Policies and Procedures Meeting

November 28, 2018, 9:15 am Ed House

Agenda

Topics of Discussion:

1. Purchasing: Toni Russo

¢ Requisitions: Emailing of vendor copy of purchase orders
¢ Webpage Additions: Buying from a NYS Preferred Source or MWBE
e Purchasing Calendar 2018-2019: Reminder

2. Timepiece: Rochelle Retleff

Timesheet Calendar

Translation Pay

Sick, Personal or Vacation Time
Approvals

3. Copyv Center Procedures Follow Up: Ilka Marino

4. Open Forum:

e Discuss issues, problems and topics for upcoming meetings
¢ Nextmeeting date: Thursday, December 20, 2018
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Introduction:

e Congratulations to Donna Rivera on her retirement and Deana Guarino on her new
position at Ridgeway.

TOPICS OF DISCUSSION:

Requisitions:

Emailing Vendor Copies of Purchase Orders:

Daily, vendors are being added to emailing of vendor purchase orders. You will get an
email once all vendors are added to the emailing process.

There are two things that you will need to do in order for the backup to be sent with the
vendor purchase order:

1. Attach the backup to the purchase order separately from all other attachments.
o We only want the backup attachment for the vendor to be emailed
o Please remember to save each quote or back up attachment by the individual

vendor name

2. Check the email attachment box next to the attachment you want to email with the

vendor purchase order.

o By checking the email attachment box, you are letting nVision know that is
the backup that will be emailed to the vendor with the vendor purchase order

o If the box is not checked, the backup will not accompany the emailed vendor

purchase order.
o If the box does not show when you are entering the requisition that means that

the vendor is not yet set up with emailing in nVision.

**#Please see the screen shot attached for an example.

New on Webpage:

Buying from a NYS Preferred Source:

School districts in NYS are required by law to purchase commodities and services from
Preferred Sources first if a preferred source offering meets our needs for form, function
and utility. The advantage to this type of purchasing is that you do not need to follow a
competitive bid process or our purchasing policy requirement for three (3) quotes if the
purchase is over $1,000.00. You can utilize the preferred source as if it was on contract.
Please get a quote and reference NYS preferred source on your requisition. The complete
OGS list of preferred source offerings is located on purchasing’s webpage.



The following links to NYS Preferred Sources are also on purchasing’s webpage:

e NYS Department of Correctional Services Division of Industries: Corcraft
e NYS Preferred Source Program for People Who are Blind: NYSPSP
o NYS Industries for the Disabled

NYS MWBE

The link to access New York State’s contract system directory of certified Minority and
Women Owned Business Enterprises is on purchasing’s webpage.

Purchasing Calendar 2018-2019 Reminder:

Please refer to our purchasing guidelines located on purchasing’s webpage.

Open Forum:

o Discuss issues, problems and any questions

Next MEETING DATE and TOPICS for upcoming meetings:

e Next meeting date: Thursday, December 20th
Who will be able to come, should we cancel?

e Suggestions on topics for next meeting
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'NYS OGS - List of Preferred Source Offerings Revised: OCTOBER 2018

LIST OF PREFERRED SOURCE OFFERINGS

NOTE:
The List contained herein Is a listing of commaodities and defined services offered by preferred sources through

their facilitating entities Corcraft, New York State Preferred Source Program for New Yorkers who are Blind
("NYSPSP") and New York State Industries for the Disabled, Inc.(“NYSID"). Please contact the appropriate
preferred source facilitator to obtain specifications and prices for commodities.

For services, agencies are required to provide notification describing their requirements (i.e. detailed
specifications) to preferred sources or their facilitating entities, which provide the required service as indicated

oit the List.

If, within ten days of the notification, one or more preferred sources submit a notice of intent to provide the service
in the form, function, and utility required, said service shall be purchased from the preferred source if the price
meets the requirements of State Finance Law § 162 (6) or (7). If more than one preferred source submits a
notification of intent and meets the requirements, costs shall be the determining factor for purchase among the

preferred sources.

The preferred source shall apply to the New York State Office of General Services (*OGS") for review and
approval of price reasonableness on List D service contracts having a value in excess of $50,000. Prices for
contracts valued at $50,000 or less shall be evaluated for price reasonableness by the requesting agency.

For additional information, see NYS Procurement Bulletin - Preferred Source Guidelines.

PLEASE NOTE: Not all items in the catalogs are approved Preferred Source commodities or services.
Purchasers should confirm with Corcraft, NYSPSP, or NYSID prior to purchase that the item has been
approved for sale as a preferred source comnmodity or service by the State Procurement Council.

CORCRAFT
New York State Department of Corrections and Community Supervision

Division of Industries

550 Broadway, Menands, NY 12204 Link to Catalog
Phone (518) 436-6321 (800) 436-6321

FAX (518) 436-6007 (800) 898-5895

Waeb Address: www.corcraft.org

Vendor ID#042000082

NYS PREFERRED SOURCE PROGRAM FOR NEW YORKERS WHO ARE BLIND

136 State Street 27 Floor
Albany, NY 12207 Y SIE
Phone (518) 456-8671 (00} 421-9010 Link'to Catalog
FAX (518) 456-3587 i L to Latalon T

Web Address: www.hyspsp.org
Vendor [D#1100070977

NEW YORK STATE INDUSTRIES FOR THE DISABLED, INC.

