My Employees TrueTime Tuesday, October 30, 2012

Slide 1 - Slide 1

(12 Emoloyee access - 05.12.10,00108 - Mozile Freror N ——r=h——m

| 0 localhost/scripts/cgiip.exe/WService=wsFLORIDA/sermhom01 w ’ Print this tutorial ]
Slﬂ_mard SChOOl DiS‘tl’iCt Alan Smithscr Account Preferences Exit ?
SKYWARD
i Home Employee | Time BRI FastTrack FastTrack Work Account Budget Purchasin Inventory Expense Online
¥ Information = OFf [SEWEW Open Positions | Screener | Requests  Master | Management 9 Requisitions = Reimbursement = Open Enroll
~ True Time ~ My Time Sheets ~ Superviser Access e
Quick Entry w Unsubmitted LE| My Employees True Time T
§ | My History T Lzt S bl Coanl , Totals by Status Lh|
| | Employee Locator W My Employees TrueTime Weekly Averages LE|
My Setup i . er Ln|
F Data Mining Click Employee Access, TrueTime, -
A Supervisor Access, My Employees TrueTime. s Time Sheets
y Reports Q
Who, What, When, Why? LN
| Supervisors (as identified by the TrueTime Org Chart) U
H will have access to review their emplovees' TrueTime data,
LIy ee T Tumm= U [T
District MNews
Vendor Profile
N Peouisit | | school Lunch Menu & Employee Access Home B
pprove Requisitions D | | our district s committed to providing a well balanced meal to students and staff. Hist
Account Profile 47| | Please click on the link above to see the monthly school menu. story
L Human Resources Home
WH
Configuration
WH\TT\PS\CF
Unsubmitted E
Reports
Data Mining
Data Mining
Personal Information
- - Data Mining i
Edit Favorites WHITTIDN -
© 2012 Skyward, Inc_All rights reserved. FL Finance Data Windows 7 / Firefox 16

Page 1 of 12



My Employees TrueTime Tuesday, October 30, 2012

Slide 2 - Slide 2
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SKYWARD
Home Employee | Time SEEE FastTrack FastTrack Woark Account Budget Purchasin Inventory Expense Online
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‘ A list of your employees will display, J
] b
20 ~+ 2 records displayed Last Mame: | ABC
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| & localhost/scripts/cgiip.exe/W5ervice=wsFLORID A/ httspschd001.w ’ |

SkYWBId School District Alan Smithscr  Account | Preferences | Exit ?
SKYWARD
Home Employee | Time SEEE FastTrack FastTrack Woark Account Budget Purchasin Inventory Expense Online
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Views: | t] Filters: *Show All Employees Under Me - w m @ & Refresh
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Last Superviscr Acceas - By Org Chart SSN | Status | Notes Level| Org Chart Level
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Workweek Totals - By Org Chart
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Workweek Schedule - By Name

Workweek Schedule - By Org Chart
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¢

Click the Views option
to change the data that displays in the browse.

20 ~+ 2 records displayed Last Name: | @
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@) Supervisor Access - 05.12.10.00.04 - Mozilla Firefox _

| & localhost/scripts/cgiip.exe/W5ervice=wsFLORID A/ httspschd001.w

K
Click the Filters option to
Only Show Employees That Report Directly to Me
ar Show All Employees Under Me.

20 ~+ 2 records displayed

SkYWBId SChOOl DiS‘tl’in Alan Smithscr  Account Preferences Exit ?
SKYWARD

Home Employee | Time SEEE FastTrack FastTrack Woark Account Budget Purchasin Inventory Expense Online

¥ Information = OFf [9Mue | Open Positions = Screener = Requests = Master ~ Management 9 Requisitions = Reimbursement = Open Enroll
* H Supervisor Access - e B @ | Task Manager L7 Favortesw L] New Window lﬁlrdy Print Queue
Views: Superviscr Access - By Name + Fiters: i *Show A11 Employees Under Me i_'] w m & Refrezh
*0nly Show Employees That Repcort Directly to Me
Last Name a First Middle SSN | St

Last Name: | ABC

Page 4 of 12



My Employees TrueTime

Tuesday, October 30, 2012

Slide 5 - Slide 5

I @ localhost/scripts/cgiip.exe/WService=wsFLORIDA/ httspschd001.w

f Skyward School District
WARD

Hie } Employee Time FastTrack FastTrack ~ Work
: '} Information | Off

Open Positions  Screener  Requests

Click the down arrow to display the Current Status.

