TrueTime Training



The Chrome Box

The Chrome Box is attached to the back of a monitor and will have a
keyboard and mouse attached to use

The Chrome Box will run TrueTime only
Each location will have 2 except the District office which will have 1
You can use TrueTime on any computer within the District
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Log into Employee Access

* Enter your Login ID and Password
* Click on Sign In
* Keep the Login Area set to “All Areas”
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Windows 7 / Firefox 19

Click on the True Time tab at the top of the screen
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Click on Quick Entry
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Add the Quick Entry to your Favorites

* Adding the Quick Entry option to your favorites, will add this option
to your Home page on Employee Access.
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Employee Access Home Screen

* Now when you click on the Home button, top left, you will see the
Quick Entry option on your home screen, under your Favorites.
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Quick Entry

* Use the Quick Entry anytime you need to clock in/clock out for the
day.

* Click on Quick Entry
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N Start Time: 2:53 PM Scheduled Hours:
u Current Time: 2:53 PM Lunch Total:
Duration: Weekly Total:
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Note:
<Prev Day Current Day Next Day> View/Submit Time Sheets
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Status | Start Time | End Time | Duration | Pay Code * || Add a Missing
___ Record
| |
4 1 3
- I

TrueTime Entry

* To clock in for the day, Click the “In” Button
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Select

* If you have more then 1 option to clock into, you will be given this
screen

* Check the box of the job you are clocking into
* Click on Select
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<Prev Day E Monday Next Day= View/Submit Time Sheets
Transactions for Monday 06/01/2015 for | TRAINTRUODO | TRAINING, TRUETIME
Status Start Time End Time Duration Pay Code - Edit the
) ™ 10:35 AM EXTHR — EXTRA HOUR Existing
Times

Add a Missing
Record

Delete

Verify your Clock In

A line item will be added showing the time you clocked in

Once complete, click on the Exit, top right, before you leave the
computer.
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N Start Time: Scheduled Hours:
u Current Time: Lunch Total: 30m
Duration: Weekly Total: 4h 00m
Scheduled Return:
| Note: |
<Prev Day Current Day Next Day> View/Submit Time Sheets
Transactions for Monday 05/19/2014 for |TRAmTRUOUU TRAINING, TRUETIME
| status | Start Time | EndTime|  Duration | Pay Code “|  Editthe
IN 7:30 AM 11:30 AM 4h 00m HOURS - HOURLY PAY Existing
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Add a Missing
Record
Delete
| |
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Clock out for Lunch

* To clock out for Lunch, Click on the “Lunch” Button
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|
<Prev Day El Monday Next Day> View/Submit Time Sheets
! Transactions for Monday 06/01/2015 for | TRAINTRUODO | TRAINING, TRUETIME
| Status Start Time End Time Duration | Pay Code - Edit the
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! % LNCH 10 AM EXTHR - EXTRA HOU! =Ll
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Record
Delete
| S o
|
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Verify Lunch Time

* Verify your Lunch clock out entry.

* Once complete, Exit out of Employee Access
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u Current Time: 3:30 PM Lunch Total: 50m
Duration: 20m Weekly Total: 4h 00m
Scheduled Return: 4:10 PM
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<Prev Day Current Day Next Day> View/Submit Time Sheets

Transactions for Monday 05/19/2014 for | TRAINTRUO00 | TRAINING, TRUETIME

Status Start Time End Time Duration | Pay Code & Editthe
IN T:30 BM 11:30 AM 4h 00m HOURS - HOURLY PAY Existing
Times
LNCH 11:30 &M 12:00 BM 30m HOURS - HOURLY PAY |———
Add a Missing
12:00 BM 3:10 PM 3n 10m Add Record e
20m |HOURS - HOURLY ——————
Delete
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Click on “In” when returning from Lunch

* You may or may not need to check mark the job you are clocking into
* Verify your clock in

* Once complete, exit out of Employee Access

14



| - — - - — - — — L
@ True Time Quick Entry - 05.14.02.00.07-10.2 - Mozilla Firefor. 0 - ——— e=rey

.

| @ hitps/femployees.mononagrove.org:444/scripts/wsisa.dil/WService=wsFin/httemmain000.w

MONONA GRO\;E SCHOOL DISTRICT Truetime Training Account Preferences Exit ?