11 Columbia Circle Drive

Albany, NY 12203 e R
Phone (518) 463-9706 e

FAX (518) 463-9708 _Lin_k_"_c_c @__' talog.
Email: administrator@nysid.org S e e
Web Address: www.nysid.org '

Vendor ID#1000001252

Page 1



"NYS OGS - List of Preferred Source Offerings

ABOUT NEW YORK

Revised: OCTOBER 2018

Corceraft

Corcraft is the manufacturing program of the
New York State Department of Correctional
Services. Corcraft's mission is to support the
Department’s mission in four key areas:

1. Keeps inmates empioyed to help
prevent disruption
Helps oifset the cost of incarceration
Teaches work disciplines
Helps address taxpayer expeclations
that inmates do something productive
while incarcerated.

Sl S A

In addition, Corcraft provides training, work
experience and a work ethic to help inmates
return to their cammunities prepared for
employment.

Corcraft produces approximately 300 products
for office, institutional and educational markets
in the following categories:
e License plates
¢ Office, educational and
institutional furniture and
equipment
o Textile and apparel goods like bedding
and uniforms
¢ Printing and signage
o Soap and janitorial supplies
o [Eyeglasses

These products are produced in 30 shops in 15
correctional facilities. Corcraft is restricted to
selling its products {o its own Department, state
and local governments, public schools and
universities, and eleemosynary not for profits.

Corcraft must win customers through competitive

pricing, high quality and excellent service.

Page 2

New York State Preferred Source Program for hiew
Yorkers who are Blind {(NYSPSP)

The mission of NYSPSP is to create meaningiful
employment opportunities for New Yorkers who are
blind through the purchase of products and services
by New York State agencies, political subdivisions,
and public benefit corporations. Purchases from our
ten affiliated agencies across New York Sfate support
the employment of people who are blind, which have
traditionally been unemployed at a rate of almost 70%.
These jobs pay competitive wages and create
taxpayers while strengthening employees’ lives and
your communities.

We offer a wide range of quality products such as
office, cleaning, medical, safety, kitchen, bedding,
maintenance, and emergency supplies as well as
business services including call center, mailing,
document imaging, transcfiption, and warehousing.
Government entities can easily procure products and
services through us saving time and resources.

in addition to the products we manufacture from
scratch, like mops and brooms, we also utilize a
supplier network for unfinished goeds and materials
that includes New York State small businesses,
minority- and woman-owned businesses and service-
disabled veteran-owned businesses. Like New York
State government, our goals are to improve the lives
of New Yorkers, create new taxpayers, and help fuel
the economic engine of the Empire State.

Despite continued gains in employment, people who
are blind remain one of the State’s greatest untapped
labor resources. New York's Praferred Source
Program provides employment and upward mobility
for our workforce and is a model for the nation.
Thank you for making a difference in the lives of New
Yorkers.

NYSPSRF is a related NYS 601(c)(3) corporation to
National Industries for the Blind and is designated by
the NYS Office of Children of Family Services {(OCFS)
/ NYS8 Commission for the Blind (NYSCB) to manage
the program pursuant to State Finance Law § 162.

{Continued)



'NYS OGS - List of Preferred Source Offerings

Revised: OCTORER 2018

ABOUT NEW YORK'S PREFERRED SOURCES

New York State Industries for the Disabled

{NYSID}
MISSION; Advancing employment and other
opportunities for individuals with disabilities

New York State Industries for the Disabled, Inc.
{(NYSID) satisfies the purchasing needs of state
agencies, political subdivisions and public benefit
corporations while creating employment for New
Yorkers with disabilities.

Through New York State's longstanding Preferred
Source procurement initiative, NYSID's statewide
network of approximately 160 charitable
organizations for the disabled and private sector
corporate partners have provided quality goods and
services to fulfil individual government agency
needs since 19785.

Together, these charitable organizations for the
disabled and their private business partners are
committed to employing New Yorkers with diverse
abiliies on contracts for data imaging, janitorial
services, mailing services, temporary office and
warehouse personnel and industrial laundry, just to
name a few. Individuals with disabilities are also
afforded employment through a wide array of
contraclts and purchase orders for approved
products in categories such as custom apparel,
janitorial, office, personal care, and much more.

The individuals who perform on NYSID services
contracts and fulfil product orders acquire
marketable skills that promote self-esteem and
financlal independence. Nearly 7,000 individuals
annually realize more than $60 million in wages
working in their communities throughout New York

State.

Page 3
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STATE Services News Government Local Translate

Product Search
Search
advanced product search

PRODUCTS

Home AboutUs Ordering Info Vendor/Bidding Info Downloads ContactUs Login/Register

h
) There are no items in
your order.

Apparel & Textiles

.« Institutional Apparel

« Miscellaneous
Textile Products

« Special Application
Garments

+ Shower Curtains

Dormitory/institutional Emergency

« Lounge Furniture Supplies

. Apparel and Textiles « Furniture

» Bedding + Supplies

» Beds

« Industrial Shelving

« Lockers

« Mattresses

Forms Furniture

+ DOCCS Only + Storage Cabinets
Forms « Desks and

Credenzas

- File Cabinets

« Metal Bookcases
- Tables

» Classroom

+ Seating

Janitorial Supplies

« Dustpans

« Cleaners

« Accessories
(Cabinets, Pumps, .
Bottles)

« Floor Care

« Food Service
Chemicals

« Green Cleaning
= Laundry Products
+ Restroom Supplies

Miscellaneous Office & School



« Waste Receptacles
+ Dustpans

Ophthalmic Eyewear

Personal Care
Products

«  Sanitizer

« Liguid Soap
« Bar Soap
« Dispensers

~ Security Products
- Secure Therapy
Desks

Specialty Steel
« Crowd Control
Barriers

« Auto Equipment
Racks
» Plow Racks

Vehicle Maintenance Supplies
« Additives
« Cleaners

‘)

f,.r’ NEW | Corrections and

Accessories

+ Bulletin Boards
« Clothing Racks
» Sit/Stand

Qutdoor Products
« Steel Barbecue
Grills

« Qutdoor Waste
Receptacles

Seating
» Lounge Furniture

«  Arm Kits

« Classroom

« Conference
Seating

« Heavy Duty

+ Mesh Seating

« Facility Seating

. Stacking

« Office/Task

Shelving
« Industrial Shelving

Tables
« Adjustable Tables

- Cafeteria Tables
« Folding Tables

« General Purpose
Tables
+ Nesting Tables

— ATt | Community Supervision

All information and materials on this site pertain to the U.S. only, unless otherwise indicated.



