LC

TimeClock Plus
Manager/Other Approver Guide

Version 5



Table of Contents

O 1Y o o T (1Tt 4 o] o S UURU 1
LTI Y 1= 1 =21 o P PPPT P 2
1. Navigating TIMECIOCK PIUS ...........co.eeiiieeeeee et e et e e e et be e e e e abae e e e eabaeeeeenreeas 3
IV. ApProving INdiVidUual HOUFS ..............oooiiiiiieee et e e brr e e e e e e e e st b b e e e e e e e e e e eneaaaaeeens 4
Adding, Deleting and Editing SEEMENTS........cii ittt e e e e e eare e e e s saba e e s e arae e e enraeas 6
(01Y=] o ] o o 1= T T P TP U TP 8
12D [y = UUR 8
Additional/Extra Hours Worked (Less than 40 hours @ WEEK).......cceecueerireieeiieeiieecee et 9
VA Yolo (VT T 1 =T oYU 10
VI. Managing ReqUEeSstS/APProVING LEAVE ...............cocueevieireeeieeiteeeteeeeeeeteeeteeeteesteeeveeseenseenseessesssesenesennees 11
TYPES OF LAV .. ittt e e et e e s et e e e e e bt e e e ssabaeeeeaabeaeeesbeeeeesstaeeeasteeeeasraeeenane 11
AV I (=T e o] o £ PP PPTPPPTPTPPPPPPRY 15
=T 1YL 2U=Y o o ] o PPNt 15
(01YT o i o o 1= URUTRR 18
VI Group HOUrS @nd Flters..............ooiiiiiiiiiiiie ettt e s e sta e e e e saaa e e e s bbaeessnnnaeeeas 19
S Tol=Y oY oY o T 11 =T SRRSOt 20
o] o N @eTe LI o1 =T USRS 21
Load YOUr Filter AfLer it iS SAVEA........uuviiiieii ittt ettt e e e eertree e e e e e e e s bbreeeeeseeessabssaeeeeeeeessnssnns 23
IX. IMIISCEIIANEOUS. ...ttt ettt ettt ettt e s bt e s bt e e sabeesabeesssbeesabaeesabeesabaessaeesabeeanes 24
SNOW DAYS/CIOSUIE ..ttt et ettt ete e ettt e e te e eteeeeteeeeteeeetaeeeabeeeebesesabeeetaeeasseeeteseasseesnsesesesesseeanns 24
[ o 1o = 1YL SRRSOt 24
EXEEA DULIES ..ttt ettt ettt ettt e e s ettt e e s et e e s s bt e e e saabeeeesaabeeeessabeeeeeeaseneessareneeesanreeeesanee 24
ACCOUNES QNG TCP..c. ittt ettt sttt e sttt e s bt e s bt e s bbeesabeeesbbeesabeesabbeesabeesabbeensseesabeeenaseens 28
DY o] T=T s T L SRR 30

V_5.0



l. Introduction

Welcome to TimeClock Plus®! This guide is designed to help approve the Education Support
Professional (ESP) online electronic time sheet.

The Fair Labor Standards Act (FLSA) requires all non-exempt employees to record all hours
worked.

All designated Education Support Professional (ESP) are required to submit accurate and
complete time/leave records reflecting all contracted hours in TimeClock Plus (TCP). Approvers
are required to review the employee’s time/leave entered for accuracy to the best of his/her
knowledge. Approvals must be submitted by required deadlines. Falsification of time approval
may result in disciplinary action up to and including termination of employment upon Board
Approval.

TimeClock Plus will also be utilized for leave requests in place of SmartFind Express (SFE), for
specified employees. There is, however, a group of employees who will need to enter leave
requests into SmartFind Express (SFE) for the purpose of obtaining a substitute.

How do | know which group an ESP is in?

Employees who require a substitute (Instructional ESP) will report absences to SmartFind
Express (SFE). From SFE, the absences reported will carry over to their time sheet the day after
they are approved in PeopleSoft by the school/site leave approver. SmartFind Express users will
only enter time worked in TimeClock Plus. For a list of Job Codes that will use SmartFind
Express for absence reporting, see X. Appendix.

SmartFind Express Users

If absences are not reported in SFE, there will not be an absence to carry over to TimeClock
Plus. Employees will not be able to enter absences into TimeClock Plus. An Absence and
Substitute Form must be completed and submitted to the supervisor for signature and
forwarded to Human Resources for data entry within 1 week of the absence.

For questions/issues with using TimeClock Plus, please contact Human Resources at 520-2169.



Il. Signing In

Where to sign in

The TimeClock Plus system is accessed via the D11 website at http://www.d11.org/ under the
EMPLOYEES Tab by clicking on the Time Clock Plus - Managers link.

TRANSLATE USER OPTIONS

DISTRICTHOME  OUR SCHOOLS

@

W90 5,
o 2,
s Dll 5 ColoraduSpringsSchoolDistrict11 Retumntolearn  Academics  Administration  School Board  Families 6 Community  Students  Departments Calendars
-

Teygov

Secure Links

e HR Employee Resources
o Time Clock Plus - Employees
e Time Clock Plus - Managers

You can save this link to your desktop as a shortcut for easy access by right clicking anywhere
on the main login page and selecting “Create shortcut” or “Add to favorites...”

Signing In
1. Enter your D11 alpha username in the External ID field.
e D11 alpha username = First FIVE letters of your last name, first initial, middle

initial - Example: John Q. Learner = LEARNJQ
2. Enter your D11 Network Password.
3. Click Log On.

Select Company | Colorado Springs D-11 1

If you do not know, or have forgotten your username or network password, contact the Help
Desk at 520-2211


http://www.d11.org/

lll. Navigating TimeClock Plus

Log into TimeClock Plus - Managers — The main page will look like this. There are multiple tabs
available on the left side of the screen.

