TimeKeeper
Employee Request and TimeSheet Approval

An employee may request leave in Timekeeper by signing into TimeKeeper and
selecting Request from the menu on the left hand side of the screen. It will open a
Create Request screen with drop down boxes for the selection.

—Create Request

Request: | Select v
Date: 12/02/2016 |4
Job: Select v
Message:
. 4
| SendRequest | | ClearRequest |

Request Board

View: @®New ©Pending © Authorized © Declined Hequesy

No Requests Found! =

Response:

To request Annual Leave, Sick Leave or use of Comp Time the employee would
complete the request as follows and click on the Send Request button.



Messagé’:" Take parent to appointment Start: End:
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4 Substitute Name: ﬁgﬁ?:ce
|

| 800 |

| SendRequest | | Clear Request

An employee may also use this screen to request a correction due to not clocking in or
not clocking out. The screen will look like the following for this type of request.

| ADM/SUPER/DIR (491)
Message: |1 failed to clock in this morning.

4

| Send Request || Clear Request l

Request Board

Request:

View: @New ©Pending © Authorized © Declined

No Requests Found! -~

Response:

The employee will be able to monitor if the request is approved or denied on the same
screen. Leave should never be taken until it is approved by the supervisor. The
information will appear as below:



Request Board

View: ©New ©Pending @ Authorized © Declined Request:
Request Request Date Status -
() Absence Request 12/19/2016  Authorized
() Missed Clock In 12/1/2016 Authorized y
Response:
4 13 4
[ Check All

If an employee is permitted to do work away from the school, such as spirit night at a
local restaurant, they would complete a Timesheet Adjustment request. In this request
they would list the beginning and ending time along with a message to explain the type
of work performed.

e e ™

‘VTlmtAdjustment Chal Bate* e: g e: E
Job: | ADM/SUPER/DIR (491) v|  [12na20t6  [E 500 PM [ {7:35PM
Message: Work spirit night at Chic Fil A

Send Request | | Clear Request

Employees should approve their timesheets each week. This approval must be done
either after signing out on Friday or before signing in on Monday. To approve the
timesheet the employee should click on Timesheet on the left hand side menu. If the
week needing approval does not appear, the employee may need to click on the left
hand arrow to move to the week needing approval. See below:



No Data Found

Once the correct week is selected they will see the following;:

Job / Leave Description Time In Time Out

11/28/2016 ADM/SUPER/DIR 6:59 AM  7:02 AM 0.0500 Il
12/1/2016 ADM/SUPER/DIR 5:30 AM 0.0000 ™
12/2/2016 ADM/SUPER/DIR 7:49 AM  9:41 AM 1.8667 O
12/2/2016 ADM/SUPER/DIR 9:46 AM 12:54 PM 3.1333 O
Check Al [(J

Tot. Unpaid Leave: @ Tot. Paid Leave: @ Total Hours: Total Paid Hours:

| Print Timesheets by Date Range . . . |

If the time is correct, they will need to click on the select all box and then the Approved
box.



€= 11/27/2016 to 12/3/2016 =

Date Job / Leave Description Time In Time Out Hours
11/28/2016 ADM/SUPER/DIR 6:59 AM 7:02 AM 0.0500

12/1/2016 ADM/SUPER/DIR 5:30 AM 0.0000

12/2/2016 ADM/SUPER/DIR 749 AM 9:41 AM 1.8667

12/2/2016 ADM/SUPER/DIR 9:46 AM 12:54 PM 3.1333

Check Al
Tot. Unpaid Leave: @ Tot. Paid Leave: @ Total Hours: Total Paid Hours:
| Print |

| Print Timesheets by Date Range . . . |

Once approved the checks will remain under the approved column if the employee
goes back to look at this week.

The employee is not required to print the timesheet. They may do so if they like and
this is the screen they would use. They may also select the full month date range to
print by clicking on the Print Timesheet by Date Range button.