: Home | Log In | Create An Account | Shopping Cart | 0 Item(s) | $0.00
¢ Search All Products v | |GC

NEW YORK STATE PREFERRED SOURCE PROGRAM FOR PEOPLE WHO ARE BLIND

Qur phone system is currently slow, Please contact our customer care team at customercare@nyspsp.org for assistance,

Cleaning Supplies
EO4

Flags

Food Service

Footwear

Gloves i sa!iew .
Medical Supplies su"nlies

Office Supplies
Safety Supplies
School Supplies

Toner Cartridges Medical

Click to enable Adobe Flash Player

When you purchase products and services through the New York State Preferred Source Program for people who are blind, you are helping
employ hundreds of New Yorkers who are blind or visually impaired. As you browse through our selection of quality, competitively priced
products and services, imagine the difference you can make by sourcing through the New York State Preferred Source Program for people who

are blind!
Should you be buying from preferred source?
Please see this link from NYSOGS for more details

https://govbuy.ogs.ny.govipreferred-sources-buying-strategies

NYSPSP Home Login About NYSPSP.org Order a Catalog

Shopping Cart Creale An Account FAQs Ordering Info

Check Out Forgot Your Password? Partners Track Shipping
Change Email Address NYSPSP Price List Accessibility

Change Password

Edit Contact Information
Shipping Addresses
Order History

@Copyright 2010-2013. National Industries for the Blind. All rights reserved.
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TIMEPIECE APPROVAL

Welcome

Logging In to Timepiece

Reviewing Employee Punches

Adding Events (Vacation, Sick, etc.)
Reporting Overtime

Submitting for Next Level Approval/Payroll
Adding or Changing a Schedule Shift
Payroll Calendar

Docking Form

Cheat Sheet

Page | 1



Timepie;

User name: same as for the computer network

Password: Whplainsl
(Default — you will be prompted to change)

Timepiece

Review Employee Punch

Click Review Employee Punch and select appropriate payroll period:

[¥) Timepiece - White Plains City §'7

Flie Eait View Havigaton fTools Window Heip
" - 4

L B B & i

i L i ; " ..P‘"‘“, x
|" Review Employee Punch

bk Greae | (A1) »| Exception |l »| Ston I

i yee Dashtofle Pay Cyste. [lotmal Bweekly
I

roval Status (ANl

Seatch

< Beview Employes Punss a3
e > Employeo Hame Empl

Vioik Sub Group CunentA Leve Stalus Schiad Hi Ackial His i Reundad His
ronvelez 1 Fendine Approva FERUY s
) o9

Fending Approva: 3200 &

| e ac— Fending Apprava -
! Fending Appioval
fonvel Pending Approval
| 1T Sub-TA ronvalez Pending Approval
| i Clerdt ronvelsz 1 Pending Approvai
! IT Sub T~ ronvel Fending Approva
i ITSub-TA elez 1 Pending Approval
| f IT Sub-Ta tonvelez 1 Fendng Approval
‘ IT Sub-TA onvelas Pending Approva

Fending Approval
Pending Apptoval
Pending Approval

Sum-IT-Clet ronvelez
IT Sub-TA fony
IT Sub-TA~ ronvel:
IT Sub-TA rony Pending Approval
1T Sub-TA roryelss Fending Aoproval
Sum-T-Cler ronvel 1 Fending Approval

Offiine Punch Processing

AAALL 0L OB e EEE R

- Cunent Approver  tonvelas = Approval Pain 14l
Agjusted. Evant He Total Hr. -

2800

IT Sub-T4 Fending Approval 3200 .00
IT Sub-TA 1 Pending Agorova
7642 T Sub-TA 1 FPending Approval
6188 ITSubTA tony 1 Fenaing Applova
5084 ITSub-TA ronvelez 1 Fending Approval
. 843 Sum-Tech-Cler tonvelsz 1 Pending Approval
sl 3 4350 34 000 348500~
- isslisdulinonnan " 53200 29728 14350 34850 000 34350
[ARePORDRSSSR | Csdectas  f Aoprove Selecton x Disaopicie Selecicn
inSp e I
. | . . inded Hres Guer | Aatusl Hre i
@ Rl |/ HoBxceptions /I Latein 1 Eary Ou e ey (asuadre Suer Unoer b Unscheduled Won

b it
i Organization: Ywhite Plains City SD User ID: ronvelez




Empleyee Dashboard

s |
Ky

| Review Employee Punch
| 258

¥} Punch Summany

I Pay Cycle. [[iarma Bonesily.___v] Poyiol: [(S127016-CEAS0TE =] Wk Grep (] =] Exceston. Al ] Shew. (AL _:|||
& 48 - work Sub Greup (A ~ | Approvai Statys  (All) ~ CumentAppraver  ronveler ~ | Approvai Path  (All) -

Namo - oo EMRL VothSubGroup . CuirentA. Levw Siatus o SENGHE Al His - ROUNGR0 His, - Aduated Evant He TotalHy <

8838 ClerT ronveles 1 Fenading Approval 28.00 3z 28.00 2500 268.00

o 5134 ITSubTA tonveis: 1 Pending Approval azondk 3107l 2700 2700 2700

[ B 5890 ClerIT ronvelez. 1. Pending Approval 2800 30419 2800 . 2800 . 20.00!

o T 2R ITSinTa movalas 1 Pendinn Annraval 3300 58 2456 &b 2195 %495 2128

2018 - 08/25/2018)

|Flle Edit View Help

|—B Save [i@ Saveand Close |Q 4 o4 M | & ' Scheduler = Search~

e

Payrall: 081272018 - 08252018

h.