My Dashboard

Hours

Employee

Reports

Tools

Hours
Individual Hours — This feature will allow the approver to review the individual time sheet for
each of their employees. Enter the employee’s name or employee ID in the search field. Once
you find the employee, click their name and you will see their time sheet populated for the date
range selected.

= 0 - ] a B #
My Dashboard Hours Schedules Employee Reports Tools
Accruals — Click to view an employee’s leave balances. Individual Hours ~ Group Hours ~ Mass Hours  Period Ex|

If the employee reports leave in TCP. o
Individual Hours

Employee Sort by: ID 1F Employee Filter

This feature will allow the approver to see all assigned

employee profiles. An approver will rarely use this — A fows Aol
feature as it’s more for Human Resources and setup. < 23“9’1:4 ?
Showing 1-100 records of 1354 6/5/2022 B to 62512022 @ ¢
Reports :
This feature will allow the approver to run various
reports.

Note - SFE users will need to
check PeopleSoft for their

leave accrual balances.
| 4




Tools
Request Manager — This feature will allow the approver
to approve or deny pending vacation, sick, or personal leave requests.

IV. Approving Individual Hours

Manager = Department Head, Principal, Assistant Principal.

Other= Administrative Assistant, Main SFE/PS Approver, Staff Assistant.

Employee = ESP employee you supervise/ESP employee working extra duties paid by your
department.

Check for:

1. Daily hours/schedule worked

Missing time not reported by an employee (this includes missing days or weeks not
reported. They do not show up as normal exceptions and will dock employees.)

All three levels of approval (i.e., M, E, and O) are checked/approved

Leave requests

Overtime approval

Long week approval

N

SANR A I

Exceptions = For payroll to process, all exceptions (red dots) must be cleared. TCP will notify
you with a red dot if any of the above
exceptions need approval. ) HOURS  EMPLOYEE  REPORTS  TOOLS

Individual Hours  Group Hours  Time Sheets

Individual Hours — This feature allows the
approver to review the individual hours of the
employee. Enter the employee’s name or
employee ID in the search field. Once you find Sortby: 1D Emplayes Filter
the employee you will see their time sheet with
reported hours (example below).

INDIVIDUAL HOURS

Search —



Showing 10 records of 10 Selected 0 records

O ‘ ! - o Motes  Edited & TimeIn Time Out Hours  ShiftTotal WeekTotal JobCode

(]} Y 3/8/20210%:00 AM <<Timesheet>>  8.00 8.00 161222 - Personzl Leave

O oi 3/9/202109:00 AM <<Timesheet>>  8.00 8.00 506145000 - Administrative Specialist
O Y 3M10V202109:00AM  <<Timesheet>>  8.00 8.00 506145000 - Administrative Specialist
O Y 3M11/202109:00AM << Timesheet>>  8.00 8.00 506145000 - Administrative Specialist
O Y 312/202109:008M << Timeshest=>  8.00 8.00 40,00 506145000 - Administrative Specialist
O ® | ] ¥ 3/15/202109:00AM  <<Timesheet>>  8.00 8.00 506145000 - Administrative Specialist
O [ ] | ] 3(16/202108:00AM  <<Timesheet>>  8.00 8.00 506145000 - Administrative Specialist
O [ ] | | 3M7/202108:00AM  <<Timesheet>>  8.00 8.00 506145000 - Administrative Specialist
O [ ] | ] 3/18/202108:004M << Timeshest>=  8.00 8.00 508145000 - Administrative Specialist
O [ ] | | b 3M1%9/202109:00 AM << Timesheet>>  8.00 8.00 40,00 506145000 - Administrative Specialist

Rule: Approvers (Manager/Other) must approve hours for their employees every Tuesday by
noon for the week prior.

How to:

1. Under Hours > Individual Hours review and approve time under

appropriate approver column (M or O).

2. Review the individual hours entered for your employee.
If approved, click in the box under appropriate column “M” or “0.”

4. If an entry is missing, it can be entered by the approver or the employee (7-days
retroactively). If an entry is incorrect, the approver must un-approve the entry and
double click the segment to edit. Remember to re-approve.

RED vs. BLUE Dots

When a red dot appears next to an entry, this is an approver’s warning that there is an
exception that has not been resolved. Hover over the red dot to see what the exception is. In
the below example, the manager needs to approve the time reported.

1. Check each box under the “M” column to approve the time and then click “Apply
Changes.”

2. Once approved, the red dot will disappear (See below for long week or overtime
exceptions.)

w

Before approved = See RED dots

72212018 fmf o 72802018 B Manual ) Update

Apply Changes Discard Changes

i

Showing 5 records of 5
A " v Notes  Edited
Showing Selected 0 records = LYy v L otes I
A 7/ ; o Motes  Edited Time | Time Out H
= v v v otes i & ime In ime Ou o ® 7 v 7 v
Requires roval 7/23/2018 06:00 AM << Timesheet >»
quires App v v 7/23/2015 06:00 Al me sheet B.C ® 7 - - -
Manager < Y 7/24/201806:00 AM << Timesheet>> 8.
o i ] r ¥
" Y 7/25/201806:00 AM | << Timesheet>> | &C
) o v v v Y
< Y 7/26/201806:00 AM << Timesheet>> 8.
[ r 7 ] ¥

vl ¥ 7/27/2018 06:00 AM << Timesheet >> a.c



After approved = No RED dots

Showing 5 records of 5 Selected 0 records

L .‘ \M/ \E/ \nl Motes Edited & Time In Time Qut Hours shift Total  Week Total Job Code

