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AT Tivie and Attendance

LTHCARE

APT Tivwvie and Attendance

The API Time & Attendance application is used to electronically clock in and out for each shift and lunch breaks.
Employees will submit PTO requests, view their PTO/PSL balances, enter special pay codes, change their cost
center and/or job class, and modify their timecards as it relates to their position. As a Timekeeper, your primary
role will depend on your access level. If you are an Editor, your primary role will be to edit timecards. If you are an
Approver, your primary role will be to approve timecards. It is best practice to monitor your staffs’ timecards on a
regular basis to help payroll processing run as smooth as possible.

You Hovvie Hereen

This default page is a great place to access key features of the system!

1. View your Unread Messages individually or all at once
2. View your Pending Requests from your employees
3. View your Critical Exceptions with one click!

APIHEALTHCARE | Time and Attendance

' Logout
a part of Sympir L

Home QuickBadge Employee Reports Actions Preferences

A 5 v Employee Pending R t
Good Morning, Timekeeper mployee Pending Requests

Vv  MyAnnouncements (1)
Importance Announcement
!
‘Welcome to API Time and Attendance. Should you need assistance, please reach out to your Timekeeper or call the PHMG Help Desk at (760) 291-6924.
Thank you.

o v MyUnread Messages (8) o WCalendar - 3

Priority Severity Attachment From Subject Date ocking - 2
E] i) System Account Employee Calendar Reguest Submitted For RN Test 12/24/2021 10:06 mAdjustment - 0
(=) i System Account Emplayee Clocking Request Submitted For RN Test 12/24/2021 10:05 Choose a Pay Group Instance:
=) i System Account Employee Clocking Request Submitted For PA Test 12/24/2021 10:01 Al Current v
@ ()] System Account Employee Calendar Request Submitted For PATest 12/24/2021 10:00
@ i System Account Employee Calendar Request Submitted For NP Test 12/24/2021 09:58 Vv Employees With Exceptions Counts

«.more...

[ Add Message ]I View Messages

> My Transaction Requests
> My Calendar - Month View
v MyBookmarks
Bookmarks

Employee Search

Employee LaborView

o-cmmﬂ '?0
PVOTiF... My Bookmarks holds all of your shortcuts...fewer clicks! Yes! BHandlad warings - 1

WInformational - 3
WHandled Informationals - 0

e Search for your employees individually (Employee Search) pending - 0
. . . ; [mNothing - 0
e See your Direct Reports, Sign-Off or Approve timecards (Employee LaborView)

Choose a Pay Group Instance:

All Current v
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My Wvead Mcééageé

All employee Calendar Requests and Clocking Requests will appear in My Unread Messages. You will also be notified via email.
Start from your Home screen

Open your My Unread Messages section

View your unread message details individually

. View all available messages

A WNPRE

APIHEALTHCARE | Time and Attendance

a part of ‘symplir

Home QuickBadge Employee Reports Actions Preferences Help

Good Morning, Approving Timekeeper

v MyAnnouncements (1)
Importance Announcement
]

Welcome to API Time and Attendance. Should you need assistance, please reach out to your Timekeeper or call the PHMG Help Desk at (760) 291-6924.

Thank you.

v My Unread Messages (40)

Priority Severity Attachment From Subject Date
@ i System Account Employes Calendar Request Submitted For RN Test 12/24/2021 10:06
o\;\ i System Account Employee Clocking Request Submitted For RN Test 12/24/2021 10:05
@ i System Account Employee Clocking Request Submitted For PA Test 12/24/2021 10:01
\E\ i System Account Employee Calendar Request Submitted For PA Test 12/24/2021 10:00
@ i System Account Employee Calendar Request Submitted For NP Test 12/24/2021 09:58

aMOre...
[ Add Messao View Messages

> My Transaction Requests (1)
> Mycalendar - Month View
2> MyBookmarks

Your messages will fill up quickly. It is a smart move to delete them on a regular basis after reviewing them.
1. Select all messages at once
2. View the specifics of an individual message
3. Delete all of your selected messages

ALTHCARE | Time and Attendance

Symplr

Home QuickBadge Employee Reports Actions Preferences Help

Filter Criteria
% Actions >

i) System Account Employee Calendar Request Submitted For RN Test 12/24/2021 10:06

