Individually Approving Unapproved Time Sheets Wednesday, November 21, 2012

Slide 1 - Slide 1

w My Employees Unapproved Timesheets -
@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/ htttssprv005.w Print this tutorial ] |
> — glﬂ(’\hﬂl’d SChOOl DiS‘tI’iCt Alan Smithscr Account Preferences Exit ?
SKYWARD
Home Employee | Time BRI FastTrack FastTrack Work Account Budget Purchasin Inventory Expense Online
Y| Information = Of UG Open Positions | Screener  Requests | Master = Management g Requisitions = Reimbursement = Open Enroll
4~ True Time ~ My Time Sheets ~ Superviser Access e
Quick Entry w Unsubmitted LE| My Employees True Time T
My History T History LE| My Employees Totals by Status Lh|
Employee Locator w My Employees Weekly Averages LE|
5| | My Setup T Schedule Tracker Ln|
3 Data Mining RB| + My Employees Time Sheets
Reports 2 Unsubmitted e
Unapproved LE|
- v kg L
Individually Approving Unapproved Time Sheets
lime sneet
A q Colors
Mavigate to Employee Access, TrueTime,
My Employees Time Sheets, Unapproved.
Who, What, When, Why?
Supervisors (as identified by the True Time Org Chart)
will have access to review and approve/deny
. their emplovees' UnapprovedTimesheets,
4 | [ 3
20 + 3 records displayed Last Mame: | ABc

Page 1 of 5



Individually Approving Unapproved Time Sheets

Wednesday, November 21, 2012

Slide 2 - Slide 2

w My Employees Unappra
| & localhost/scripts/cgiip.exe/W5ervice= wsFLORIDA/ htttsspro005.w . |
. i ; 2
SkYWBId School District Alan Smithscr  Account | Preferences | Exit 7
SKYWARD
Home Employee | Time SEEE FastTrack FastTrack Woark Account Budget Purchasin Inventory Expense Online
I ¥ Information = OFf [9Mue | Open Positions = Screener = Requests = Master ~ Management 9 Requisitions = Reimbursement = Open Enroll
< H My Employees Unapproved Timesheets 7 (S ) B @ JiTask Manager 1.7 Favoritesw ] New Window B My Print Queue
Views: Unapproved Time Sheets - By Name » Filters: *Status - All Unapproved - Y @ & Refresh
Last Name a First Middle S5N Week Start WeekEnd | Status Level| Org Chart Level "é_'e"” IF*;P_T; ""-‘l*’
Eny INGivigua
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@ My Employees Unapproved Timesheets - 05.12.10.00.07 - Mozilla o ==
@ View/Process Time Sheet - 05121000 The perigd Summary, Daily Totals, and Adjustments =8
localhost/scripts/cgiip.exe/WServices of the time sheet will display.
View/Process Time Sheet Click the Approve button to approve the time sheet. @ <

Time Sheet for LULA AL
Click the Print button to print a hard copy of the time sheet.

Period Summary L

Approve
Supervisor Type Pay Note Hours Deny
ALAN SMITHSCR Work PT408 (Bus Driver - Hourly) Approved by Supervisor 44h 00m Print

Total Hours:  44h 00m Back

Hours Paid:  44h 00m

Daily Totals

Status Note Hours

Monday 10/22/12
8:00 AM ( 8:00) - 5:00 PM { 5:00) N gh 00m
10/22/12 TotalHours: 9h 00m

Tuesday 10/23/12
7:30 AM ( 7:30) - 4:30 PM ( 4:30) IN gh 00m
10/23/12 TotalHours: 9h 00m

Wednesday 10/24/12
8:00 AM ( 8:00) - 5:00 PM ( 5:00) IN oh 00m
10/24/12 TotalHours: 9h 00m

Thursday 10/25/12

8:00 AM ( 8:00)-  12:00 PM (12:00) IN 4h 00m
12:00 PM (12:00) - 1:00 PM ({ 1:00) LNCH 1h 00m
1:00 PM { 1:00) - 5:00 PM ( 5:00) IN 4h 00m

10/25/12 TotalHours: 8h 00m

Friday 10/26/12
8:00 AM ( 8:00) - 5:00 PM ( 5:00) WOOF Working out of office Sh 00m
10/26/12 TotalHours: 9h 00Om

m
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@ My Employecs Unapproved Timesheets - 05.12.10.00.07 - Mozilla FeiomN ES=E
@ View/Process Time Shest - 05.12.10.00.07 - Mosilla Firefox =B8] X
__Iocalhost--:--:|'i|:t£--::_|ii|:.ExE- W5ervice=wsFLORIDA/ htttssubt000 wiisPopup=true
| View/Process Time Sheet . K A=

Time Sheet for LULA ALLENSWORTHSCR (3C0X(-XX-0758): 10/21/2012 - 10/27/2012

Period Sum
i@ Approveéinbsp;Timefinbsp;Sheet - 05.12.10.00.07 - Mozilla Firefox = |8 &
Supervisor - - - o
ALAMN SMITHY | localhost/scripts/cgiip.exe/W5ervice=wsFLORIDA/ htttsconfl00.wiisPopup=true
Approve Time Sheet O I o S
Period Summary Save
Supervisor Type Pay Code Summary Hours Back
Daily Totals

ALAN SMITHSCR Work PT408 44h 00m

[ Set the Approval Options to either Approve or Deny.

Monday 10/ Approval /Denial Notes can also be entered.

8:00 4|
Click Sawe when finished. )

Tuesday 10/ | Approve/Deny Time Sheet

7:30 4| Approval Options: @ Approve © Deny

Wednesday | |
ﬁ | Approval/Denial Motes:

Thursday 10
8:00

12:00 R

1:00

Friday 10/2¢d —
8:00 AM ( 8:00) - 5:00 PM ( 5:00) WOOF Working out of office Sh 00m
10/26/12 TotalHours: 9h 00Om
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w Time Sheet Detail

Day
10222012 Mon
10232012 Tue

Total Hours

&h 00m
Sh 00m

Bus Dr. 4 Hr
9h 00m
Sh 00m

Hours Paid

8h 00m
8h 00m

102412012 Wed
10252012 Thu
10282012 Fri
Total
Overtime

w Time Sheet History

The Time Sheet History area

will display the approval history of the time sheet.

This concludes the tutorial.

Status
Waiting for Approval
Submitted

Name

SMITHSCR, ALAN M

ALLENSWORTHSCR, LULA K

Date

10/26/2012

Note

Approved by Supervisor

Adinsted

LLLJ

~ 3 records displayed

Orininal

3
smvare| | aBC

-

Nate

Mass Print Time
Sheets

Time Sheet
Colors

Views: Time Sheet Informaticn - By Name « Filters: *Status - All Unapproved - Refresh
Last Name a First Middle SSN Week Start WeekEnd | Status TotalHrs|  HrsPaid| Overtime| p{ || View/ Approvel
Deny Individual
10/23/2012 Tue 7:30 AM 4:30 PM h 00m ShOOm * ||  Time Sheet
10/24/2012 Wed 5:00 AM 5:00 PM h 00m ohoom :
10/25/2012 Thu 2:00 AW 5:00 PM 1h 00m 8h 00m 8h 00 e ALTE
i Time Sheets
1002612012 Fri 5:00 AM 5:00 PM h 00m 9h 00T | yaiting For My
102712012 Sat Approval
Total 1h 00m 44h 00m 4hoom | :

Page 5 of 5