(] v v |« Y 7/23/2018 06:00 AM <= Time sheet »» 8.00 8.00 608104000 - Elen
O | ¥ | Y 7/24/2018 06:00 AM << Timesheet > 8.00 8.00 608104000 - Elen
O ¢ ¥ ¢ Y 7/25/2018 06:00 AM << Timesheet >> 8.00 8.00 608104000 - Elen
(] v v |« Y 7/26/2018 06:00 AM <= Time sheet == 8.00 8.00 608104000 - Elen
(] || |+ | Y 7/27/2018 06:00 AM << Timesheet =» 8.00 8.00 40.00 608104000 - Elen

If the red dot does not disappear and all boxes are checked, this indicates there is a Long Week
or Overtime exception also needing approval. To approve these exceptions, you must hover

over the red dot and right click to open approval window > Click Circle > Click Apply to approve
Long Week or Overtime. Once approved, the red dot will turn blue to indicate it was approved.

|| show zbsences  Regular
40.00

Showing 6 records of & Selected 1 records Unapprove Approve
(W} 4 5‘ \!/ ‘n/ Notes & Time In Time Out Hours  Shift Total ~ WeekTotal Job Code Employee L) 0
O ) ) ) 7/22/2018 08:00 AM << Time sheet >> 8.00 8.00 60810600 Manager ® (o]
(] |« v |« 7/23/2018 08:00 AM <« Time sheet == 8.00 8.00 60810600
Other L o]
| |« Il |« 7/24/2018 08:00 AM <« Time sheet »» 8.00 8.00 60810600
) ¥ & @ 7/25/201808:00 AM << Timesheet>> 800  8.00 — Overtime o e

O |« Il |« 7/26/2018 08:00 AM <« Time sheet »» 8.00 8.00 60810600 -
) [ ] o] Il |« 7/27/2018 08:00 AM <« Time sheet »» 8.00 8.00 48.00 60810600

BLUE dot notifies the approver there was a long week or overtime exception that has been
resolved.

Adding, Deleting and Editing Segments

Adding a Segment
1. Navigate to the employee you would like to add time for under Hours > Individual

Hours.

2. Click the Add button on the left side of the 9/6/2020 to | 9/12/2020
screen to bring up the window to enter Startdate Stopdate
time/leave segment.

3. Inthe edit window verify that the date is
correct, select the box = Time sheet entry and




enter the number of hours worked.
4. Make sure that the Job Code is the correct code for the time you are entering. Is it the
employee’s regular job or an extra duty?

5. If there is a Cost Code, make sure to select the correct cost code/location/department.

2

6. After verifying that the

Segment Length: 8.00

information is correct,

click Save and the new Timein | 7H7/2018 09:00 AM @

segment will transfer Hours | 8.00
JobCede | 506125000 - Office Admin A,

onto the time sheet.

Cost Code << NONE >>

Rate 16.84

Mote

Custom

Deleting a Segment
To delete a segment that is incorrect or no longer needed:

1. Uncheck ALL Approval Boxes > Click Apply Changes. This

will un-approve the time. The approver MUST perform this Edit
step if the time was already approved. Delete
2. Right Click the segment > Choose Delete Split segment by length

A pop-up box will appear to confirm > click OK.
The time segment has now been deleted.

Split segment by percentage

Editing a Segment

1. Uncheck ALL Approval Boxes > Click Apply Changes. This will un-approve the time. The
approver MUST perform this step if they had already approved the time.
2 . Right click on the segment and click Edit.

3 . Make the appropriate changes and click Save.



Overtime

Overtime — Occurs when an employee exceeds forty (40)
hours in a work week (Sunday — Saturday).

e Qvertime is paid at time and a one half (1.5). The
employee only enters their hours worked; the system
will calculate pay at the overtime rate.

e All Overtime exceptions must be approved as a
special exception.

Flex Time

Rule: Flex time cannot be carried across multiple weeks. Flextime is only eligible within the 7-
day workweek (Sunday — Saturday).

How to:

1. An employee flexes their schedule by working their full contract hours in a day but
shifting the start and end time. If this is the case, they can still enter their regularly
scheduled hours worked for each day.



2. An employee can also flex their schedule by working longer than their regular contract
hours on one day and then on another day, within the same week, work a shorter day.
The total number of hours in the week will still add up to their regular weekly contract
hours.

Example of a week reporting Flex Time.

This is an example of extending one day and shortening the next day. This employee normally
works 5 days a week for 8 hours each day.

Regular oT1 oT2 Leave Total
06/04 - 06/10 AutoFill Weekly hours equal normal total ————Jp 000" 00 D00 TR TRE
Mon 06/05 9.00 Tue06/06 7.00 Wed 06/07 8.00 Thu06/08 8.00 Fri06/09 8.00
More than normal daily hours [ Approve ] Approve O Approve O Approve O Approve
Less than normal daily hours
Edit Clear Copv ) Edit Clear Copy ) Edit Clear Copy Edit Clear Copy Edit Clear Copy
9.00 0s:00 v [f&) 7:00 os:00 am fE) 800 0s:00 av &) e:00 08:00 AM @ 8:00
506125000 - Office Admin Assistant 506125000 - Office Admin Assistant 506125000 - Office Admin Assistant 506125000 - Office Admin Assistant 506125000 - Office Admin Assistant

Additional/Extra Hours Worked (Less than 40 hours a week)

Rules:

Extra time worked is additional hours worked over your regular contract job, more than your
regular weekly contracted hours, but less than 40 hours a week. Extra time is paid at the same
rate as your normal hours (straight time).

How to:

Enter the exact number of hours you worked for the week in one segment for each day. The
weekly total should be less than or equal to 40 hours, but more than your normal contract
hours. If you work over 40 hours, see section on Overtime.