Delete Selected The following request to add a transaction has been submitted.
R By: RN TestR On: 12/24/2021 at 10:06
Mark As Unread Date: 12/21/2021Time: 08:00Hours: 8.00Pay Code: PTOS - PHMG SCHEDULED PTO

Facility : 7 - PHMGCost Center : 63-61-1700 - Internal Med_GB-ClInJob Class: 5360 - RN | (FR}

Priority Severity Attachment StatusA From Subject When Created o
v

Bookmarks i System Account Employee Clocking Request Submitted For RN Test 12/24/2021 10:05 v

Employee Search The following request to add a transaction has been submitted.

Employee LaborView Requested By: RN TestRequested On: 12/24/2021 at 10:05Reason: Forgot to clock in

Date: 12/20/2021Time: 08:00

Facility : 7 - PHMGCost Center: 63-61-1700 - Internal Med_GB-ClnJob Class: 5360 - RN | (FR}

Report Favorites

Report Favorites do not exist.

i 0 System Account Employee Clocking Request Submitted For PA Test 12/24/2021 10:01 >
i) O System Account Employee Calendar Request Submitted For PA Test 12/24/2021 10:00 >
i 0 System Account Employee Calendar Request Submitted For NP Test 12/24/2021 09:58 >
i 0 System Account Employee Clocking Request Submitted For PD Test 12/24/2021 09:52 >
i D System Account Employee Clocking Request Submitted For PD Test 12/24/2021 09:51 >
i 0 System Account Employee Clocking Request Submitted For RN Test 12/21/2021 13:14 >
i 0 System Account Employee Calendar Request Submitted For NP Test 12/16/2021 12:45 >
i [} System Account Employee Clocking Request Submitted For PD Test 12/16/2021 12:42 >

123 4 NextPage>
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Ewployee search
You can search for an employee to view their time card, in multiple ways.
1. Select Employee from your toolbar

2. Search by Last Name, First Name, Code (PHMG ID #) or any combination
3. Select the My Time Card shortcut to review your time card

APIHEALTHCARE | Time and Attendance
a part of “symplr

Logout

Home Quil 4 Employee Reports Actions Preferences Help

Enteryour Employee search criteria:
M LastName Code

Advanced

ol First Name

My Time Card

Bookmarks

Bookmarks
Employee Search

Employee LaborView

Report Favorites
Report Favorites do not exist.

View Your Divect lleporfé

View a list of all of your Direct Reports in one place. Validate the accuracy of the list of employee names.
1. Select Actions from your toolbar
2. Select Employee LaborView

3. Or Select Employee LaborView from the Bookmarks shortcut

Time and Attendance

Logout

Home Quick Badge Employee 1 Actions  Preferences  Help

Employee Transaction
Employes m 2 ‘h L‘Lagcor\.'iew % B Reqluesls

v Employee
Bookmarks

= -
Bookmarks z}. Aump‘fgsrg%g\ent ’% Change PIN B‘ Messages
Employee Search

Employee LaborView Vv General

'5.8An nouncements

Report Favorites

Report Favorites do not exist.
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Take a Towr of the Time Cavd 4ereen (TCH)

This screen displays a ton of information all in one location!

1. Current Pay Period displays by default (view the previousand 7. Search for an employee or view all direct reports

next pay period from the drop down menu) 8. Time Card Entries for the current pay period
2. View your own Time Card or Search for an Employee 9. View all Benefit Balances (see PVoTip)
3. Approve, Delete or Deny a Time Card Request 10. Employee Information from Lawson
4. Enter Clocking and Calendar entries 11. View employee’s home Cost Center, Job Class, etc...
5. Refresh the screen after making an entry 12. View all hours that will be paid to the employee,
6. Approve the current Time Card (or UnApprove an Approved distributed by week, for the pay period displayed

Time Card)

