Ysleta Independent School District

EmpCenter 9.7.0.2 by
Workforce

Employee and Supervisor Upgrade
Training
April 6 & 7, 2015




Ysleta Independent School District

Two New Systems

 The clock software
— Look and functionality almost identical

« EmpCenter Software - internet application
— Many screen layout changes
— Some product enhancements
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Persons working a different job have
different sequence at clock

unch In

Chose the Task prior
to the Location
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Select your Task

 We have created task lists for certain departments or
positions.
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Select your Location
Funchy
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Persons working a different job have
different sequence at clock

unch In

Chose the ©
Task prior

to the )
Location




Ysleta Independent School District

Logging into EmpCenter — old screen

YSLETA Independent School District Production

User ID:

Password:

Forgot Your Password?

English | Espafiol | Francais

Copyright © 1999 - 2015; WorkForce Software, Inc. All rights rezerved.
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Logging into EmpCenter — New Screen

Web Address:
https://empcenter.yisd.net/workforce/Logon.do

b | Expafial| Franca
:'> _ _ peweed vy WorkEorce
Copyrigen© . ek WorkFore Softwan. Todoa e derechoa reaeres. o TR TEGETWARE

The Log in screen is much larger and the choice for the language preference is
very small in the bottom left corner.
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tions

If you miss the language choice, there is a new feature that on ANY screen,
top right hand corner, you can switch languages. Look for Spanish Flag to
change to Espafol.



Supervisor Dashboard — Old Screen

{ ) Time Entry

v)  View My Hours
Edit Employee Time

Edit Time for Groups

.?; :.\-,I':r

Approve Time Sheets

&

Lt View Past Assignments

|ﬁ Reports

a0 View General Reports

&4 View Group Reports

& Employees

g Edit Assignments

12| Schedules

My Time Off

=
%5 Review Time Off Requests

o Assign Schedules
% Manage Group Schedules

;, Settings

¥ Change My Password

Manage Delegations

No Configuration Allowed

Bank Balances

Catastrophic lliness Bank 0 Hours
Comp Time Earned Bank 0 Hours
Holiday Exchange Bank 0 Hours
Life Threatening lliness Bank 0 Hours
Military Duty Bank 0 Hours
MNon Duty Days Bank 40.5 Hours
Sick Local Bank 3.5 Hours
State Personal Bank 19.5 Hours
State Personal Grandfathered Bank 0 Hours
Vacation Bank 0 Hours
Work Day Bank 164 Days
Time Off Request
Details & Status

"7 KATHLEEN TURNER Approved
(DIRECTOR PAYROLL)
"7 KATHLEEN TURNER Approved
(DIRECTOR PAYROLL)
" KATHLEEN TURNER Approved
(DIRECTOR PAYROLL)
"7 KATHLEEN TURNER

Approved
(DIRECTOR PAYROLL)
"™ KATHLEEN TURNER Approved
(DIRECTOR PAYROLL)

"M KATHLEEN TURNER

Ysleta Independent School District

Date

06/01/2015 -
06/02/2015

05/27/2015 -
05/29/2015

04/10/2015

04/08/2015

03/26/2015
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Supervisor Dashboard — New Screen

Wil Il 1 £
Welcome to the Customizable Dashboard! x) fost
You can customize the links on this page using the icons lost
described below. These icons wil appear when you hover over a
link.
ifter

Click on the '@ to move a link to your favorites. These wil
appear on the top of the dashboard for easy access.

If you no longer need a link in your favorites you can click on the
#. . This wil move the link back to its original category.

You can reorder links by dragging and dropping them to a new
location.

Holiday Exchanage Bank (PRINCIPAL . ...
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Supervisor Dashboard — New Screen

. Exceptions
(04 ) Time Entry 12| Schedules
L I
¥) Enter My Hours # My Time Off BERNADETTE AGUILAR ~
Fri 02/06
5 Edit Employee Time #5 Review Time Off Requests ) ) o
P overTime has been calculated. Supervisor must indicate ...
&5 Edit Time for Groups » Assign Schedules IRENE AGUIRRE
" Manage Group Schedules Fri 02/06
P overTime has been calculated. Supervisor must indicate ..
JACOBO ALVARADO
2 Tue 02/10
|d S [ Settings P Requested time off exceeds time available in Sick Local B..
DAVID ANGERSTEIN
4 View Reports % Change My Password Mon 02/02