- Auto Fill Normal 6.5 hoursiday. HNormal Weekly hours 32.5 Regular  OT1 OT2  Leave Total
05/14-05/20 ). - . e e ey Warked 35 and will be paid TS 3500 000 000 000 3500
pprove
straigt time for 35 hours.
Mon 05/15 6.50 Tue05/16 6.50 Wed05/17 6.75 Thu05/18 6.50 Fri05/19 8.75

Approve ™ Approve Approve M Approve [ Approve
Edit Copy Edit Copy Edit Copy Edit Copy Edit Copy
08:00 AM 6:30 08:00 AM e 6:30 08:00 AM G 6:45 08:00 AM 0 6:30 08:00 AM 8:45
506129000 - School Admin Assistant 506129000 - School Admin Assistant 506129000 - School Admin Assistant 506129000 - School Admin Assistant 506129000 - School Admin Assistant



V. Accrual Balances

Accrual Balances

If the employee reports leave in TCP, go to Hours > Individual Hours and select the employee;
click on the Accruals Tab. This will allow the approver to see the employee’s balance for sick
leave and/or vacation. However, IF the employee reports leave in SFE (because they are
substitute eligible) their balance will only be available in PeopleSoft.

Note: Comp Time balances are no longer in effect beginning 7/1/19, and the balance now
shows 0.00.

ﬁ HOURS SCHEDULES EMPLOYEE

Individual Hours  Group Hours Mass Hours T

INDIVIDUAL HOURS

Sort by: 1D ¢ Employee Filter Showing 2 records of 2

Ledger  AccrualBankT  Remaining
Search Q Hours

CCF"‘IIJ Time O.0000

Sick Leave -15.0000

Note: If you receive a negative leave notice when approving a time off request, please check
employee’s leave balance. If they do not have enough leave for the request, click Deny.

Contact the employee to request another leave code. If the employee has exhausted ALL leave
balances, they must select Leave without Pay.

WARMIMG: The individual has a negative accrual balance in accrual bank 'Comp Time'
I after this add/edit. This calculation does not include forecasted accrual caps and resets
which may change the actual balance.

10



VI. Managing Requests/Approving Leave

ﬂ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Export Employee Status  Requests Other Tools

Request Manager

REQUEST MANAGER ‘\\\\

Tools
Request Manager — This feature will allow the approver to review and approve the employee’s
requests for paid or unpaid leave (e.g., vacation, sick, or leave without pay).

e When an employee requests time off, the request is on the Tools > Requests > Request
Manager tab.

e The employee will not see it on their time sheet until after the request has been
approved.

e Employees who require a substitute will continue to report their absences in SmartFind
Express (SFE) and their time will be approved via PeopleSoft. Once approved, it will roll
to their TCP time sheet the next day.

e The Request Manager has two views: Calendar View or List View.

Types of Leave

Sick leave — Used for medical purposes, personal illness, accident, or for sickness or death of a
member of the family as covered elsewhere in the ESP Handbook in (.50) or % hour increments.
Vacation Leave — 12-month employees only; prior approval by supervisor is required. This must
be entered in %-hour (.50) or one (1) hour increments.

Personal leave — Maximum of 11 days allowed per school year. Deducts from sick leave balance
and personal leave balance in (.50) or % hour increments.

Bereavement — See ESP Handbook Article 13.2

Jury — See ESP Handbook Article 14.5

Military — Contact Human Resources

Worker’s Compensation — Must be approved through Risk Management.

Leave without Pay — Only used if all other leave balances have been exhausted per ESP
Handbook Article 14.2

11



Calendar View
This feature allows the approver to see a calendar view of all the employee’s requests.

How to:

1. Under Request Manager / Calendar View

2. Locate the employee request to approve or deny.

3. Right click and select to Approve Request Level 1 or Deny the request.

4. Once you Approve the request, it will transfer to the employee’s time sheet and turn
green/approved.
The employee will get an email notifying them of the approval or denial.
After the leave request is approved, the employee must go into their time sheet and
approve the leave segment.
7. Double check the employee has approved the time off request.

o u

REQUEST MANAGER NOTE — To change
between months,

- , simply click on the
Calendar List
arrow to the right

Status or left of the month
Requests per calendar day| 10 Apply to move vl
forward or
backward in the
s w2 i
Sun Mon
28 + 29 + 3
»l 4 + s + 6
Pending (1) Approved (:
0&6:00 AM 4.00
192921 - F- Substitute Sick Time TE Add
Approved (1) Detail
08:00 AM 8.00 el s
190311 - Sick Leave Delete
» 11 + 12 Approve Request Level 1
Deny
» 18 + 19

12



List View
This feature will allow the approver to see employees in a list.

REQUEST MANAGER

Calendar

Status

Groupby RequestDate w

40172021 (0 Ti412021 Manual B Update

Startdate Stop date Period

+ Add Expandall Collspseall

Showing érecords of 6 Selected O records

0

Name Date Submitted  MoticeDays RequestDate  Time

- 04/05/2021 (2of2requests)

D 10233 04/02/2021 3 04/05/2021 08:00 AM 8.00

How to:

vos W

Under Request Manager / List View

Hours  Level1

800  Approved

Level2 Level3  Request Type

Leave Code

Locate the employee’s request to approve or deny.
Right click segment to Approve Request Level 1 or Deny the request.
Once you Approve, the leave hours will appear on the time sheet as approved.
The employee will get an email notifying them of the approval or denial.