Home QuickBadge Employee Reports Acti Preferences  Help

W Transactions (List)

v Employee Navigator
O Transactions Source DateA Time Hours Code Cost Center Job Class
Employee: 99999992 [
Name: PATest =] 2 Mon 11/22/2021 07:30 800 REG 20-20-1500 6299 >
Pay Period: =] ® Tue 11/23/2021 07:30 8.00 REG 20-20-1500 6299 >
1172112021 - 12/04/2021 v
< = 2 Wed 11/24/2021 07:30 800 REG 20-20-1500 6299 >
e | serer
2 =] = Thu 11/25/2021 08:00 8.00 HOL 20-20-1500 6299 >
Back to Search Results
! = & Fri 11/26/2021 07:30 800 REG 20-20-1500 6299 >
8
=] 2 Mon 11/29/2021 07:30 800 REG 20-20-1500 6299 >
Transaction Listitems = & Tue 11/30/2021 07:30 8.00 REG 20-20-1500 6299 >
« Calendars ¥ Clockings
. & = 2 Wed 12/01/2021 07:30 8.00 REG 20-20-1500 6299 >
+ Adjustments
¥ Retro Calculator Adjustments B ~ Thu 12/02/2021 07:30 8.00 REG 20-20-1500 6299 >
¥ Pay Period Only =] ~ Fri 12/03/2021 07:30 800 REG 20-20-1500 6299 >
+ Show Requests
v Exceptions » v Pay Distributions (Daily Hours} AH: 80.00 Total: 80.00
O PostedA  Description Type Created W Cost Center 20-20-1500 Job Class 6299
i a 11/25/2021  Holiday Benefit was automatically generated Calculation  12/11/2021 16:43
11/21-11/27 | 11/28-12/04
Pending Review Selected > Category: FHO Beginning Balance: 0.00000 Ending Balance: 0.00000 0 0 0 Y00

> Category: NME Beginning Balance: 0.00000 Ending Balance: 0.00000 HoLE 0 o
> Category: PTO Beginning Balance: 0.00000 Ending Balance: 0.00000

Employee Favorites v Total Worked 8.00 8.00 8.00 8.00 8.00 40.00
> Notes

4 Add Calendar | Add Clocking
- “  Supervisors
5

Supervisor# Opened Forwarded When Status Changed % _ pccumulates toward worked hours
(<) Approving Timekeeper Test
/ Timekeeper Test

> Pay Distributions (Actual Hours) AH:80.00 Total: 80.00
Employee Actions

1 Employee General Information

General Address

HireDate:  01/01/2021 " ,—-*-PVOTiP... The Benefit Balances section
Birth Date: 01/o1 o
Employee Sections status: Active displays the beginning and ending balances for all
Last Login: Maon 01/10/2022 08:15 . ) .
the benefit categories assigned to you.
3 Labor Distributions . . .
~ Code-Test -Primary Home e View the details of PTO taken, PTO submitted
Email Addresses Facility: 7 Daily Overtime Hours: 08.00 H
Cost Center: 20-40-2210 Weekly Overtime Hours: 00.00 fOr the current pay per|0d and fOr year to
Job Class Code: 5320 Full Time Equivalent: 01.00 date tota|s of ava“ab|e PTO
Bookmarks Pay Group Code: 1 Lunch Length (Hours): 1.00 :
Bookmarks Effective Date: 08/01/2021 Daily Hours: 08.00
Employee Category Code: E Payroll Group Code: OTHER
A 10y Search Employee Class Code: FT Status Code: 400
Employee LaborView “!p Che Lol [E us o
Shift Code: 1 Grade Code: FT

Approved Hours: 80.00

Report Favorites ~

Report Favorites do not exist. > Auto Labor Distributions
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Ewiployee LaorView

This is the best location to see more timecard details for your direct reports, all in one spot! After all timecards have been
edited and verified for accuracy, you can Approve or Sign-Off on all of them at once (or multiple at a time) from this screen.
You can also open and review individual time cards or multiple time cards in succession.