9Requested time off exceeds time available in Sick Local B..
LORE ARELLANO
Thu 02/05 A

-

Manage Delegations

Bank Balances

Catastrophic lliness Bank 0.00 Hours
Comp Time Earned Bank 0.00 Hours
Holiday Exchange Bank 0.00 Hours
Life Threatening lliness Bank 0.00 Hours
Military Duty Bank 0.00 Hours
Non Duty Days Bank 40.00 Hours
Sick Local Bank 208 .50 Hours
State Personal Bank 232.00 Hours
gl:;s Personal Grandfathered 0.00 Hours
Vacation Bank 0.00 Hours
Work Day Bank 164.00 Days

Time Off Request

Details Status Date

= LOUIS MARTINEZ MM32014 ~
(PRINCIPAL HIGH
SCHOOL)

= LOUIS MARTINEZ 061112014
(PRINCIPAL HIGH hd
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Time Entry Block - no change

LY ) Time Entry

v View My Hours

. Edit Employee Time

{5 Edit Time for Groups

%% Approve Time Sheets

] View Past Assignments
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Reports Block
e Old e New

a4 View General Reports o View Reports

&y View Group Reports
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* New
— No longer available to
any employee,
timekeeper or supervisor

& Employees — Contains information
uploaded from Human
4 Edit Assignments Resources / Munis
application

— Editing is done only by
SuperUser and
Administrator Access
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Schedules Block — no change

12| Schedules

My Time Off

Review Time Off Requests

-
%,
» Assign Schedules
2

Manage Group Schedules
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Settings Block — no change

,;5'._’ Settings

» Change My Password

=

Manage Delegations
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Exceptions Block — NEW Feature

Exceptions

Pvi P ¢ @
BERNADETTE AGUILAR A

Fri 02/06

P OverTime has been calculated. Supervisor must indicate .
IRENE AGUIRRE
Fri 02/06

P OverTime has been calculated. Supervisor must indicate .
JACOBO ALVARADO
Tue 0210

P Requested time off exceeds time available in Sick Local B...
DAVID ANGERSTEIN

Mon 02/02
-ﬁREQUEStEﬂ time off exceeds time available in Sick Local B. ..

LORE ARELLANO
Thu 02/05 B

We will learn how to configure this in a moment
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Bank Balances Block — no changes

Bank Balances

Catastrophic lliness Bank 0 Hours
Comp Time Earned Bank 0 Hours
Holiday Exchange Bank 0 Hours
Life Threatening lliness Bank 0 Hours
Military Duty Bank 0 Hours
MNon Duty Days Bank 405 Hours
Sick Local Bank 3.5 Hours
State Personal Bank 19.5 Hours
State Personal Grandfathered Bank 0 Hours
Vacation Bank 0 Hours

Work Day Bank 164 Days
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Time Off Request Block — no changes

Time Off Request

Details Status @ Date .

" KATHLEEN TURNER e 06/01/2015 -
(DIRECTOR PAYROLL) PP 06/02/2015
" KATHLEEN TURNER e 059712015 -
(DIRECTOR PAYROLL) PP 05/29/2015
"» KATHLEEN TURNER

- A d 04/10/2015
(DIRECTOR PAYROLL) PpIove

7] KATHLEEN TURNER

Approved 04/08/2015
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Configuration of New Dashboard
Defining the Exceptions that Display 1 of 5

Exceptions

Pvl PV /v @

Fal
+’' 6.08 total hours entered on the timesheet are less than 8.0 sc...

+ The State Personal Bank has decreased by 1.0 hours. Most p...
Tue 01/27

' Employee's In-Time is more than 5 minutes late
Fri 01/30

# Employee is projected to receive overtime this period.

+ Employee's QOut-Time is more than 5 minutes early.
Mon 02/02

| 4 Missing In or Out time.

+ Employee's Out-Time is more than 5 minutes early.

« The Sick Local Bank has decreased by 4.0 hours. Most pay c...
Wed 02/04

+ Employee's Out-Time is more than 5 minutes early.

