

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: 

 

 
 

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

 

This allows a manager to approve the existing time 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: 
 

 
 

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

appear: 

 
 

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

employee 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. 

 

 
 

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 transferring 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: 
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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: 
 

 
 

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: 
 

 
 

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

 

 
 

Print Time Sheets 

 

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

 

 
 

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: 
 

 
 

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

 

 
 

The report will page break by employee and week #. 