REQUEST MANAGER

Calendar List

Request

190311 - Sick Leave

Status
Groupby RequestDate v

41172021 m 742021 Manual

Startdate Stop date Period

+ Add

Showing 6 recort

Manage Expandall Collapse all

Add
O Detail i Request Date

View in calendar
- 04/C
Delete

0 10233 3 04/05/2021
Approve Request Level 1
0 35560 3 04/05/2021
Deny
- 04/C
(0 10233 walterGray = 04/02/2021 4 04/06/2021
- 04/1,, cves .~ -T2requests)
31539  LuisSanchez  04/17/2021 2 04/19/2021
O 31539 04/17/2021 2 04/19/2021
- 0442 cves  o-Tlrequests)
[T disSanchez = 04/17/2021 5 04/22/2021

Update

Time

08:00 AM 500

06:00 AM 400

08:00 AM 5.00

08:00 AM 4.00

01:00 PM 4.00

03:00 PM 200

13

Hours

8.00

4.00

Level 1 Level 2 Level 3

Approved

Pending

Approved

Pending

Pending

Pending

Request Type

Leave Code

Leave Code

Leave Code

Leave Code

Leave Code

Leave Cade

Request Detail

190311 - Sick Leave

192921 - F- Substitute Sick Time TEST

190311 - Sick Leave

1612220 - Personal Leave 0

1612221 - Personal Leave 1

19031101 - Sick Leave 1



What If...

What happens if | approve my employee’s leave request and their plans change?

You must delete the leave request/absence AND remove the corresponding time from the
employee’s time sheet.

What happens if | deny my employee’s leave request initially and then later decide to
approve it?

The employee must re-submit the request and then you will be able to approve the new
request.

What happens if my employee requests leave, and they do not have hours in their balance?

When an employee is out of leave and still requests leave, the employee AND the approver will
receive this message:

This request entry will result in a negative balance.

*=J

Are you sure you want to save this request?

The employee should hit cancel and request this absence to be Leave without Pay.

If the employee ignores the negative leave warning and requests the leave anyway, the
approver will receive this warning when approving the absence. The approver must deny the
approval and the employee must resubmit the request with another leave type or Leave
without Pay.

14



VII. Reports J

Leave Report

See how many hours employees have reported year to date (e.g., Personal leave).

Period Reports
Catergory — Job Code
Select a Report — Job Code Group Detail

1. Select Job Code under Categories
2. Select job Code Group Detail

3. Change start date/end date. Note: For personal leave always start with 7/1/xxxx to include

the entire school year.

ﬂ HOURS EMPLOYEE REPORTS

Period Reports

PERIOD REPORTS

3. Change start date (for entire school year
change start date to 7/1/xxxx)

7172020 @ to | 9M12/2020 . Manual

Start date Stop date Period

Categories
1. Selectjob Code
Payrall /
Job Code
Period
Cost Code

Accruals

Miscellaneous

Contract

C5011 Custom Reports

TOOLS

Select areport

Employee Job Codes

Job Code Analysis Detail

2. Select Code Group
Details

Job Code Analysis Summary
Job Code Group Detail /

Job Code Group Summary
Job Code Overtime
Job Code Split

Selected Job Code

4. Use Employee Filter if you want to search for only one (1) employee at a time.

15



5.

If you have access to multiple departments use the employee filter to select a specific
department. Note: If you only have access to your department and want to view your
whole department, do not use this filter.

Employee Filter

Employee Filter

Job Code Filter

o o o A o e o A R R - < S A <.

0 of 87 employees match E

Employee Status
Employee ID
Job Code
Classification
Department
Location
Employee Role
Schedule Group
Manager
Positions
Provision
Qualifications
Hire Date

Days Employed
Custom Fields

Summary

Include «

Showing 1-100 records of 142

O

] OO0oooao

Page 1 =

Page 1of2

Department|

< NOMNE ==

101

101-ADAMS ELEMEMNTARY

102

Select All

Selected O records

102-AUDUBOM ELEMENTARY

Preview

Deselect All

Load

Save as

Search

Cancel

Reset All

6. Use the Job Code Filter to search for the specific leave code (i.e., Personal Leave).

Choose one or all; Personal, Sick, Vacation or Leave without Pay.

Employee Filter

Job Code Filter

16



2. Check
the box
of the
leave you
wish to
report

Filter Job Code

O Include Al

(@ select from list

Include selected w

Showing 7 records of 7

[ JobCodet

O

O

[ so08

161222

[0 1812220

D 1612221

] 1612222
Save as

Description

Default Job Code
F - Personal Leave
Personal Leave
Personal Leave O

Personal Leave 1

Personal Leave 2

Load

Selected 1 records

Disable

1. Type personal leave

X

Unspecified @ Leave @ Default P Activeonly | personal leave

Group

Fs
TCP LEAVE
ERO
ER1

ER2

3. Click Filter

6. Click Download and select the format you would like to view your report in.

Create Saved Report

Download

17




Sample Report: Job Code Group Detail
For the period of 7/1/2017 to 4/7/2018

Number  Name Job Code Time In Time Qut Hours  Regular Owertime 1 Overtime 2 Wages
Summary for: TCP LEAVE

161222-Personal Leave  2{12 07:00 AM — 5.00 8.00 0.00 0.00

Subtotal for gpmp 1D 8.00 8.00 0.00 0.00

161222-Personal Leave  10/27 08:00 AM e 8.00 8.00 0.00 0.00

161222-Personal Leave  12/11 12:30 PM 3.50 3.50 0.00 0.00

E subtotal for EMPID 5355 3359 0.00 0.00

m Name

ID 161222-Personal Leave  2/12 01:00 PM — 4.00 4.00 0.00 0.00
161222-Personal Leave  3(15 08:00 AM — 5.00 8.00 0.00 0.00

161222-Personal Leave  3/16 08:00 AM e 8.00 8.00 0.00 0.00

161222-Personal Leave  3/28 01:00 PM 4.00 4.00 0.00 0.00

Subtotal for EMPID ~ 2400 24.00 0.00 0.00

161222-Personal Leave  B/2 08:00 AM - £.00 8.00 0.00 0.00

161222 -Personal Leave  9/1 08:00 AM - 5.00 8.00 0.00 0.00

161222-Personal Leave  10/31 08:00 AM - 2.00 2.00 0.00 0.00

161222-Personal Leave  11/10 08:00 AM - £.00 8.00 0.00 0.00

161222-Personal Leave  12/1 08:00 AM - 0.50 0.50 0.00 0.00

161222-Personal Leave  1/25 09:00 AM - 7.00 7.00 0.00 0.00

161222-Personal Leave 2[5 08:00 AM - 1.00 1.00 0.00 0.00

161222-Personal Leave  2/6 08:00 AM - 3.50 3.50 0.00 0.00

161222-Personal Leave  3/29 03:00 PM — 2.00 2.00 0.00 0.00

Subtotal for EMPID —4po0  40.00 0.00 0.00

Overtime

This report allows you to see the number of hours of overtime reported by certain employees,
or your entire department, for a selected date range (please note this report does not include
extra hours worked/paid).