4l s
This includes the employee's:
Status, Notes, Today's Hours, This week's Hours,
Overtime Hours, Paid Hours Off, Unpaid Hours Off,
1 b ALLEN

Number of Adjustments, Scheduled Start/End Times,
Scheduled Hours, Difference, Supervisor,

Primary Phone, and Email Address.

Note:

Today's Hours:
This Week's Hours:
Overtime Hours:
Paid Hours Off:
Unpaid Hours Off:

Number of Adjustments:
Scheduled Start Time:
Scheduled End Time:
Scheduled Hours:

1

7:00 AM

4:00 PM

40h 00m

-40h 00m

SMITHSCR, ALAN M
(545) 534-8484
milleeri@skyward.com

Difference:
Supervisor:
Primary Phone:
Email Address:

b Previous Time Sheets Unsubmited Time Sheets Time Sheet History

& linramina Srhadulad Trarkad Tima

20 v 2 records displayed

Alan Smithscr ~ Account | Preferences | Exit | ?

Account
Master
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Management

O » @ ' - @T&sk Manager QFavoritesv ﬁ New Window l& My Print Queue |
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Expense Online

‘ Purchasing i : ’ Reimbursement | Open Enrollf

loyees Under Me - hid m @ & Refresh
Level| Org Chart Level l \
3 373 [
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)

| @ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w W
Skyward School District Alan Smithscr  Account | Preferences | Exit | ?
SKYWARD

Employee | Time EIE FastTrack FastTrack Woark Account Budget

Inventory Expense Online

s |v| Information | Off | | Open Positions | Screener | Requests | Master | Management | Pusizely | Requisitions | Reimbursement | Open Enrall
“Hr Super\lisor Access ﬁ | @ 8 ) E ! - ﬁTﬁsk Manager "::’Favuritesv {ENew Windnwlﬁlh'ly Print QueueJ
Views: Supervisor Access - By Name ~ Filters: *Show 211 Employees Under Me - hid @ & Refresh

Last Name First Middle SSN | Status | Notes Level| Org Chart Level
1 b ALLENSWORTHSCR  LULA K . 0758 N | 3 373 -

2| v miLERSCR

a2 i Drintahla Nata

Carrent Stan Workweek Totals option
b Curren s allows supervisors to see their emplovees' workday entries.

== 1042012 - 1002002012 == Return to Current Week View Unapproved Time Sheet
Paid Unpaid
Start End Hours Hours Total Scheduled
Workday Time Off Off Hours Hours

10M4/2012 Sun
10152012 Mon T.00 AWM h 00m &h 00m
10M6/2012 Tue 700 AM 5h 15m &h 00m
10172012 Wed T.01 AN Bh 14m &h 00m
10M8/2012 Thu 702 AWM 5h 13m &h 00m
10M9/2012 Fri 705 AM &h 50m &h 00m
10202012 Sat

Total 45h 32m 40h 00m

m

» Previous Time Sheets Unzubmitted Time Sheets Time Sheet History

» Upcoming Scheduled Tracked Time

=
20 + 2 records displayed Last Name: [AEICLI
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' Supervisor

@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w

f Skyward <chool District Alan Smithscr  Account | Preferences | Exit | ?
SKYWARD
Home | | Employee | Time EIE FastTrack | FastTrack | Woark | Account | Budget | Purchasin | Inventory | Expense Online
¥ Information = OFf [9Mue | Open Positions = Screener = Requests = Master ~ Management 9 Requisitions = Reimbursement = Open Enroll
‘ H > Supenrisor A . . I - -2 v E = - @Tﬁsk Manager '{:’Favuritesv {E New Window lﬁl My Print Queue |I
The Previous Time Sheets option ’
Views: Superviser Acces  allows sLpervisors to see their employees'  byees Under ke - Y [ & g, Befresh
previous time sheets from different periods.
| | Last Name _e'.rel| Org Chart Level | | |
1 P ALLENSWORTHSCR | (el e Unsubmitted Time Sheets link |2 ¥/ - =
2|+ mnLLERSCR to see any time sheets this employee has :

Expand All Collapse that have not been submitted.