A
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Configuration of New Dashboard
Defining the Exceptions that Display 2 of 5

Exceptions

Click on the “gear” icon on the far right. l

Pvl Pvl Vvl @

mguucu.
+ 6.08 total hours entered on the timesheet are less than 8.0 sc._.

L

+ The State Personal Bank has decreased by 1.0 hours. Most p...
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Configuration of New Dashboard
Defining the Exceptions that Display 3 of 5

Review Time Off Reauests
Configure Dashboard Exceptions

iss
Jar User Preferences

[] Show assignment descriptions

Sort by: qusignment v

Assignment
ett] E . ‘-
xceptions .

[v] select Al 110 selected
>ha
il [+] Catastrophic Ilness Bank Exhausted o

[+] Clock out time is before clock in time

[v] Comp Bank must be exhausted before
requesting vacation time

[v] Comp bank must be exhausted before using
grandfathered bank

[+] Comp bank must be exhausted before using the
non duty days bank

[+] Comp bank must be exhausted before using the

n

1=

ot Tha Stata Parcanal Bank has dacrasacad ba 1 0 haure pouas s moouo s e s o Lo oo,
ﬁonﬁgur& Dashboard Exceptions

User Preferences

[*] Show assignment descriptions

Sort by: | Assignment v

Exceptions

[v] select Al 110 selected

[v] Catastrophic Ilness Bank Exhausted

[+*] Clock out time is before clock in time

[v] Comp Bank must be exhausted before
requesting vacation time

[v] Comp bank must be exhausted before using
grandfathered bank

[v] Comp bank must be exhausted before using the
non duty days bank

- sick |0ca|tb§nk v [v] Comp bank must be exhausted before using the
signmen roups
gi ¥ ke sick local bank v
[v] Select Al 258l Assignment Groups
[v] EDITH ZALACE's Employees [ select Al 1 selected
[v] KATHLEEN TURNER's Employees .
[ ] EDITH ZALACE's Employees
Save Cancel - [+*] KATHLEEN TURNER's Employees
”’:""’:\“':“‘;\-‘P DAnl 28 NN Uniw~ Save
PAYRUOLLY
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Configuration of New Dashboard
Defining the Exceptions that Display 4 of 5

Once Saved, you will come back to the home page continue the configuration as
follows:

34 3.3

Pv PV Vv &

CODOACIES A MECDETE M DLW 1 F

Exceptions

Here you will designate the level of severity. RED — will not get paid. YELLOW —is
just a warning. WHITE = is information only. We would suggest removing the check mark
from the yellow and white boxes so only the critical errors will load to your dashboard
each time.
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Configuration of New Dashboard
Defining the Exceptions that Display 5 of 5

Exceptions

PV PO Y0 @

GRACIELA NEGRETE - CLERK IlI
Fri 02/06
P Missing In or Out time.
LAURA ROSALES - CLERKIIII
Mon 02/02
P Missing In or Out time.

Employees are listed alphabetically by last name - red exceptions only
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Configuration of New Dashboard
Finding and Defining Your Favorites 1 of 4

(v Time Entry

¥) View My Hours
L3

Edit Employee Time

ﬁ Edit Time for Groups

-=)
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Configuration of New Dashboard

Finding and Defining Your Favorites 2 of 4

(Y ) Time Entry

&5 Edit Time for Groups

View My Hours

!

Edit Employee Time

Approve Time Sheets

.?.5

Lt View Past Assignments

.
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Configuration of New Dashboard

Finding and Defining Your Favorites 3 of 4

&'V) Time Entry | l2|

v) View My Hours .
%’ Edit Employee Time ’fg
{5 Edit Time for Groups & B

Add to favori-t:es‘fq

Hovering over a line item will bring a Yellow Star into view
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Configuration of New Dashboard

Finding and Defining Your Favorites 4 of 4

. ¢ Favorites
L)

4% Edit Time for Groups

Clicking on the Yellow Star will create a new Dashboard Block called
“Favorites” on the top left. You can add / delete to this box to
customize your dashboard.
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Supervisor Dashboard — New Screen

S ¢ Favorites 12| Schedules
=)
fa Review Time Off Requests I Assign Schedules
% Edit Employee Time * My Time OFff
% Approve Time Sheets % Manage Group Schedules