Period Reports
Catergory — Job Code
Report — Job Code Overtime

1. Select the date range you wish to search.

2. Use Employee Filter if you want to search for only one (1) employee at a time. If you want
to view your whole department, do not use this filter.

3. Click Download PDF

Sample Report: Job Code Overtime

For the period of 4/2/2018 to 6/9/2018
Job Code Number Name Ovtl Total
Employee Name 1100 1.00
0.25 0.25
Employees Jobe code ElrElpl Totals for job code 11.25 11.25
Employee Name 4.00 400
Totals for job code ! 4.00 4.00

Control Totals: 15.25 15.25
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VIIl. Group Hours and Filters

Group Hours

This feature allows approvers to see multiple employee time sheets at once. Approvers may
also set multiple filters in Group Hours allowing them to see groups of specific employees
and/or filter specific job codes when needed.

This feature under Hours > Group Hours is especially helpful for an approver who only
approves certain Extra Duty job codes, allowing you to set the filter to see only the job codes
you need to approve.

ﬂ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Individual Hours Mass Hours ~ Time Sheets

9/6/2020 o | 918/2020 @ Manual Update
Sortby: 1D 1 SCTtUatE StopOatE Pericd
Employee Filter Job Code Filter Cost Code Filter Exception Filter | Show shsences

In order to increase performance and enhance the functionzlity of our software, Group Add Hours has been made part of a new feature Mass Hours. To add or edith

Resolve Period

Showing 5 records of 5 Selected 0 records

0O M E o

-

O ‘. - - v Naotes Edited & E;ﬁ Timein Time out

O C 9/8/202007:10 AM 2/8/2020 11:02 AM
O Y 9/8/202001:00 PM << Time sheet »>»

- + Add

O ‘. » - < Notes Edited & IBell—f;t}; Time in Time out

O 9/8/2020 05:00 &AM <4 Timesheet o+

- + Add

O A v - % Notes Edited & &Eﬁ Time in Time out

O Y 9/7/2020 05:00AM << Time sheet »»
O Y 9/8/202007:00 AM << Time sheet »»
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Filters

Filters can be set to see certain employees, job codes, departments, and exceptions. Multiple
filters can be applied at the same time. They can be set in Individual Hours, Group Hours, and
Reports.

For example, an approver can apply a job code filter to see only one job code and then select
the exceptions filter to see which segments need to be approved for that job code.

Exception Filter

This filter allows you to see the outstanding exceptions that MUST be approved weekly. It is
important to check each week, every Tuesday by noon, as any exceptions can delay the
processing of payroll.

How to:

1. Go to Hours > Group Hours
2. Click Exception Filter
3. Select the date range you are approving. Typically, a week at a time.

§\ Nu-\_...—u\vﬁ-\, . M,W'—*\ﬁ,f\ﬂjﬁmﬂ
\i Sort by: ID ¢ . 5/6/2018 to  6/9/2018 Open Weeks ) Update

<

E Employee Filter Job Code Filter Cost Code Filter Exception Filter [ show zbsences

4. To see ALL exceptions that are required for

Exception Filter H
payroll processing click the first two check
boxes. [#) Required for close week
5. Click Filter to view the employees who ¢ s
have exceptions needing approval. Search Q
Showing 21 records of 21 Selected O records B
[ ]  Exception Category
[J = Employes Approval Approvals
(W] Manager Approval Approvals
(] Other Approval Approvals
[]  Conflicting Shifts Shift
(] Long Break Shift
[J  LongShift Shift

MOTE: Only segments with the selected exceptions will be shown

Restore default Save as default Cancel




Sortby:ID *

Employee Filter

GROUP HOURS '+

Job Code Filter

Cost Code Filter

6/4/2018 tD 6/9/2018 Manual

Exception Filter

Update

[0 show absences

Options

]

000D O

]

()]

]

(]

]

+ Add

Showing 10 records of 10

v

Manage

-

Exceptions

Selected 0 records

&

Employee ID and Name

® L&

Y

o o 0o 0 0 P
& 0y

Y

DD DD o

=)

Employee ID and Name

A 7
® 0O

& Notes  Edited
e B ¥
v B ¥
v B ¥
¢ B ¥
] B ¥

& Notes  Edited
=] B Y

Job Code Filter
If you are an approver for only certain “extra duty” TCP job codes, you may have access to all
employees that could potentially report that code. Using the job code filter will help to only
guery those employees who have reported that specific job code(s). For example, Rentals, Title,
Grants, or Athletics.