SKYWARD
Employee | Time SNl
Home | Information | Sl Time
4 H | True Time Quick Entry i,4 (0] @ Eo H Favorites * ‘:,__ Mew Window @My Print Queue
Enter Future
[Out of Office
Records
ul Current Status Totals _ Refresh
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Duration: m Weekly Total: 2m
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Record
Delete
| |
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Editing your Entries

* Highlight your clock in
* Click on Edit the Existing Times
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Records
Current Status Totals _ Refresh
Current Status: IN Mon 05/19/14 Tatal: 2m
Start Time: 2:59 PM Scheduled Hours:
Current Time: 3:01 PM Lunch Total:
Duration: m Weekly Total: 2m
Scheduled Return:
Note:
Transactions for Monday 05/19/2014 for | TRAINTRUO0O0 | TRAINING, TRUETIME
Status ‘ Start Time | EndTime|  Duration|Pay Code - Save
Zm" HOURS - HOURLY PAY Cancel
4 1 3
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e Enter the correct start time and/or
* Tab over and enter a reason for the
e C(Click on Save

end time
Edit
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Enter Future
- (Out of Office
unch Records
ul Current Status Totals _ Refresh
Current Status: IN Mon 05/19/14 Tatal: 7h 35m
N Start Time: 7:30 AM Scheduled Hours:
u Current Time: 3:05 PM Lunch Total:
Duration: 7h 35m Weekly Total: 7h 35m
Scheduled Return:
| NNote: Forgot To Clock in I
<Prev Day Current Day Next Day> View/Submit Time Sheets
Transactions for Monday 05/19/2014 for |TRAmTRUOUU TRAINING, TRUETIME
Status Start Time | End Time Duration | Pay Code - Edit the
Existing
Times
Add a Missing
Record
Delete
| |
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Add a Missing Record

* Click on “Add a Missing Record”
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Add True Time Entry

Add True Time Entry

Date: Monday 05/19/2014 Note:
Start Time:|11:30  [AM |
End Time:|12:00 [PM |
Status: LUNCH -
Select Job for Corrective Transaction ey
i Select & | Frimary I Pay Code Description | ! |
] No BDCHE BUILDING CHECK
] No STORE STOREROOM HOURS
4 »
3 records displayed Select:

View of Monday Workday Schedule for TRUETIME TRAINING

Workday Work Start Work End Lunch Start  Lunch End Detail Hours
N 12:00 AM 12:00 AM 12:00 AM 12:00 AM

- <
Save

Back

*  Enter the correct start and end times, including the correct AM or PM

* Enter areason in the notes section. Ex: Forgot to clock in

* In status, check the correct option

*  Check the box of the Job you are adding a missing record for
* Click on Save
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Information Off Time
<4 True Time Quick Entry W (oN=N" | 7 Favorites w0 New Window 55 Ly Print Queue
| -
Current Status Totals _ Refresh |
|
) Current Status: LNCH Mon 06/01/15 Total: 3h 25m !
I Start Time: 10:55 AM Scheduled Hours: 9h 00m
Current Time: 11:00 AM Lunch Total: 5m
|
Duration: 5m Weekly Total: 3h 25m
|
Scheduled Return: 10:55 AM
|
Note:
|
| =Prev Day |06/01/2015 \_,I Monday Next Day> View/Submit Time Sheets
! Transactions for Monday 06/01/2015 for iTRA]NTRUUUO | TRAINING, TRUETIME
| Status Start Time End Time Duration  Pay Code “||  Editthe |
) IN T:30 BM 10:35 AM 3h 05m HOURS - HOURLY PAY ‘ Existing
| IN 10:55 BM 20m EXTHR - EXTRA HOUR ﬂ
i LHCH 5m|EXTER - EXTRA HOURJN IKaielel
|  Record |
| .
Delete
|
|
|
|
| —
4 I r
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* \Verify the record you just added