Approval Status:  Pending Approval

ok S | Cpery £, Approve Employee Pay pprove Employee Pay Period
9 ¢ & Wl &) search- Exception: [<All> s
Rate oo e SHltNAME-— T e e« SCHOAUIA HIS .. - Adual His. ded His - Adjusted Hrs, - EvontHis, - Tolal Hrs
1y Mon 0B13/2018 30p 30 lun 7 hr day 700 5.96 550 550 5.50
LT /2018 B8:002.3:30p 30 lun 7 hr day 7,00, 9.66 7.00 .00 7.00
& ‘Wed 08/15/2018 800a-2.30p 30 lun 7 hr day 7.00 760 700 7.00 7.00
o Thu 0846/2018 8:00a-3:20p 30 lun 7 hr day 700 746 700 7.00 7.00
Totals: 2600 068 630 26530 D] 26 50
Punch Detail for Tue QRA420H—_Pay for 812/2018  Pay for 081272018 - DBZE2018  Approval History
W B w Search~ A - O View Punch Audit
Funch Type Pys — Rounded FPunch Time: Buiiding Code Location Coge Device Coge - Manual .- Overridde. Sys Gen,
Punchin ﬂ?:50:11 AM Y - 08:00:00 AM . 045 e _ DH-Kitchen OHKIUChO NomamsbanetC Lrssesbmae] “iomsesgmenel o
Funch Cot 30 00 Fi 03 3000 PM 145 DH- Kitchen DH Kitchen v

Click on the date(s)
with the exceptions.

The punches will
appear at the bottom
of screen for the date
chosen.

If a punch needs to be adjusted, click on Punch In, Punch Out, etc. and click
the Pencil to edit the punch or Blue Plus Sign to add a punch or the Red X to
delete a punch.

¥} Punch Edit

=

Employee

Purck Cale

Punch Ty

Punch T

Update Punch Detail
Edit the punch details below.

08122018
Punchin B
G5.00 A

ype

imé ot

Purch Titme
(Rounded):

Onigiral
Purch Ti

ime:

Comments.

T ernader Puncl

Verify the Punch Type
and adjust punch time
if necessary.

Ging Code:

Click OK when done.

Location Code:

Device Code




Adding Events
(Sick, Vacation, Personal, Etc.)

Example:

e 8/13/18; Employee punched out early at 2:00PM. Shift schedule is
for 3:30PM. (The employee left early due to illness.)

e 8/15/18; Employee had no punches. (Employee requested a

vacation day.)
Approver needs to determine what the time is to be filled in with: Sick,

Vacation, Personal, etc. (This is called an event).

If the event time is not completed — it will be considered a DOCK by

payroll.

(Example: the employee does not have any sick, vacation, personal, etc.
time remainingor an employee is late and supervisor does not approve the

use of event time to cover the lateness).

To enter the Event, click Scheduler.

(¥} Punch Summary - BI[S 5 71272018 - 08/25/2018)
|File Edit \ew Help

Search~ v

Payroll: 08122018 - 02252018 Approval Stetus:  Pending Spproval

1 Approve Employee Pay Period /% Disapprove Employee Pay Period
u’ x

‘work Sub

Group: Cler-IT
K < = Bl | searcn- @3 4%~ Exception: I‘A'_b . - B _ ? - ”"VI
. ShiftName Scheduled Hrs. ..Actual Hrs Rounded Hrs -Adjusted Hrs.. - EventHrs - . Tolal Hrs
B:00a-3:30p 30 lun 7 hr day .00 596 @ 5.50 5.50 5.50
31 Mon 0841372018 Sick { 2:00PM - 2:20PM) 0.00 1.50 1.50
2142018 8:00a-2:30p 30 lun 7 hrday + 7.00Q 8.646 7.00 7.00 700
8:00a-3:30p 30 lun 7 hr day 7.00 0.00
of g 8:00a-3:30p 30 lun 7 hr day 7.00 7.46 7.00 7.00 7.00
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Schedule Screen

Click the date and click Assign Event
(FYI: You can select multiple dates — hold down CTRL

'3 Schedule for —

| Schedule shifts and events using the options below

Calendar View:

2 Vieek View v

Assign Reset To Work poancel ot (TR Sapa sl o
'snm?ﬁi:‘ c-aaﬁoﬂm‘.. "@'cﬁil-iaﬁ"-’ '%%a’i‘ngzs \

5 w )
293031 1 2 3 4
5 6 7 8 8101
12[EE] 44 15 16 17 18
1920 21 22 23 24 25

s

2345678
9101112 13 14 15
16 17 18 19 20 21 22

4 5 8
7 B 810111213
14 15 18 17 18 19 20
2122 2324 25 26 27

12 3
4 56 7 8 910
1112 13 14 15 16 17
18 1920 21 22 23 24

3 i
SMT WT F.S

4
23456678
9 10 11 12 13 114 15
16 17 18 19 20 21 22

rrs frenrm
S M. T W, T..F. 8

SM-T.WT.F. S

123 485
6 7 8 8101112
12 14 15 16 17 18 19
20 21 22 23 24 25 26

26 27 2B 29 30 31 23 24 25 26 27 26 28 28 29 30 A 25 26 27 28 28 30 23 24 25 26 27 28 29 2728283031 1 2
30 30 Hn 145878 9
Monday Tuesday Wednesday. Thursday Friday Sat/Sun V-
; ug 4 Aug 14 Aug 15 (TS Aug 17 Aug 18
€008-3:30p 30lun7hrd  8008-3:30p30lun7hrd 8008-330p30lun7hrd 800a-3:30p30lun7hrd 8:008-3:30p 30Iun 7 hrd
o Aug 19
Aug 20 Aug 29 Aug 22 Aug 23 Aug 24 Aug 25
7. Ausign Events for B 7 X

Select the event type from the list

Verify/edit the date range.