2 |p7J W

PVOTIP Your employee list can be sorted by each column. Select an individual employee,
more than one employee or select all employees by checking the box in the top row! Yes!

e Approve the selected Time Cards (if you are an Approver)

e Sign Off the selected Time Cards (if you are an Editor)

e Filter your employee list

e Open an employee’s Time Card (or open many if multiple employees are checked)

e Employee Reports Actions Preferences Help

Actions % > Filter Criteria
Sup Employee Employee Pay Cost Job No Total Premium Total Aprvd
_ Status Typ Last Name First Name Group Center Class Lun v E Ovt Hrs Pay WrkHrs Hours
4 0 Test PD 1 20-15-9110 5636 0 3 o 1.00 1.00 4650 80.00
D 4 Test RN 1 63-61-1700 5360 ] 2 4] 4.00 4.00 28.00 80.00
For
_— 0O 4 Test NP 1 23-28-1100 5319 0 o o 0.00 0.00 80.00 80.00
LaborView: 0 4 Test PA 1 20-40-2210 5320 0 0 0 0.00 0.00 80.00 80.00
All Employees hd o 5 0 5.00 5 23650 320,00

Appro\/ing Peguests
Once you open an employee’s (or multiple employees’) timecard, the most current pay period will display.

All of the Add Calendar requests (PTO, Bereavement, Jury Duty) and Add Clocking requests (missed clocking
edits, corrected pay codes, facility code modifications, etc...) will display on the Transactions (List).

e Review the first employee’s requests

e Check the box next to each Calendar request

e Click Approve Selected

e Select Calc Me Now ... continue to the next employee’s timecard

“ Transactions (List)

Employee Navigator v
T AeTE N (m] Transactions Source DateA Time Hours Code Cost Center Job Class
mployee 1 of
Employee: 99999993 ﬂ B ~ Mon 11/22/2021 07:30 8.00 REG 23-28-1100 5319 >
Name: NP Test .
Pay Period: B ~ Tue 11/23/2021 07:30 8.00 REG 23-28-1100 5319 >
11/21/2021-12/04/2021 v B 2 Wed 11/24/2021 07:30 8.00 REG 23-28-1100 5319 >
m B » Thu 11/25/2021 08:00 800 HOL 23-28-1100 5319 >
B A Fri 11/26/2021 0730 800 REG 23-28-1100 5319 >
2 i [ Mon 11/29/2021 800 BRYV 23-28-1100 5319 >
Transaction List ltems v ~ Mon 11/29/2021 07:30 8.00 REG 23-28-1100 5319 >
+ Calendars ¥ Clockings 2 Tue 11/30/2021 07:30 8.00 REG 23-28-1100 5319 >
% A
¥ ’::Jt:m ;n:;mmdju ments iz [ Wed 12/01/2021 400 PTOS 23-28-1100 5319 >
etro Calc stments
B ray Period Only B & Wed 12/01/2021 07:30 8.00 REG 23-28-1100 5319 >
+ Show Requests
v Exceptions v Pay Distributions (Daily Hours) AH:80.00 Total: 80.00
TransactionList Actions ] Posted”A  Description Type Created V' CostCenter23-28-1100 Job Class 5319
(] i a 11/25/2021 Holiday Benefit was automatically generated Calculation  12/11/2021 16:43
pprove Sele
I Handle Selected " Unhandle Selected
= s 2 2 Tous
noowe omoom o ow
> BenefitBalances z
Pending Review Selected 5 REG® Y LY D el EELY
Notes T 8.00 8.00
> Supervisors
> Labor Distributions Total Worked 8.00 800 800 B00 800 40,00
Employee Favorites 2% >

Auto Labor Distributions

Add Calendar | Add Clocking

—PVOTIF If Denying a Clocking Request that has a corresponding clock in/out punch, both

= cIocklngs should be denied to avoid incorrect system calculations due to a missed punch.
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Editing Existing bequests
Each request contains additional options from its own drop down menu. The menu contains tabs that allow for modification.

The General tab, displays all of the pertinent information relating to the specific request (Date, Pay Code, Cost Center, Job
Class, Hours, etc...). To modify the request on your employee’s behalf, open this section and enter the applicable adjustments.

a "~ Tue 11/30/2021 07:30 8.00 REG 23-28-1100 5319 >
Employee Navigator
. [ Wed 12/01/2021 400 PTOS 23-28-1100 5319 v
Employee 1 0f 5 >
Employee: 99999993 [l
Name: NP Test
Pay Period: General Audits
11/21/2021 - 12/04/2021 v
Date* Cost Center

e 20202 @ o 23281100 =
Pay Code* Job Class

PTOS = ° 5319 =

Transaction List Items Device Number

¥ Calendars # Clockings ‘

¥ Adjustments Hours/Units*
¥ Retro Calculator Adjustments

¥ Pay Period Only
+ Show Requests Amount (Dollars)