* One complete, sign out of Employee Access

19



" 5 -—
@ True Time Quick Entry - 05.14.02.00.07-10.2 - Mozilla Firefox My . =200

| @ hitps/femployees.mononagrove.org:444/scripts/wsisa.dil/WService=wsFin/httemmain000.w

MONONA GRO\"’E SCHOOL DISTRICT Truetime Training Account Preferences Exit ?
SKTwaRD

Home | Employee | Time SIS
|\ntom1at|on il Time
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Records
i Current Status Totals __ Refresh
Current Status: LNCH Mon 05/19/14 Total: 4h 00m
N Start Time: 3:10 PM Scheduled Hours:
u Current Time: 3:30 PM Lunch Total: 50m
Duration: 20m Weekly Total: 4h 00m
Scheduled Return: 4:10 PM
Note:

<Prev Day Current Day Next Day> View/Submit Time Sheets

Transactions for Monday 05/19/2014 for |TRAmTRUOUU TRAINING, TRUETIME

Status Start Time End Time Duration | Pay Code & Editthe
IN T:30 BM 11:30 AM 4h 00m HOURS - HOURLY PAY Existing
Times
LNCH 11:30 &M 12:00 BM 30m HOURS - HOURLY PAY |———
Add a Missing
12:00 BM 3:10 PM 3n 10m Add Record e
HOURLY Pyl
Delete
14| I 2
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Clocking Out for the Day

* Click on “Gone for the Day”
* This enters an End Time to finish your day
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| Information Off Time
‘ H - True Time Quick Entry ;,4 (0] @ 7% H Favorites» ] New Window lﬁlluly Print Queue
Enter Future
[Out of Office
Records
ul ‘ Current Status || Totals i _ Refresh
Current Status: | Mon 05/19/14 Total: 4h 02m |
N Start Time: | Scheduled Hours: |
u Current Time: | Lunch Total: 51m
Duration: | Weekly Total: 4h 02m
Scheduled Return: |
Note: |
<Prev Day Current Day Next Day> View/Submit Time Sheets
Transactions for Monday 05/19/2014 for |TRAmTRUOUU TRAINING, TRUETIME
Status Start Time End Time Duration | Pay Code - Edit the
IN 7:30 AM 11:30 AM 4h 00m HOURS - HOURLY PAY Existing
Times
LNCH 11:30 AM 12:00 PM 30m HOURS - HOURLY PAY —
. . Add a Missing
12:00 PM 3:10 PM 3h 10m Add Record B ecord
LNCH 3:10 PM 3:31 FPM 21m HOURS - HOURLY PAY Delete
3:31 PM 3:32 PM im Zdd Record
4| I 2
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Verify “Clock Out” Time

* Once complete, Exit out of Employee Access
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Truetime Training  Account | Preferences | Exit ?

Home | Employee | Time SIS
|\ntom1at|on il Time

<l » True Time Quick Entry iy

" Current Status

Current Status:
Start Time:

Current Time:
Duration:
Scheduled Return:
Note:

Totals

(O] LF . ii- Favorites ¥ ] New Window lﬁlluly Print Queue

Mon 05/19/14 Total:

<Prev Day Current Day Next Day> View/Submit Time Sheets

Scheduled Hours:

Lunch Total:

Weekly Total:

Transactions for Monday 05/19/2014 for |TRAMRUOUU

TRAINING, TRUETIME

Status
IN

Start Time

7:30
11230
12:00
3:10
3i=31

pACH
M
BM
BM

End Time

a Bk
ale

[

30
00

$10
131
132

M
EM
EM
BEM
EM

Duration | Pay Code

4h 0Om HOURS - HOURLY

30m HOURS

3h 10m Rdd Record

21m HOURS

Enter Future
[Out of Office
Records
Refresh
4h 02m
51m
4h 02m
- Editthe
PAY Existing
Times
— HOURLY PAY —
Add a Missing
Record
— HOURLY PAY
Delete

im 2Add Record

HOURS

— HOURLY

the District

Work Out of Office

* Planned future absence for attending a conference or training out of

* Click on “Enter Future Out of Office Record”
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Out of Office Schedule [ Mo
* This employee has no future TrueTime 'Out of Office’ records setup. *
Out of Office Schedule - TRUETIME TRAINING =) & Filter
Options
I Add
There are no records fo display; check your filter settings. WOOF
Edit
Delete
Delete
_ Marked _
Close
« ¥
20 - 0 records displayed
“ i 3

Click on “Add Woof”
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Add WORK OUT OF OFFICE Entry s 2
Add WORK QUT OF OFFICE Entry N
Start Date: [05/26/2014  ||<) Monday start Time: [ 7:30_|[am | [l Auto-Create Lunch Record '%
End Date: [05/30/2014_||-5| Friday End Time: [4:30 |[PM_ | From[12:00 |[AM  |to[12:00 [aM | ==

* Note: | Skyward Convention

Views: General - Filters: *Skyward Default | =f (=o'}
Se_lect - Primary Pay Code Description
HOURS HOURLY PAY -
| No BDCHK BUILDING CHECK

[ No STORE STOREROOM HOURS -
4 »
20 -~ 4P W 3 records displayed

View of Workweek Schedule for TRUETIME TRAINING

Day Workday Work Start Work End Lunch Start  Lunch End Hours
Sunday

Monday u 7:30 AM 4:30 PM 12:00 AM 12:00 AM 9h 00m
Tuesday . 7:30 AM 4:30 FM 12:00 AM 12:00 AM oh 00m
Wednesday Y 7:30 AM 4:30 PM 12:00 AM 12:00 AM 9h 00m
Thursday ] 7:30 AM 4:30 FM 12:00 AM 12:00 AM oh 00m
Friday Y 7:30 AM 4:30 FM 12:00 AM 12:00 AM 9h 00m
Saturday

Asterisk (*) denotes a required field

Enter Out Of Office Record

*  Enter the start and end dates of your conference/out of District Training

*  Verify the start and end times of your absence

* Should TrueTime Auto-Create a Lunch Record for you?
*  Check the Job for which you are attending this for

* Click on Save
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-5 7
out of Office Schedule - TRUETIME TRAINING = e Filter
B - E Options
Start End| A Lunch | Lunch | Delete
, i Hiss Time Time | N0t L | Start| End Mark | Add
05/26/2014 Mon |WOOF ; \M|  4:30 PM| Skyward Convention ---_ ~ Ces
W | 05/27/2014 Tues |WOOF 7:30 AM 4:30 PM Skyward Convention O Edit
M = 05/28/2014 Wed WOOF = 7:30AM  4:30 PM Skyward Convention O —
M | 05/29/2014 Thu WOOF 7:30 AM  4:30 PM Skyward Convention O T
| :
05/30/2014 Fri WOOF | 7:30 AM  4:30 PM Skyward Convention ] Delete
N Marked
. Close

4 1 |

20 - M 4 » W 5 records displayed

Verify Information Entered

*  From here you can edit and or delete any record
* Orclose out to return to Quick Entry
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| @ https/femployees. mononagrove.org-44d/scripts/wsisa.dll/WService=wsFin/semhomDl w
=z DMONONA GROVE SCHOOL DISTRICT Totimeomng Sccount Ereforonces
SKYWARD
o Employee [ Time g
Information Time
- True Time - My Time Sheets
o T Unsubmitted T
My History b | History o |
Employee Locator s = i
My Setup T
Data Mining ]
Reports ]
- TP TO e T e I
Quick Entry <, | | No mevvs to display

001w, "0, My TrueTime’, " ):

javascriptappMav(’ httermmain

TrueTime, History

* Click on Expand All

Current Status for the week
Workweek Totals — what you have worked thus far this week