St - Even! Gioup

Event Grovp

Select Partial or Full Day

g {only select Full Day if the person will be

Recess Unpag
Schpal Business

Allendance Go

Schaol Business

Sich
=TS « Jne onky Sk
Snow Uay FAID SHOW DAY
& Cury Custzda e

a Qay Unpaig

EvestType Partal Day  [v]

Doscrption, MAETE
S Sproued

Sobtitae

7 Schedule for BE

U] Thursas

1 Monday [J Foday
Tuesday ] Serarday
[ wednasday

3 Schedule for BE .
LA Schedue thits and eventz womg the option: beiow Click Save Changes
. o P D when done.
2 i . % Reaet To W Cancel ¢ 4
B st [ SRt b @( -
E——ry Stptenbas 3018 Cua e i D Click X to close the
5 M.IWT F.S S MIWTIFS$ S MT. WT.F.8 5 MT WT FS EMIWTFS S MT WT F.8
MW 1234 i L3 - i ] 112 1 T2 )48 screen.
E6 T 8 24011 131486780 78 #1011 121) + 5 €T H BN Ty s T £ T E RN
[P 3R TRTRTR BT LR 14 15 18 17 8 1R 20 133 1) 14 351517 LALLM KL H 3 16

out the entire day under that reason)

For Partial Day — enter in the Start Time
and End Time

Click Add

Asnign Events for BE

One or mese punches enst dunng thi: pertial event ime pencd dre
I ousure vou et e continue:

13 2215 16 37

18 1%
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Overtime

Example:

On 8/14/18 - the Actual Hrs column is 9.50 hours, which is over the approved shift
time. Employee worked until 5:30pm (shift was only approved until 3:30PM).

7. Punch Sumemary - BE 08/25/201€)

File Ect View Help

3 save B3 saveandCiose | @ [ <o o B | & M Scheduler | Search+
Employee B Payol: 08122018 - 0213573018 Boproval Stetus Fercing
’ ek Sib Gy F Asprove Employes Pay Pariod
KM & s W | seaent & B Edception > T =
Bl reracesmmmen . BUGNIPY s oy orre e anse - Scheculed His - Adual His - Rounded His.. Adjm
1. Mon 081132018 B'00a-3:30D 30 1un 7 r cay 700 596
5T Mon 08r13/2018 Sick ( 2:00PM - 130FHK) aoo
. Tue 081142018 B:00a-3:30p 30 luin 7 I day T7.00 9.
F\\'e:‘h'imuw wacalion 0.00

700 7

J " Thu 081620138 800a-330p 30 lun 7 hr day

Tolals 2292

Punch Defail for Tue ORT401E  Pay for §1472018 2201808257016 Aooroval Hstery
B4 W H| @ 2 X seachr
‘ PUnchTYp § ks Punich Tl

g Code - Locabon Code - Device Coge

X Disspprove Emgioyee

150 150 ‘
7.00 7.00

700 7.00
700 700
19.50 450 2300

&N I.}.- ! View Punch Audil
Manual . Ovemdds Sys Gen- ‘

Punch n 08:00:00 AM 100 AM 045 DH- Ktchen

Punch Cut 05:30 00 PK " 03:30:00 PM 045 DH- Kitchan

Double click the date to review

(¥, Overide Hours Worked 7 X

|~ Override Hours Worked
S % Ouverride the rounded hours worked for this employee by entering en adjusted number of
hours worked

Employee: BEL Y

tlork Sub Group: ClerIT

Date: Tue 081472018

e : 700 - Overrige Piease leave 8 comment here on the

Scheduled Hairs f Commert: reason for the overtime approval,
TP Actual Hours: 850 Exiple; Work o Trispiecs inditiors

Rourced Hours. 700 2 Overridcen By

Adjustes Hours; Owerngaer On

Click OK when done

REQUIRED (if approving overtime):

Leave a note as to the reason for the overtime.

If you are approving the overtime, then
increase the Adjusted hours to match the
Actual hours.

If you are NOT approving the overtime, then
leave alone and click OK.

NOTE: Please check your overtime
budget by running the appropriations
report in nVision before approving
overtime.




Click Save

You will see the overtime updates made under the Total Hrs
column.