Transaction List Actions Lunch Length (Hours)

Approve Selected | ‘
[E—

Pending Review Selected
Re 1 Reason
Set Requested Selected Half Day
Employee Favorites 2%

Add Calendar | Add Clocking
Monthly View

TCS

The Notes tab, is where you enter your notes. All notes can be seen by the employee and are discoverable when running
reports or performing audits. The subject line and notes that you enter, should be pertinent to the specific transaction
that you are editing and are used to help tell the story behind your modifications, denials and approvals (if applicable).

Remember to select Calc Me Now after making any adjustments to the timecard.

] - Tue 11/30/2021 07:30 8.00 REG 23-28-1100 5319 >
[ Wed 12/01/2021 4.00 PTOS 23-28-1100 5319 v
Employee 1 of 5 > @ @
Employee: 99999993 [ “
Name: NP Test
Pay Period: 2 | Notes | Audits
11/21/2021 - 12/04/2021 v
Notes do not exist.

CEEoEcTE (R

Subject
Transaction List Items v o
¥ calendars  # Clockings

+ Adjustments
¥ Retro Calculator Adjustments

Employee Navigator

Text

¥ Pay Period Only
¥ Show Requests

TransactionList Actions °

Employoe Favorites .
Add Calendar | Add Clocking

B B Wed 12/01/2021 0730 800 REG 23-28-1100 5319 >
B - Thu 12/02/2021 07:30 8.00 REG 23-28-1100 5319 >
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Addin@ a rleqmcef on Yowr Employee‘e Yehalf
It is best practice to have your employees enter their own Clocking edits (correcting their timecard, adding missed clockings, etc...)

and Calendar entries (PTO, Bereavement, Jury Duty). When this is not possible, a Timekeeper may enter these requests on the
employee’s behalf. Remember, you can do anything to your employee’s timecard that your employee can do. So... keep it simple!

Calendar Entries
Add a Calendar entry for your employee. Enter in all of the pertinent information (if applicable... leave Cost Center and Job Code
blank if the employee is working in their home cost center or main job class) and select Calc Me Now.

Home QuickBadge Employee Reporis Actions Preferences Help

v Employee Navigator

— Employee 2 of 4
Employee: 99999992 &
Name: PA Test

Pay Period:

11/21/2021 - 12/04/2021 A

My Time Card

« December 2021
Sun Mon Tue Wed Thu
28 29 30 01 o02

Cost Center

12/27/2021

Pay Code”™ Job Class T W @

PTOS

I

Search 12 13 14 15 16

Time™
08:00

Back to Search Results 19 21 22 23

I

fad ProTip... It's a good idea
to add a Note when
modifying an employee’s
Amount(Dollars)  tjmecard. Use the Notes tab.

Hours/Units* =

Employee Favorites £.00

Add calendar | Add Clocking
Monthly View

I

Clocking Entries
Add a Clocking entry for your employee. Enter in all of the pertinent information (if applicable) and select Calc Me Now.

Home QuickBadge Employee Reports Actions Preferences Help

v Employee Navigator / Field Look Up Values

= Employee 2 of & = General | Notes & Facility:7
Employee: 99999992 [
Name: PA Test

Description
Acute Care Case

Cost Center
11/30/2021 v l 0[20—1?—2370 \/I

Pay Period: Mar i
11/21/2021 - 12/04/2021 v Job Class Chart Abstractor
: v o 3351 v Offsite
CayineaEmt Sk l [ l Scheduling Clerk
Back to Search Results Special Code 17 Override Code LVN

Coding Integrity
Auditor Inpatient

Special Code 27

Employee Favorites & Outpatient
@ v ) 3379 Lead Rad Tech -
| Addc | )} Add Clocking | ol Code 5 G BroTip... It's a good idea intpentiRlationn
Hiama toL;dd a Note when L Case MgrLVN
- e , 3414 Admin Partner-
special Code 4° modifying an employee’s Radiology
N timecard. Use the Notes tab. 3424 Recept/Scheduler
Employee Actions BliS Lead Qr.Tho
Special Code 5* Technician
Add Message N 3463 Mammography
Add Pay Period Note Tech
3471 Radiology
Technologist Aide
3472 Radiology