Previous Timesheets — View prior timesheets
. Unsubmitted and Timesheet History

Upcoming Scheduled Tracked Time- View any WOOF entries of Time Off

Exception Notes — Any notes you have entered for your Supervisor on
your Timesheet

Workweek Schedule — You can Edit this to follow your current schedule

Adjustments to be Read-This is a listing of edited, deleted and or added
entries

Adjustment History
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| @ hitps/femployees.mononagrove.org:444/scripts/wsisa.dil/WService=wsFin/hrprttree004.w

MONONA GRO\;E SCHOOL DISTRICT Truetime Training Account Preferences Exit ?
ARD
Employee | Time SanisE A
fome | Information | off R /
‘ ~ True Time ~ My Time §

El || Quick Entry w Unsubmitted L ;|
My History < History L |
Employee Locator B =

L My Setup L'
d Data Mining Lm
Reports L ||
i
| |
| |
Jjavascript:appMav(‘htttsmain000.w',",'0",'MyTimeSheetsHistory',"); 1

[« P

Timesheets

* Click on unsubmitted
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@ My Unsubmitted Time Sheets - 05.14.02.00.07-10.2 - Moazilla Firefox My

| & hitps/femployees.mononagrove.org:444/scripts/wsisa.dll/WService=wsFin/htttsmain005 w

MONONA GROVE SCHOOL DISTRICT Truetime Training  Account = Preferences | Exit
SKTwaRD
Employee | Time SRl
HOMe | | tormation | off
4 H » My Unsubmitted Time Sheets ')-f (o] @ £l ;,-.J'Favorites' I New Window lﬁlruly Print Queue
Time Sheet Information for TRUETIME TRAINING | @
Options

Week Start » Week End Total Hrs | Status View Ti
| | iew Time
C 05 2014 Time Sheet Not Submitted & Sheet

Submit Time
| Sheet

20 - 4P W 1 records displayed Week Start:
i3

[ = = ——

You have 2 Options — View and Submit

* Toview any timesheet, highlight the timesheet you want to view,
click on View Timesheet or expand the timesheet




@ View Time Sheet - 03.14.02,00.07-10.2 - Mozilla Firefox P - =
| @ https://employees.mononagrove.org:444/script isa.dll/Wservice=wsFin/htttssubt000 wiisPopup=true
View Time Sheet =
Time Sheet for TRUETIME TRAINING: 05/18/2014 - 05/24/2014
Period Summary Print
Type Pay Note Hours Back
WORK HOURS (HOURLY PAY) 4h 02Zm
Total Hours: 4h 02m
Hours Paid: 4h 00m
Daily Totals
Status Note Hours
Monday 05/19/14
7:30 AM - 11:30 AM IN FORGOT TO CLOCK IN 4h 00m
11:30 AM - 12:00 PM LNCH 0h 30m
3:10 PM - 3:31 PM LNCH Oh 21m
3:32PM- 3:34 PMIN 0h 02m

05/19/14 Total Hours: 4h 02m Hours Paid: 4h 00m

Adjustments
Adjusted Original
Workday Type Status Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By Note
05/19/14 Mod IN T:30 AM 11:30 AM HOURS 259 PM  2:59 PM HOURS TRUETIME TRAINING E%%Et‘lo
0519/14 Add LNCH  11:30 AM 12:00 PM HOURS TRUETIME TRAINING
05/19/14 Del IN 3:31PM HOURS TRUETIME TRAINING
05/19/14 Del LNCH 3:32PM HOURS TRUETIME TRAINING
05/19/14 Del WOOF  3:44PM HOURS TRUETIME TRAINING

m

e View the Timesheet
e Print The Timesheet
* Orclose out of this screen

29



r -
@ My Unsubmitted Time Sheets - 05.14.02.00.07-10.2 - Moazilla Firefox My

| & hitps/femployees.mononagrove.org:444/scripts/wsisa.dll/WService=wsFin/htttsmain005 w

,_ MONONA GROVE SCHOOL DISTRICT
SKYWARD

Truetime Training  Account | Preferences | Exit ?