“) Punch Summary - BELDC 18/25/2018)
~ Miew Help
= (@) saveanacCiose | & | [[d <= o K| | ¢¢ M@ scheduier | Search- -
Employee: _ Payroll: | DEA72018 - DEE2016 Approval Staws:  Pending Approvel “
< . : 7 . ) |
ok S Clert7 fir Aoprove Employes Pay Period | |3 Disapprove Employee Pay Period
K 4 s M | searcn- Y BB - Excoption [l oo o e ] 1‘
Rl SIMUNAM oo Scheduled Hes. - Adual Hrs. Rounded Hre, Adjusled Hrs. . EventHrs. .. Tolal Hrs
| /L MOn 0BM3/2018  BI0UA-Z30p 30 lun 7 hr gay 700 596 ) 5.50 5.50 5.50
7 Mon 08132018 Sick ( 2:00PM - 3.30P} 0,00 1.50 1.50
[T Tue 08/14/2018  8:00a-3:30p 30 Jun 7 hr day i 7.00 L 050 7.00 ¥ 9.50 9,50
T wed 0B15/2018 Vacaton 0.00 7.00 7.00
| + Thu 08/16/2018 8:00a-3.30p 30 lun 7 hr cay .00 746 7.00 1.00 7.00
| Totals: 21.00 2292 19.50 22.00 8.50 30.50
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Submitting Employees for Next Level Approval

NOTE: PLEASE PAY CLOSE ATTENTION TO THE PAYROLL CALENDAR

Once you have reviewed all of the employee punches, you must approve everyone so the next level of
approvals can take place and/or move on to payroll.

You can click one, multiple (hold CTLR key and click) or click Select All.

Names will highlight a darker green.

¥ Timepiece - White Plains City SO

| Ele Eml View Navigation

3 8| e |

Employee Dashboarg
=3

Review Employee Punch
e
7

In1e Pay Penod

]
e

Offiine Punch Processing

m Eﬂwm-v--mw "#

' Organization White Plains City SO

Tools Ygndow Help

AL XAl R LA

v| workcGrowp [ -

———

e [ ) o, R B — L —
|
Search+ M A4 -] Work Sub Group (Al ~  Appraval Status (Al ~ | Current Approver  ronvelez ~ | Approval Palh  (All) ||
» Ha o g e 07 %WMQ‘!EFQ—L-:; n%ﬂh“!!m'tmrmm mtﬁrwm el
8839 Cler- : ronyelez Pending Amm'l]- A 12600 2234 2800 2800 2800 |
5134 ITSUbTA ranyalez 1 ova 32000 3 2700 |
8890 Clet-IT d ronvelez 1 2800 13 2200 |
2284 T Sub-TAL ronvelez 1 132.00 0 2125 ||
250 ITSub-TA ronvelez 1 320000 2100
8B60 [T SUb-TA ronvelez 1 32,00 () 2100
5742 1T Sub-TA tonvelez 1 3200 40 2100
TAQE  ClorIT ronvelez 1 Pending Anml 28,00 2100
7387 T Sub-TA ronvelez 1 Pending Apbmvll 3200 1 2100
BEEQ T Sub-TA fonvelez 1 Pending Approval 3200 U 2100
BB62  IT Sub-TA ronvelez 1 Pending Approval 32.00 i 2100
5705 (T Sub-TA ronvelez 1 Pending Approval 32,00 40 2100
2249 Sum-IT:Cler ronvelez 1 Fending Appraval 32.00 4 2100
7309 ronvelez 1 Pending Approval 32,00 & 2025
| ronvelez 1~ Pending Approval 32004 2100
ronvelez "'1 ~ Pending Approval 3200 1400,
] 'Femmc -«pungf
88 i E
TooIT Sub-T~ roncelez 1 Fending kp;ronl 3200 ot
o El 5077 1T Sub-TA onveles 1 Pending Approval
v Off 7643 1T Sub-TA anvelez 1 Pending Approval
4 6188 IT Sub-TA ronvelez 1 Fending Approval
¥ 0 5064 T Sub-T4 rorvele: 1 Fending Approval
o HY BB Sum-Tech-Cler ronvelez 1 Pending Approval
Totals. 53200 9001 34000 342350 000 34750 =
of Mo Exceptions by Latein 7ERny Ot E:‘;’.“’f“:&‘; o« B ;i‘:‘:‘,’:?ﬁ“ o g Au,;n,;”; e aunmcm;uac;;n ¢ Om M ssing Punch

User1D ronvelaz 32 Rows Loaded

4

Click Approve Selection for the employees you want to submit to the next approver level and/or

payroll.

**|f the above is not done per the payroll schedule, employees in your school or

department will not be paid. **
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(Generally for Level 1 Approvers)

Notes:

e This must be done annually in June for the following school year for each employee that
uses the Timepiece clock (each school or department is responsible for this).

e This must be done for every new employee that uses the Timepiece clock (each school or
department is responsible for this).

Click on an employee’s name

¥} Timepiece - White Plains City 5D
Eile Edil Yiew Havigation Tools Window Help

M‘.ﬂiﬂlﬂmﬁm‘ =" i i L e T ST |

Employee Dashboa Pay Cycle: @Miw.;ﬁ, - x| m: s ;| Exceplion: laj" g2 '!5""' "_‘a”- ier '.J

- Em‘l e & db -| work Sub Group: (A} ~ | Approval Status  (All) ¥ | Currenl Approver. fonvelez = | Approval Path (Al - ‘
eview p loyee Puncl
i EMPANONE SUb GIDU 4 - GUIBOLA, LoV SIahL S SENU HE Actual His s Rounded His . AGHd ExeaLH Tolal b
o \; 8839 ClerT ronvelez 1 Pending Approval 28.00 3234 28.00 2800 2800
5134 T Sub-TA g ronvelez 1 Pending Approval .ol 308 27.00 27 .00 27.00

8890 Cler-IT ronvelez 1 Pending Approval 28,00 3049 2800 2000 28.00]
2984 1T Snb-TA rnvalar 1 Pending Annrval won @l varndl 215K 2108 2128

Click Scheduler

¥} Punch Summary - 28/12/2x:2 - 08/25/2018)