'. ) Time Entry ;] Settings

¥)  View My Hours & Change My Password
,[5 Edit Time for Groups %, Manage Delegations

Lt View Past Assignments

|ﬁ Reports

& View Reporis
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Review Time Off Requests — old view

Logged in as GEORGE, WASHINGTON T

Loqg Of

= wencer @ tome @ Help _
801 Time Off Approval Summary

Pending Redquests
Action Employee ID a Approval Status Employee Name Assignment Description Start Date End Date
‘-.,5 999989 Pending TYLER, JOHM A TYLER, JOHM A (CUSTODIAM) 0517201 0517201

Request History

A list will appear of all requests
waiting for your action. You
Pending F must click on the “Action” “gear”
to approve or deny.

Action

W

Request t
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Review Time Off Requests — new view

Time Off Review Summary

Pending Requests

Current filter: none

Employee ID -
187449
187449
24258
24258
24258
24258
24258

Employee Name
BOMILLA, L P (CLERK V)
BOMILLA, L P (CLERK IV}

ROSALES, LAURAL(CL...
ROSALES, LAURAL(CL...
ROSALES, LAURAL(CL...
ROSALES, LAURAL(CL...
ROSALES, LAURAIL(CL...

Time Off Request History

Approval Status
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Start Date
03102015
03/08/2015
03/05/2015
02M19/2015
021372015
021372015
02122015

End Date

03102015
03/09/2015
03/05/2015
02M19/2015
02M372015
021372015
02122015

Hours Requested

== R e R AT = == B == B = =)

Last Modified

03/05/2015 0318 pm
03/06/2015 08:38 am
03/05/2015 0313 pm
03/05/2015 03:41 pm
03/05/2015 03:41 pm
03/05/2015 03:42 pm
03/05/2015 03:30 pm

=r Change Filter | gr

History is not below but in a “tab at the top. The action gear is gone — simply click
on the line anywhere. New Search Filter is available in the top right. The hours
requested appear. The date “last modified” is a new item — you can sort on who
asked first!
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Reviewing Time Off — New Functionality

A search Filter on Top Far Right of Screen
== Englishw Logged in as TURNER, KATHLEEN M

To Define
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Reviewing Time Off — New Functionality

Click on the search Filter on Top Far Right of Screen

Request Filter

From:

ol

To:

Employee Name:

%y Filter Cancel

Enter Dates for the absence range — for instance the pay period
or the employee name. For instance, searching on name “B” will
return all employees whose last name begins with an B
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Reviewing Time Off — New Functionality

Filter results so you can see just what you want

Time Off Review Summary

Pending Requests Time Off Request History

Current filter: Employee Mame: b

Employee ID = Employee Hame Approval Status = Start Date End Date Hours Requested Last Modified
18749 BOMILLA, L P (CLERK V)  Pending 03020145 03020145 g8 03/05/2015 03:18 pm
18749 BOMILLA, LF (CLERK V) | Pending 03092015 030912015 g8 03/06/2015 08:38 am
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a Home @ Help

Time Off Approval Review for TYLER, JOHN A (CUSTODIAN) (999989)

Request Summary

O LD Date Paycode Hours Requested Date and Time requested

05M7/2011 liness of Doctor — Local 1st 425
V | E W Adjusted Bank Balances
Assignment Bank Description Initial Balance  Ending Balance ’
Agaregate Assignment - YS_BI_WEEKLY Vacation Bank 188.00 188.00 Em ployee S Ieave
Agagregate Assignment - YS_BI_WEEKLY State Personal Bank 148.00 148.00
Aggregate Assignment - YS_BI_WEEKLY State Personal Grandfathered Bank 0.00 0.00 ba Ia n Ces befo re a n d
Agaregate Assignment - YS_BI_WEEKLY  Sick Local Bank 174.00 169.75 f h .
Agaregate Assignment - YS_BI_WEEKLY Comp Time Eamed Bank 0.00 0.00 after this request

Request History

Date Approval Status User Comments
05/12/2011 10:56 am Pending TYLER, JOHM A Doctor Appointment.
Exceptions
Date Exception Message Severity CO m m e nt tO

05/17/2011 The Sick Local Bank has decreased by 4.25 hours.  Info.