Click the Time Sheet History link
to see a browse of historical time sheets, I

| & Previous Time Sheets Unsubmitted Time Sheets Time Sheet History

Week Total Hours ||
» 10121112 - 1002712 9h 00m View/Submit Timeshest |

» 081912 -08/25M12 8h 00m view/Submit Timeshest
p 0412212 - 04/28M12 8h 00m view/Submit Timesheet t

p 0100112 - 0110712 7h 30m view/Submit Timesheet

p 10114112 -10/20112 45h 32m View Timesheet

b Upcoming Scheduled Tracked Time

b Exception Notes

b Workweek Schedule Edit Workweek Schedule

b Adjustments To Be Read Unread Adjustments =

=
20 + 2 records displayed Last Name: [aB@c]
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e )

| @ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w ’J.“
f Skyward <chool District Alan Smithscr  Account | Preferences | Exit | ?
SKYWARD

Home Employee | Time EIE FastTrack FastTrack Woark Account Budget Purchasin Inventory Expense Online
|v| Information = Off [ Mz | Open Positions =~ Screener | Reguests | Master | Management | 9 | Requisitions | Reimbursement | Open Enroll
‘ H | Supervisor Access ﬁ | e E B @ Z|Task Manager "::’Favuritesv {ENew Window lﬁlh‘ly Print Queue |.
Views: Superviscr Access - By Name » Filters: *Show 211 Employees Under Me - v @ & Refresh
Last Name First Middle SSN | Status | Notes Level| Org Chart Level
1 b ALLENSWORTHSCR  LULA K . 0758 N | 3 373 | -

2| v miLERSCR

Expand Al Collapse Al Modify Details (displaying 8 of 8) View Printable Details
m The Upcoming Scheduled Tracked Time option
m allows supervisors to see their employess' future entries,

> P such as appointments or days working out of the office,

w Upconiing Scheduled Tracked Time

Start End Lunch

Date Status Time Time Total Note End
10426/2012 Fri WOoOoF 7:00 AM 4:00PM Sh 00m Dentist appointment.

P Workweek Schedule Edit Workweek Schedule

b Adjustments To Be Read Unread Adjustments

» Adjustments History Adjustmentz

-

5
20 + 2 records displayed Last Name: [.AEICLI
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Fo

@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w

—

f Skyward School District
SKTWARD

FastTrack |
Open Positions

FastTrack
Screener

Account
Master

True
Time

Time
Off

Employee
nformation

Budget

Woark
| | Management

Flalis |v| | | Requests

Account | Preferences | Exit | ?

Alan Smithscr
. Inventory | Expense Online
| Fusiesly | Requisitions = Reimbursement = Open Enroll

<4l Supervisor Access W

| @ v E ! - @Tﬁsk Manager '{:’Favuritesv {E New Window lﬁl My Print Cueue |

Views: Supervisor Access - By HName + Filters: *Show 211 Employees Under Me

-

Refresh

LAY

| First | Middle |  son|status [ notes |

Level| Org Chart Level

| |Last Name a

1 b ALLENSWORTHSCR
2| v miLERSCR

Expand Al Collapse Al Modify Details (displaying 8 of 8) View Printable Details

|LULA K 0758 N

3373

The Exception Notes option
allows supervisors to see their employess' notes
from the emploves to the supervisor,

k.I’

Unread Exception Notes to ERIK MILLERSCR's Supervisor View/Mark Unread Notes
No Exceptions Posted To Supervisor

P Workweek Schedule Edit Workweek Schedule

» Adjustments To Be Read Unread Adjustments

» Adjustments History Adjustments

20+ 2 records displayed

-~

-

5
Last Name: [aB@c]
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=

@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w

f Skyward <chool District Alan Smithscr  Account | Preferences | Exit | ?
SKYWARD

Home | | Employee | Time B FastTrack FastTrack Woark | Account Budget | Purchasin | Inventory | Expense Online

¥ Information = OFf [9Mue | Open Positions = Screener = Requests = Master ~ Management 9 Requisitions = Reimbursement = Open Enroll

‘ H | Supervisor Access ﬁ | @ -] E ! - @Tﬁsk Manager "::’Favuritesv {E New Window lﬁl My Print Queue |I
Views: Superviscr Access - By Name » Filters: *Show 211 Employees Under Me - v @ & Refresh
| [Lastiame a | First | Middle |  son|status [Notes | Level|Org Chart Level | [ |

1 P ALLENSWORTHSCR .LULA K | U?SBI .N | 3.3'?'3 | -

E w MILLERSCR ' 9898 ! E | :
Expand Al Collapse Al Modify Details (displaying 8 of 8) View Printable Details

» Previous Time Sheets

The Workweek Schedule cption I
shows the supervisor their employees' schedule, |

Click the Edit Workweek Schedule lirk I
to make adjustments to the emplovees' schedule, |

i % Workweek Schedule Edit Workwesk Schedule |

Workday Start Time End Time Lunch Start Lunch End Break Length Hours
Monday 700 AM 4:00 PM 12:00 PM 1:00 PM 8h 00m
Tuesday 7:00 AM 4:00 PM 12:00 PM 1:00 PM 8h 00m
Wednesday T7.00 AM 4:00 PM 12:00 PM 1:00 PM 8h 00m
Thursday 700 AM 4:00 PM 12:00 PM 1:00 PM 8h 00m
Friday 700 AM £:00PM 12:00 PM 1:00 PM 8h 00m
Total 40h 00m