Home | Employee | Time (I
| Information | Off Time
<4l » My Unsubmitted Time Sheets w

Time Sheet Information for TRUETIME TRAINING

Week Start » WeekEnd | Total Hrs | Status

20 - 4P W 1 records displayed

@ @ . i,-.,['Favorites' “,__ Mew Window ﬁlruIyF’rintQueue

View Time
Sheet

Submit Time
Sheet

Week Start:
=

Submit Timesheet

* Click on Submit Time Sheet

>
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(@ Submit Time Sheet - 05.14.02.00.07-10.2 - Mozilla Firefox S - = | =) i
| B https//employees. mononagrove.org:444/scrip sa.dll/W wsFin/htttssubt00 sPopup=true
Submit Time Sheet =
Time Sheet for TRUETIME TRAINING: 05/18/2014 - 05/24/2014
Period Summary Submit
Time Sheet
Type Pay Note Hours
Request
WORK HOURS (HOURLY PAY) 4h 02Zm Comp Time
Total Hours: 4h 02m
Print
Hours Paid: 4h 00m
Back
Daily Totals
Status Note Hours
Monday 05/19/14
7:30 AM - 11:30 AM IN FORGOT TO CLOCK IN 4h 00m
11:30 AM - 12:00 PM LNCH 0h 30m
3:10 PM - 3:31 PM LNCH Oh 21m
3:32PM- 3:34 PMIN 0h 02m

05/19/14 Total Hours: 4h 02m Hours Paid: 4h 00m

Adjustments
Adjusted Original
Workday Type Status Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By Note
05/19/14 Mod IN T:30 AM 11:30 AM HOURS 259 PM  2:59 PM HOURS TRUETIME TRAINING E%%Et‘lo
0519/14 Add LNCH  11:30 AM 12:00 PM HOURS TRUETIME TRAINING
05/19/14 Del IN 3:31PM HOURS TRUETIME TRAINING
05/19/14 Del LNCH 3:32PM HOURS TRUETIME TRAINING
05/19/14 Del WOOF  3:44PM HOURS TRUETIME TRAINING

m

* View Timesheet for accuracy

*  Must equal your total standard hours per week including Time Off
* Per the Support Handbook, you have Comp time available, click on

Request Comp Time
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| @ https://employees.mononagrove.org:444/scripts/w

sa.dll/WService=wsFin/htttscomp000.wlisPopup=true

Request Comp Time

Request Comp Time

Total Eligible Comp Time Hours E 4h 00m
Hours Eligible for Comp Time - 0h 00m
Clock Hours to be converted to Comp Time: 0 hl0 m

Days or Clock Hours Comp Time Time Off
Time Off Code Type Hours Requested Factor Allocated

The comp time Time Off codes are not set up for this employee

By rule, you are eligible to submit Comp Time for clock hours greater than 40h 00m.

By rule, clock hours over 40h 00m are always deducted first.

By rule, any Comp Time submitted for clock hours greater than 40h 00m will be allocated 1.5 times the hours submitted.

You are eligible for 0h 00m of clock hours based on this rule.
The maximum amount of Time Off you can accrue for Comp Time is 80h 00m.
Your current Time Off balance for Comp Time is 0h 00m.

* |If you have worked over 40 hours in any given week, it will show the hours

over 40 that are eligible for Comp Time

*  Enter these hours in the “Clock Hours to be converted to Comp Time” and

click on Save
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@ Submit Time Sheet - 05.14.02.00.07-10.2 - Mazilla Firefox & o -

| @ https://employees.mononagrove.org:444/script isa.dll/Wservice=wsFin/htttssubt000 wiisPopup=true
Submit Time Sheet @ 5
Time Sheet for TRUETIME TRAINING: 05/18/2014 - 05/24/2014
Period Summary Submit
Time Sheet
Type Pay Note Hours
Request
WORK HOURS (HOURLY PAY) 4h 02Zm Comp Time
Total Hours: 4h 02m
Print
Hours Paid: 4h 00m