Trrbmnlnmiet |
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Approving Time Cards

Defore Apm\/mg Tiwecar ds

e All Critical Exceptions must be cleared in order to process payroll

e All Time Edits should be completed

e Calendar and Clocking Requests should be Approved or Denied (or entered by you on your employee’s behalf if necessary)
e Review the employee’s Pay Distributions (represents the hours that will pass over to Lawson and be paid to the employee)
e Itis best practice to have your Employees Sign - Off on their timecards prior to approving

Approve from Employee Time Card Screen
The @ symbol next to the employee’s id indicates the employee has been approved.

Home Quick Badge Employee Reports Actions Prefe

Transaction List Actions ' Transactions (List)

ARECveelectd O Transactions Source DateA Time Hours Code Cost Center Job Class
B - Mon 11/22/2021 07:30 8.00 REG 20-40-2210 5320 >
B - Tue 11/23/2021 07:30 8.00 REG 20-40-2210 5320 >
Pending Review Selected
B ~ Wed 11/24/2021 07:30 8.00 REG 20-40-2210 5320 >
Set Requested Selected
B - Thu 11/25/2021 08:00 8.00 HOL 20-40-2210 5320 >
E - Fri 11/26/2021 07:30 8.00 REG 20-40-2210 5320 >
Employee Favorites v
Add Calendar | Add Clocking B - Mon 11/29/2021 07:30 £.00 REG 20-40-2210 5320 >
Monthly View B - Tue 11/30/2021 07:30 8.00 REG 20-40-2210 5320 >
TCS =] “ Wed 12/01/2021 07:30 8.00 REG 20-40-2210 5320 >
B - Thu 12/02/2021 07:30 8.00 REG 20-40-2210 5320 >
Employee Actions v B - Fri 12/03/2021 07:30 8.00 REG 20-40-2210 5320 > -
1 Approve Time Card v Exceptions 9 v Pay Distributions (Daily Hours) AH: 80.00 Total: 80.00
O Posted/A  Description Type Created W CostCenter 20-40-2210 Job Class 5320
i i i 2
O ﬁ 11/25/2021 Holiday Benefit was automatically generated Calculation  12/11/2021 16:43 11/21-11/27 11728 - 12/04
Handle Selected I Unhandile Selected
Employee Sections v 23 24 25 26 27 Totals

m Benefit Balances REGZ 8.00 8.00 8.00 8.00 32.00

Notes HOLE 8.00 8.00
Lahor Distributions Total Worked 8.00 8.00 8.00 8.00 8.00 40.00
Auto Labor Distributions

Bookmarks * = Accumulates toward worked hours

Bookmarks
Employee Search
Employee LaborView

> PayDistributions (Actual Hours) AH: 80.00 Total: 80.00

Approve from Employee LaborView
Go to Actions and select Employee LaborView or Go to Bookmarks and select Employee LaborView.
Approve one time card at a time or multiple at once by selecting the appropriate checkbox.

Home Quick Badge Employee Reports Actions Preferences Help

Filter Criteria
v Actions >
Sup Employee Employee
Approve Time Card Status  Typ Last Name'v First Name

(]}
@ m] ] e Test Approving Timekeeper
e ———— @ = m] / i} @ Test NP
in - S 6 .

Laborview:
AllEmployees A

Pay Group Instance:

All Current v

Bookmarks

Bookmarks
Employee Search
Employee LaborView
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Running Reports

llepor’r Vasics

The Reports section displays the reports available within the APl Time and Attendance application.

Tips for Running Reports
e Torun areport, click the open folder symbol next to the one you want.
e Enter criteria to meet your report needs, specifically selecting only the necessary departments.
e The Change Parameters button is located in the left pane after the results display and allows you to change the
criteria you ran the report for.
e You can export the report results using the options in the left pane.