» Adjustments To Be Read Unread Adjustments

» Adjustments History Adjustments -

=
20 + 2 records displayed Last Name: [aB@c]
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=

@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w

f Skyward <chool District Alan Smithscr  Account | Preferences | Exit | ?
SKYWARD

Home | | Employee | Time B FastTrack FastTrack Woark | Account | Budget | Purchasin | Inventory | Expense Online

¥ Information = OFf [9Mue | Open Positions = Screener = Requests = Master ~ Management 9 Requisitions = Reimbursement = Open Enroll

‘ H | Supervisor Access ﬁ | @ -] E ! - @Tﬁsk Manager "::’Favuritesv {E New Window lﬁl My Print Queue |I
Views: Superviscr Access - By Name » Filters: *Show 211 Employees Under Me - v @ & Refresh
| [Lastiame a | First | Middle |  son|status [Notes | Level|Org Chart Level | [ |

1 P ALLENSWORTHSCR .LULA .K | U?SBI .N | 3.3'?'3 | -

Expand Al Collapse Al Modify Details (displaying 8 of 8) View Printable Details

The Adjustments to Be Read displavs a list of changes I
» Previous Time Sheet; the emploves made to their times in TrueTime
that have not been read. I

Scrolling to the right will allow the supervisor |
o mark the adjustments as read. |

L4
Adjustments To Be Read Unread Adjustments L

Adjusted Original Date Time
Workday Type Status %t;: Tfm“: 2:3‘"& Start Time  End Time 2‘:& Adjusted  Adjusted  Adjuste
10/22/2012  ADDED N TOOAM  400PM  PT403 10/25/2012  11:44AM  ERIKMIL
10/18/2012  ADDED N TOSAM  355PM  PT408 10/25/2012  1146AM  ERIKMIL
10/18/2012  ADDED N TOZAM  415PM  PT403 10252012 146AM  ERKML
10/17/2012  ADDED N TOUAM  415PM  PT408 10/25/2012  1145AM  ERIKML
10/16/2012  ADDED N TOOAM  415PM  PT408 10/252012  11:44AM  ERIKMIL
10/15/2012  ADDED N TO0AM  400PM  PT408 10/25/2012  11:44AM  ERIKMIL ~

1 [y 1 |

5
20 + 2 records displayed Last Name: [aB@c]
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=

@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/httspschd001.w

[ We value your feedback

f Skyward School District Alan Smithscr  Account | Prefersnces | Exit | [ 2
SKYWARD

Home | | Employee | Time B FastTrack FastTrack Woark | Account Budget | Purchasin | Inventory | Expense Online

¥ Information = OFf [9Mue | Open Positions = Screener = Requests = Master ~ Management 9 Requisitions = Reimbursement = Open Enroll

‘ H | Supervisor Access ﬁ | @ -] E ! - @Tﬁsk Manager "::’Favuritesv {E New Window lﬁl My Print Queue |I
Views: Superviscr Access - By Name » Filters: *Show 211 Employees Under Me - v @ & Refresh
| [Lastiame a | First | Middle |  son|status [Notes | Level|Org Chart Level | [ |

1 P ALLENSWORTHSCR .LULA .K | U?SBI .N | 3.3'?'3 -

Expand Al Collapse Al Modify Details (displaying 8 of 8) View Printable Details
I

The Adjustment History option |
allows supervisors to see a list of historical adjustments.,

» Previous Time Sheets Un|

» Upcoming Scheduled Tra
Click the Adjustments link |

to see the list of adjustments in a browse.
) Workweek Schedule Edt |

» Adjustments To Be Read This concludes the tutorial. f

' Adjustments History Adjustients

Adjusted Original Date Time
Start End Pay = 5 Pay - ) .

Workday Type Status Time Time Code Start Time End Time Code Adjusted Adjusted Adjusted

10/ 42011 ADDED IN 702 AM 3:55 PM PTO1 1042002011 4:50 PM ERIK MILLE

101372011 ADDED IN T7:00 AM 3:00 PM PTO1 1072002011 449 PM ERIK MILLE

10M 272011 ADDED IN T7:00 AM 3:49 PM PTO1 1042042011 445 PM ERIK MILLE
10M1/2011 ADDED IN T7:02 AM 449 PM PTO1 1042002011 449 PM ERIK MILLE il

P B———— e —— = — e | R PR .}_
20 + 2 records displayed Last Name: ] [aB@c]
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