Back

Daily Totals
Status Note Hours
Monday 05/19/14
7:30 AM - 11:30 AM IN FORGOT TO CLOCK IN 4h 00m
11:30 AM - 12:00 PM LNCH 0h 30m
3:10 PM - 3:31 PM LNCH 0h 21m
3:32PM- 3:34PMIN oh 02m

05/19/14 Total Hours: 4h 02m Hours Paid: 4h 00m

Adjustments
Adjusted Original
Workday Type Status Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By Note
05/19/14 Mod IN T:30 AM 11:30 AM HOURS 259 PM  2:59 PM HOURS TRUETIME TRAINING E%%Et‘lo
0519/14 Add LNCH  11:30 AM 12:00 PM HOURS TRUETIME TRAINING
05/19/14 Del IN 3:31PM HOURS TRUETIME TRAINING
05/19/14 Del LNCH 3:32PM HOURS TRUETIME TRAINING
05/19/14 Del WOOF  3:44PM HOURS TRUETIME TRAINING

m

* Timesheet is ready for Supervisor approval, click on Submit Time
Sheet
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= | B ] |

| @ https://employees.mononagrove.org:d4d/scripts/wsisa.dll/WService=wsFin/htttsalrtD00 w?isPopups= °

Time Sheet Submission Information

Time Sheet Submission Information

The Time Sheet for 05/18/14 - 05/24/14 has been successfully
|| | submitted by TRUETIME TRAINING on 05/19/2014 at 4:14 FM.

The Time Sheet is currently Waiting for the Approval of HEATHER L MEYER.

You can add any additional information about this time sheet in the Notes field
I | below. These notes will be tied to the time sheet and be viewable by Payroll.

Motes:

& [ ?

Save

*  You can add additional notes to your supervisor and then click on Save

* Once you click on Save, your supervisor will receive an email that you have

a timesheet waiting for approval
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| ] https:,’famplnyee;.mon;;we.urg:444;;mpts{w;nsa.u||fwSsmce:wsﬁnfsemhnmm.w
Z z ! MONONA GRO\;E SCHOOL DISTRICT Truetime Training Account Preferences Exit
SKTwaRD
o 0 B
< « True Time ~ My Time Sheets
Quick Entry w Unsubmi L ;|
My History < History L
Employee Locator ol =
L My Setup L'
d Data Mining ¢
I Reports ]
" %EIIIPIU)‘E‘C (e TTOTS |
History o No news to display
Unsubmitted T
Reports Ll
Data Mining €
My Setup L
My History LB
Quick Entry T

s an A S i e

JjavascriptappMav('htttsmain000.w',",'0",' My TimeSheetsHistory',"); m

[« P ———————— p— - — =

View Submitted Timesheets
* Click on My True Time, History
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@ My Time Sheet History - 05.14.02.00.07-10.2 - Mozilla Firefox

S

= eee e w eeeeees D DD B o

| @ hitps/femployees.mononagrove.org:444/scripts/wsisa.dll/WService=wsFin/htttsmain000 w

® h{ONONA GRO\IE SCHOOL DISTRICT TTUEUTTIE TTAITnTy AcLount Frelgrernces [=S118 [4
SKYWARD
Employee | Time I
Home| Information | Off
<4l » My Time Sheet History © [ @ iiravortesw TMewwindow E5 My Print Queue
Views: Time 5hE"EE Information » Fl\ters.: .j..S..lfyw.ar.d Default v . . Y W =) LF;-‘E V\eswm;l';Te
Week Start ¥ Week End Total Hrs SI‘L?ELT; Hrs Paid|  Overtime  Pd Hrs OF Unpd Hrs OF | Status N e
. . : : Waiting m‘appr‘m-'al from HEA N FE
| |
| |
< T | 3
20 ~ 1 records displayed Week Start :|
S PR —— — — - - = W
* Highlight Timesheet to View, Click on View Time Sheet and or
Resubmit Timesheet to your Supervisor
°

Once complete, Exit out of Employee Access
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