Home QuickBadge Employee Reports Actions Preferences Help

Report Groups Filter: I:
All Audit V' Audit - Audit Reports

e— Employes Na_me _ When Medified When Created
@ Edits Made by Supervisor 05/28/2020 17:29 11/07/2005 12:29
HEtorics) SLRSINECY (@) Employee Audit Report 05/28/202017:29 01/01/2000 00:00
S @ Employee Audit Report Archive 01/01/2000 00:00 01/01/2000 00:00
@ TCR Archive 01/01/2000 00:00 01/01/2000 00:00

W  Custom - Custom Reports

Bookmarks Name When Modified When Created
Bookmarks @ Custom Historical Request Summary by Organization Unit 08/23/2021 11:57 08/23/2021 11:57
Employee SEE'““_ @ Daily Productive Hours Labor Report 06/30/2017 14:57 01/23/2014 07:29
Employee LaborView @ Employee Custom Request Summary by Organization Unit 06/21/2021 10:30 06/21/2021 00:00

Common Reports
e Supervisor Hours by Pay Code
v Reports > Time and Attendance > Supervisor Hours by Pay Code

v Displays employee hours for a specified pay code
e TCR Archive

v Reports Audit > TCR Archive

v Displays employee time card information for a specific pay range (allowing supervisors to view and export
information from a previous pay period)

v’ Can only be ran in 8 week increments at a time
e Supervisor Employee Note History

v Displays a list of notes for a specified employee and timeframe
e Supervisor Charge Back Non-Home Employee Detail
v Reports > Supervisor > Supervisor Charge Back Non-Home Employee Detail
v Displays the hours charged to the department for non-home labor distribution employees who worked in
that department during a specified date range
e Supervisor Critical Exceptions
v’ Lists employees that have critical exceptions on their time card
v’ Critical Exceptions MUST be cleared in order to process payroll
e Supervisor Exceptions Report
v’ Lists employees that have warning exceptions on their time card
v Exceptions should be reviewed and cleared prior to approving timecards
e Supervisor Employee Listing
v Displays list of employees based on specified parameters (ie. Status, Cost Center)
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Forward Your Employccé 10 Another Timeléecpcr

If you are going on PTO or will be out of the office for a while, you can forward your employees to another Timekeeper, to edit and
approve their timecards. You can forward all of your employees to one supervisor or divide your employees among multiple
supervisors. If you are forwarding timecards to an employee that reports to you, you will need to forward their timecard to

someone else, as employees cannot approve their own timecards.

Select Actions from your Toolbar and Auto Forward Assignment

Home Quick Badge Employee 1 Actions Preferences Help

All Approval v Approval
Employee Transaction
ELoEs e 'h Latorview % Reguests

Vv Employee

Bookmarks

A *
uto Egs%ﬁrrﬁent ’% Change PIN G Messages
¥ General Auto Forward Assignment

':‘.aAnncuncements

Bookmarks
Employee Search
Employee LaborView

Select Employee Forward Enter the Effective Dates and click Next

Home Quick Badge Employee Reports Actions Preferences Help Home Quick Badge Employee Reports Actions Preferences Help

You have not forwarded any emplc

Choose your auto-forward dates, 1
bl Effective Date”

(1272772021 v

Actions

S s

Auto-Forward Add Actions

Expiration Date

Bookmarks — r—— (1273172021 v |
“ Bookmarks
Bookmarks Employee Search
Employee Search Employee LaborView
Employee LaborView
Search for the Timekeeper that you will Select the employees that you want to forward
forward your employees to to this Timekeeper and click Forward Selected

Home Quick Badge Employee Reports Actions Preferences Help

Home QuickBadge Employee Reports Actions Preferences Help

Informational Messages
Auto Forward: Search for then specify the supervisor you wish to forward

Enteryour Employee search criteria: v Auto-Forward Add Actions v

Last Name Code
10 Forward Selected

= v] [ v]

= Search Actions

Informational Messages
Employee Selection: Selecting Employees to forward to”

= Choose the employees to auto-forward to Timekeeper Tes
Auto-Forward Sections

" . First Name
As! t List
S—
Bookmarks Test
Bookmarks : Bookmarks Test
Bookmarks Employee Search
Employee Search 1 item was found. Emol LaborVi Test
= oA First Name mployee Laborview Test
Employee Laborview Last Nam
Test Timekesper Tast
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