How to:

&

Break
Length

Break
Length

Time In

6/4/2018 08:00 AM

6/5/2018 08:00 AM

6/6/2018 08:00 AM

6/7/2018 08:00 AM

6/8/2018 08:00 AM

Time In

6/4/2018 07:00 AM

6/3/2018 07:00 AM

6/2018 07-00

1. Go to Hours > Group hours.
2. Select the Job code Filter button.

Employee Filter Job !ode Filter

Time Out

<< Time sheet »>

<< Time sheet »>

<= Time sheet »=

<< Time sheet »»

<< Time sheet »>

Time Out

<= Time sheet »=

<« Time sheet »»

Hours

Cost Code Filter
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Shift Total

8.00

8.00

8.00

8.00

8.00

Shift Total

6.00

6.00

‘Week Total

Exception Filter

Job Code

220103 - Vacation

220103 - Vacation

220103 - Vacation

220103 - Vacation

] show absences



3. Choose Select from List.
4. You can search for job code names in the search field.
5. Check the boxes for the job codes you want to include (or exclude) in your filter.

Filter Job Code E
Include selected ¥
B tion-Clockable WLeave [ Activeonly Search Q
< Page2 . = Select All Deselect All
Page 2 of4
-
[} 150316 Qut of Class Pay On Duty EXTRADUTIES
O 150317 Out of Class Pay Off 1. click the box EXTRA DUTIES
fo slelect
() 130820 rs/Extra Duty-Title | EXTRADUTIES
rofessional Learning Comm Mtg EXTRADUTIES
Personal Leave TCPLEAVE
Rentals EXTRA DUTIES
v 180122 Rentals - Weekend EXTRA DUTIES
() 180917 Military TCP LEAVE
(] 190311 Sick Leave TCP LEAVE
O 190514 Summer Enrollment Program EXTRADUTIES
-
2. Click "Save As"
Saveas Load Disable Cance
P

6. Click Save As to create a filter template, do this if you will be using the filter often.
7. Inthe Save Job Code Filter window, name the filter and save.

Save Job Code Filter ?

Save current Jobh Code filter
Mame | Example Filter Template

Saved Job Code Filters

Mo records found
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Load Your Filter After it is Saved

1. Select appropriate Filter.

Employee Filter Job !ode Filter Cost Code Filter

2. Click LOAD and select your saved template.

(] 14 SFX - Bereavement
= 20 SFX - Sirk
Save as Load Disable
rl
Saved Templates
Rentals

23
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IX. Miscellaneous

Snow Days/Closure

In the event of a District closure due to a snow day or emergency closure, an entry will be
automatically loaded onto the employee time sheet for the snow day/closure by Human
Resources. Snow day/closures are not to be entered by the employee. The snow day/closure
will be on the electronic time sheet after the snow day/closure occurs, please allow time for
this manual process.

III

When designated “essential personnel” are required to report to work on a snow day/closure,
per BOE Policy EBCE-R, the employee should enter a segment of time worked in addition to the
automatic snow day/closure entry. This will ensure the employee is paid for time worked in
addition to the regular snow day/closure.

Holidays

When a paid holiday occurs for year-round, 260-day employees, the Holiday segment will
automatically populate to the time sheet the day after the holiday occurs. Holidays are not to
be entered by the employee but must be approved by the Employee, Manager and Other.

- o + Motes  Edited &  Timeln Time Out Hours  Shift Total WeekTotal JobCode
Y 9/F/202008:00 AM << Timeshest == 800 2.00 1 - Holiday
9/8/2020 08:00 AM << Timeshest == 800 2.00 50461435000 - Administrative Specialist

Less than 260-day employees do not receive holiday pay and therefore should leave that day
empty on their time sheet.

Extra Duties

If the employee has performed extra duties, in addition to their daily contract job, then the
employee must report those extra duties in separate time segments. Extra duty hours worked
will count towards extra pay and overtime.

Crossing Guard
Rules:

e District ESP employees who perform Crossing Guard duties are paid the regular Crossing
Guard hourly rate in addition to their regular pay when performed during their regular
contract hours.

e When performing Crossing Guard duties after the regular contract job shift, the
employee is only paid for Crossing Guard time.

24



e Employees must have completed the required training and certification through Risk
Management to be eligible to report this code.

How to:

1. Select whether the employee was a Crossing Guard during normal schedule or outside
of normal schedule.

2. Add another segment of time. Click the link to update the Job Code and choose Crossing
Guard (On Duty or Off Duty).

3. Must select the Cost Code (school location) in which Crossing Guard duty was
performed.

4. Change the Time In to reflect the time began working as a Crossing Guard duty.

Change the number of Hours to reflect the time worked as a Crossing Guard.

6. The Manager and Other approves the time to confirm the correct cost code location is
selected.

o

Edit Copy Motes

Crossing Guard On 07-00 AM B 300
Employee worked full
Duty — Duty tract h
) contract hours ™ 505102000 - Assistant Building Manager
performed during
normal schedule Employee was a -
crossing guard for 1 Edit Copy Notes
. hour during regular 07:00 AM m 1:00
Crossing Guard Off g reg
schedule ~_| W] Approve
Duty — Duty ™ 31504 - Crossing Guard On Duty
. Employee was a 0134 TAYLOR
performed either poy —
crossing guard for 1
before or after hour after regular Edit Copy Motes
normal schedule. This schedule 04:00 PM B 1:00
usually puts the 'S

. . i 31803 - Crossing Guard OFff Duty
employee into either extra time or 0134 TAYLOR

overtime (40+ hours) if they have worked
the rest of their weekly contract hours.

Game Worker/Coach/Intramurals

Rules:

e Perform the job duty as requested by the Athletic Supervisor.
e Cannot exceed the maximum number of hours as a coach allotted by Athletics
Department for that job assignment.
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How to:

1. The employee selects whether he/she was a Game Worker or a Coach during their
normal schedule or outside of their normal schedule.

uewnN

selected.

Game Worker On Duty or Coach On Duty —
Duty performed during normal schedule.

Game Worker Off Duty or Coach Off Duty —
Duty performed either before or after
normal schedule. This usually puts the
employee into either extra time or overtime
(40+ hours) if they have worked the rest of
their weekly contract hours.