File Edit View Help
save [ saveandciose | @ | K ¢ = W & [@ Scheduler” Search~ &~
sehedulerl
| Employee: e ok Payroll: 08/12/2018 - 08/Z5 20 Approval Status:  Pending Approval
| gg:ﬁw Cler-IT |‘Ef Approve Employee Pay Period | (5 Disapprove Employee Pay Pericd
& B & Search- &Y @B Exception [cAII) 7 . vl
Date : Shift Name ---Scheduled Hrs— -Actyal Hrs- Rounded Hrs- Adjusted Hrs: - Event His - Total Hrs
1 Mon 08/13/2018 8:00a-3:30p 30 lun 7 hr day 7.00 5.96 & 5.50 5.50 5.50
& Tue 08/14/2018 8:00a-3:30p 30 lun 7 hr day 700 ©Q 250 7008 950 9.50
@ Wed 08/15/201%  8:00a-3:30p 30 lun 7 hr day 7.00 0.00
& Thu 0816/2018 B:00a-3:30p 30 lun 7 hr day 7.00 746 7.00 7.00 7.00
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Click Assign Shifts:

Select the correct shift from the list

FCOa3WpXWnThra

2
¥
1%
23

»

Schedule for BE[I

SM.T-W.T.F.S
1
3e5 678
10 41 2 13 14 15
w2 n RN
242626 27 26 29

Tuesday:

Aug 14

|
} e Schedule shifts end events uzing the opticns belew

123 & F 1
T & 81011213 45678
1415 1B 17 15 19 20 M2 DM E
A 232425282 181220202220
28 79 30 2t 2526 37 28 29 30

Aug s Avg

800s-3p WtunThro

50003300 Nien Thrd

W
2R Remn
e i
WL e
PRI
R
PN
B D=
2R
o

Friday

Aug 17

ko]

&008-3:30p 30 lun 7ne g

B008-33p W lunThro

{if you are not sure which one to select, please contact Human Resources).

| Select Sheh b Aagagn
G W W | semane & 48| somoouw e
SILNAMG. oo SDEALGIOUD. -~ - SanTime - EAGTime . Latw Min - Earty Leave Min . -
BOda-215p 30 Iy Th Graup 000 AN LY 7 El
B003-330p 30 . TAGroup 03 AM FIOPM 7
8:002-3:30p 340 .., ClriSecureNurse... 8:00 AM 2.0 PM 7
8002-330p 40 W TA Group 800 AN I30PM 7
8 002-%50e 30 v ClerSecureturze 800 AN QR H
8 00a-4 00p 30 lu ClovSeciief lurse 000 AN 400 PM 1
B00a-4 00¢ 60 I CleSecuteMuwrse 5 00 4l {00 FIL
8092 30N 000 AN 0P 7

$30¢ y
0 003-500p 60 1y
0 00a-% 30200 iy
Dias 2o fanpn Seh
Statt Date

Besonpcn

Cusl Growp
Cust Geows

Cusl Group

5 Groue

Assign Shifts for BE[IIIT

Select a shft for each diy specfied

00 AN

LR
L 00PN
9 10 &M

O (andg

{ ] Mordey

\ B Tuees

3
3
3

Click ADD when done,

Select the dates that the
shift will apply to and
verify the days of the
week the shift applies to.

[ Thusdey
A

)

] #ndey

v [ Seesesy

s

\

\

Click Save Changes when done,
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Reports

 Tenepsece - Whie Floms Cty 0

e Bt Yaw Nawgalon Tt diode
b F N
(A Ry

Report Screens generally all function similar to
this screen. Enter the dates you want to review
the reports for and click Run.

Click Reporting on the left
menu

7 Emplayee Late Time In/Early Time Out

Employee Late Time In/Early Time Out Report

Select the work group, employess within the work groups. date range and exception type to view a list |
of employees with exceplions

‘=] Report Criteria
Pl Work Graup: {411 Selected) v
¥ Work Sub Group: (Al Selected) v
Ot Faech Pracessng v, vty
R i Employees (4l Selected) v
ec Start Date: oen20ie v] |
vE
| vE Enc Date: odn V01 4 v
A . . . . Exceplion Type. A v
o
| Sh
s Cancel
| v
| Vs
| DA
|l¢n # [ Employee Lists
1 & [* Setup Reports
| =i [, Supervisory Repors ‘-l
L‘.“%J::wrlmm-;':-"mnn e E %) Payroll Reports i
| 1. Reporting | o | Employee Timeshest
1 2 B e S T I " Employee Timesheet with Pay Distribution ]
1 Uses Adinisintion - y ' Employee Pay Distribution
| " Employee Time Summary By Pay Code I | P
" Employss Time Summary By WeeHy Mo ¥, Recommended reports to review:
Altendance Reports k.
Emplovee Altendance Balance \ e Employee Timesheet with Pay
Emplovee Altendance Datail : x 4
Schaduling Feports DIStrI bUtlon
Employee Schedile e Employee Time Summary by Pay
Exceptions Report C d
B Employee | ate InfEarly Cut odge
) . /
Employee Exceptions E
) e  Empl Late In/Earl t
! Employee Adjusted Hrs/Scheduled Hrs Excep RIBYES e / Ay Ou

" Funch Reporls
[ Employee Punch Audit

e Employee Exceptions (Sick,
Vacation, etc.)