Edit Clear Copy

08:00 AM @) 4:00

415101000 - Teacher Assistant

Edit Clear Copy

12:00 PM €} 3:00

415104000 - Educational Assistant - Reg Ed

Edit Clear Copvy
03:00 PM 1:00

71323 - Game Worker OFff Duty
GW HIGH SCHOOL

Class Coverage

Rules:

Select the Cost Code (Job Location) of duty performed.

Change the Time In to reflect the time they began working as a Game Worker or Coach.
Enter the number of Hours to reflect the time worked as a Game Worker or Coach.

The Manager and Other approves the time to confirm the correct cost code location is

Edit Segment 2

Cost Code

Change Time In
Segment Length: 8; g

Select number of

B 08:00 Hours
(’Am Game Worker
, /On Duty or Off Duty
JobCode 71324 - Game Worker On D|‘

<< NONE >> | Select Choose High School

2 or Middle School
GW HIGH 5CHOOL
Save
GW MIDDLE SCHOOL <

Cancel

Timein 6/6/2018

Hours 8:00

MNote

Example: Game Worker after normal contract jobs
(Off Duty)

Employees must have a current, unexpired, CDE teacher license or substitute authorization on
file with Human Resources to be able to select Class Coverage License.
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How to:

1. The employee must ADD their regular contract job hours.

2. Then ADD another segment of extra time worked during his/her regular contract job
(time will be worked concurrently for both jobs).

3. Employees should click EDIT to adjust the Time In and number of Hours worked.

4. Class Coverage No License job code should be selected unless they have a current CDE
teacher license or substitute authorization, then they should report Class Coverage
License.

5. The Manager and Other approves the time to confirm the correct cost code/location.

Edit Segment H

Segment Length: 8:00

Cost Code 32119 - Custodial - Snow Remaval A
Mote = 41320- DMT - Meet & Confer

71323 - Game Worker Off Duty

71324 - Game Worker On Duty Cancel

180121 - Rentals
W
420177 Mentnls Walanleond

Other Extra Duty Job Codes Available

Common codes that may be used by ESP staff:
e Health Technician
e Lunchroom Aide
e Office of the Principal (Clerical, Paraprofessional, Crafts/Trades)
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e Rentals

e Tutor

e Webmaster

e Title — Miscellaneous

e Grants — Miscellaneous

Common custodial approved codes (approved/paid for by Facilities):
e Custodial - Snow removal
e Custodial - Emergency
e Custodial - Vandalism
e Custodial - Support Other

Contact your supervisor or Human Resources for further questions regarding these extra
duties.

Accounts and TCP

In the past, you have been able to use funds from a small number of accounts to cover many
expenses. However, new information has surfaced indicating that certain expenses should only
come out of specific accounts according to the CDE Chart of Accounts. Below is a general
breakdown of how accounts relevant to TCP are organized:

For ESP, there are three different relevant account types based on job classification:

1) Paraprofessional
2) Crafts/Trades
3) Clerical

For each of these account types there are three additional subcategories that determine what
account should be charged based upon the hours an employee worked. These are:

1) Regular time

2) Additional time (when an employee works hours beyond their normal workday but
does not exceed 40 hours in a workweek)

3) OT - Overtime (Any hours over 40 in a workweek)

Accounts can be in the negative due to additional hours that you had previously used a
different account for. In the future, please be prepared to see charges to these accounts based
on the above information. For example, if you have a School Staff Assistant who normally works
seven hours a day but worked an extra hour one day during the week, that extra hour will be
charged to their clerical additional time account, not their regular salary account.
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Changes to accounting practices may result in deficits to accounts that may not have been used
before. Therefore, we strongly encourage you to transfer funds by budgeting in advance for
possible extra hours and OT hours. OT funds are distributed at the beginning of the year to the
Office of the Principal account, so we encourage you to transfer funds from that account to the
appropriate OT accounts that are underfunded. If you need further guidance on budgeting for
your accounts, please contact the Financial Services Office.

Because of the specificity of how accounts are charged, it is imperative that time is properly
recorded in TCP. If an employee accidentally reported 9 hours worked but 2 of those hours
should have been reported as Crossing Guard, then a Journal Entry becomes necessary to make
a correction. It is therefore up to the employees and approvers to work together to ensure that
time is accurately recorded to reflect the kind of work an employee performed during their day.
Sean Daniel, HRIS Coordinator, is always available to help answer questions regarding what Job
Code should be recorded, so please do not hesitate to call, or email with questions.

Deficits can be corrected by budget transfers using the Office of the Principal account.
Therefore, effective March 1, 2019, all ESP employees will have access to record extra time
worked using a new code in TCP called “Office of the Principal” (to be used for meetings, parent
nights, back to school night, etc.) at your direction to your ESP staff so that their time is charged
correctly, and no transfers need to be made. Keep in mind there will now be multiple TCP codes
that charge to the Office of the Principal account, 1) Office of the Principal — Clerical 2) Office of
the Principal — Parapro, 3) Office of the Principal — Crafts/Trades.

Additionally, TCP is still being implemented throughout the District, so many job codes may not
yet exist in the system to report. If a new code ever needs to be created, please contact the TCP

Specialist to get the Job Code creation process started.

If you have any questions about TCP, please contact Sean Daniel. If you have specific questions
regarding accounting or budgeting practices, please contact Amber Hickman or Laura Hronik.
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X. Appendix

Job Codes that Use SmartFind Express for Absence Reporting:

Family Center Team Leader
Master Group Leader
Educational Assistant - Early Childhood
Educational Assistant — ELL
Educational Assistant — Reg. Ed
Educational Assistant — SPED
Educational Assistant - Title 1
Title 1 ELL Educational Assistant
Hall Monitor
Study Hall Supervisor
Class Size Aide
Teacher Assistant
Title 1 Teaching Assistant
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