¢ Employee Adjusted Hrs/Schedule
Hrs Exceptions (overtime)

Employee Punch Detail By Device
= = Stalus Reporis
' Employee Cn Premise

~

I Employee Approval
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Payroll Calendar

WHITE PLAINS OTY SCHOOL DISTRICT-PAYROLL SCHEDULE
2018-2019 ASCALYEAR
CONTRACTUAL PAYROLL CALENDAR

# of Pay Periods

PAYDATE
THURSDAYS, EXCEPTWHERE
INDCATED

Hotes

~7/12/18 1
7/26/18 3
8/9/18 3
8/23/18 4 2 n/a
9/20/18 6 4 2
10/4/18 7 5 3
10,18/18 ] 6 4 |Fall Sports 1st Stipend
11/15/18 0 8 [ Fall Sports 2nd Stipend
11/29/18 1 9 7 1st half of Insurance buyout
12/13/18 12 10 8 Winter Sports 1st Stipend; Clubs 1st Stipend
12/27/18 T S S——
1710419 14 12 10
Laads 1S 18 1l
‘Winter Sports 2nd Stipend
[ e e e S e X LTSRS LTTYRT
WPTA - Lo orts 1st Stipend
4/18/19 21 19 17
5/2/19 22 20 13
5/16/19 25 21 19
5/30/19 24 22 20 |2nd half of Insurance buyout
6/13/19 25 23 21
1/2 bi-weekly payroll check for 10 month employees
6/25/19 n/a nfa 215 |longevity for CSEA; TA Stipend; Spring Sports 2nd
Stipend; Clubs 2nd Stipend
6/26/19 n/a 26 255 |MULTI-PAY OPTION FOR 10 (25.5) & 11 months (26)
6/27/19 26 24 n/a |Regular bi-weekly

** Please note there will be adjustments made to the frequency of pay for the 2019-2020.
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Docking Form

iWHITE PLAINS CITY SCHOOL DISTRICT

SALARY DOCKING FORM

This form & to be used by the buflding attendance secretary o report au employee’s (all iypes
of employees) absence ofter au employee has exhousied ofl of hisher paid sick, personal
and/or vacafion #me. Fach time on employee is absent, this form must be email to

payrotioffice@wpesd. s and cc: humanresonrces@wpesd.us, immediately on

the day of eack absence.

TO: PAYROLL OFFICE

FROM: (School, Bldg., Dept.)

ﬁﬁTE: | 7 -

RE: (Employee Name; Position)

The above etnployee is absent on (date), This employee
has exhausted all ofhisfher  (sick, personal, vacation), as of

(date).

!
Frincipal/Building Supervisor Date

FOR PAYROLL PURPOSES ONLY:

Payroll Date: Houdw/Daily rate of Pay:

Total # of HoursDays Docked: _ Total Amount Docked this P/R$
Attachovents/ Sa kry kifonmation - PR

Calculated by: Approved by

Cc; Human Resources
Emplovee
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TIMEPIECE “CHEAT” SHEET

Review Employee Punches (Generally for Level 1)
Details on page 2-3

o Green check box = no exceptions or punch issues and usually does not need
to be reviewed further.

o Any other symbols displaying next to a person’s name is some sort of exception
and/or punch issue that needs to be reviewed. The legend is at the bottom of the
screen.

o Toreview an employee’s punch — double click the employee name in the list
Adding Event to an Employee’s Schedule (Sick, Vacation, Personal, etc.) - ifnecessary
Details on pages 4-5

o Approver needs to determine what the time is to be filled in with: Sick,

Vacation, Personal, etc. (this is called an Event)

o If the event time is not completed - it will be considered a dock
by payroll. - : . .

o To enter the Event, click Scheduler.
Overtime - if necessary
Details on pages 6-7
o Double click the date to review
o If you are approving the overtime, then increase the Adjusted hours to match the
Actual hours.
o If you NOT approving the overtime, then leave alone and click OK.
o REQUIRED (if approving overtime): Leave a note as to the reason for the overtime.
o NOTE: Please check your overtime budget by running the appropriations report
in nVision before approving overtime.
Submitting Employees to the next approver level and/or to

payroll
Details on page 8

NOTE: PLEASE PAY CLOSE ATTENTION TO THE PAYROLL CALENDAR

Once you have reviewed all of the employee punches, you must approve
everyoneso the next level of approvals can take place and/or move on to payroll.
You can click one, multiple (hold CTLR key and click) or click Select All.

Names will highlight a darker green.

Click Approve Selection for the employees you want to submit to the next
approver level and/or to payroll.

Page | 14



No SICK time in Timepiece:

does not have enough S time remaining.
I . The current available units for 5 time is 0.000.

Would you like to continue?

No PERSONAL time in Timepiece:

Scheduling

does not have enough P time remaining,
The current available units for P time is 0,000,

Would you like to continue?

No VACATION time in Timepiece:

Scheduling
does not have enough V time remaining,
/ I The current available units for V time is 0.000.

Would you like to continue?

Yes FiiNe e |




No SICK time in nVision:

Aoendorce Code: | Sick 12

Attendance Type: | Unt Taken v/
Donation Bank: | »
SubstielD; [ ]|
Reason: Sick

AbsentType:  |[FlDsy |

Start Date: [ 5/ 172018 @~ | EndDate: [ 5 12018 G |

Attendance Entry

Emplayee does not have enough time available for the selected date
range, Would you like to continue?

No PERSONAL time in nVision:

Atendance Code: | Persoral v |
Attendance Type:  Unt Taken Al Feventha]
DonationBank: | I
SubstutelD: | |
Substitule Name: |

Reason; Personal ‘

e Ty |y

Attendance Entry

Employee does not have enough time available for the selected date
range, Would you like to continue?

Yes No

No VACATION time in nVision:

Atiendance Code:  Vacation v
Atendance Type:  Unk Taken _ v
Donation Bank: | I
Siatield; | Y
Substitute Name: |
Reascn: |Vacation

Absent Type: FllDay v

Start Date: R [~ | EndDate: [ 5/ 172008 (G |

Attendance Entry

Employee does not have enough time available for the selected date
range. Would you like to continue?