Employee
Manager Comments

Reject or

Approve

i) Reject this Time Off Request,
'E) Approve this Time Off Request.

@ Back

0 Open the Group Schedule.
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Reviewing Time Off — New Functionality

EmpCenter @ v -

a Home

Time Off Review Summary

=| View Request List & Approve Request x Reject Request
* Pendi
Reques': Summary E— Exceptions (1) Bank Usage || History (1)
BONILLA, L P (CLERK [V)
Date Message Severity
Date Pay Code Hours The Sick Local Bank has decreased by 7.24 hours. Most
Mon 03/00/2015  Personal lllness Local 8.0 « 03/09/2015 pay codes will deduct from the Comp Time Earned Bank  Info.

first before deducting the Leave Bank.

[ — Sick Local Bank

1,000
— Comp Time Earned Bank
500
0
Jan 11 Jan 25 Feb 8 Feb 22 Mar 8 Mar 22 Apr 5 Apr19 May 3 N
2015 2015 2015 2015 2015 2015 2015 2015 2015
With Current Request Requests: This Request Pending
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View Request List o Approve Request || S8 Reject Request
Date Message
Date Pay Code Hours The Sick Local
Mon 03/09/2015 Personal liness Local 8.0 03/09/2015 pay codes will

first hefore ded
Manager Comments

& Approve Request Cancel

Approving or
Rejecting will open
the comment box
— None required
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Reviewing Time Off — always do first

e Missing time does not show as an
exception

* Always approve time off prior to
approving the time sheets

 Unless and employee is on a leave of
absence, all monthly employees should
have same number of hours to be
approved

 Edit Time Sheets has not changed.
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Approving time sheets — old view

Clear Exceptions, approve then SAVE approvals BE
VERY CAREFUL when using “Approve All”

@ Heln Logged in as GEORGE, WASHINGTON T Log
Approve Time Sheets for WASHINGTON GEORGE's Employees

T IH save Approvals ||<8 Approve All |

]

— Approve Current Time Sheet for Period Ending 04/22/2011

W Employee & Assignment Hame Total Hours RegHours  Absence Hours OThours  Other Hours  Exceptions Manager's Approval
999981  CUSTODIAN  ADANS, Jay 8.0 0.0 8.0 0.0 0.0 No [ approve | [2)
999982  CUSTODIAN  JEFFERSON, THOMAS 8.0 0.0 8.0 0.0 0.0 No |
999983  CUSTODIAN  MADISON, JAMES 8.0 0.0 8.0 0.0 0.0 No @)
999984  CUSTODIAN  MONROE, JAMES 8.0 0.0 8.0 0.0 0.0 No @)
999986  CUSTODIAN  JACKSON, ANDREW 8.0 0.0 8.0 0.0 0.0 No [ approve | [2)
999987  CUSTODIAN VAN BUREN, MARTIN 8.0 0.0 8.0 0.0 0.0 No [ approve | [2)
999988  CUSTODIAN  HARRISON, WILLIAM 8.0 0.0 8.0 0.0 0.0 No @)
999989  CUSTODIAN  TYLER, JOHN 8.0 0.0 8.0 0.0 0.0 No @)
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2015

—

Approving Time Sheets — New
Functionality 1 of 5

Approve Time Sheets for KATHLEEN TURNER's Employees \

f H Save Approvals | <M Approve All | %% Find | show:| All Time Sheets v J

] Approve Current Time Sheet for Period Ending 02/28/2015

1 Employee Assignment Name Total Hrs  Reg Hrs Absence Hrs OTHrs Other Hrs Holiday Unpaid Hrs Exceptions Manager's Approval &
18148 CLERKII VIDALEZ, GUADALUPE 51.75 27.75 24.0 0.0 0.0 0.0 Yes [Clapprove| (@
23013 CLERKII NEGRETE, GRACIELA 75.75 35.75 40.0 0.0 0.0 0.0 [Japprove| [g)
24258 CLERKII ROSALES, LAURA 49.0 32.75 16.25 0.0 0.0 0.0 [Japprove| [g)

Approve Current Time Sheet for Period Ending 02/28/2015
Employee & Assignment MName Total Hrs Reg Hrs Absence Hrs Other Hrs Holiday Unpaid Hrs Exceptions Manager's Approval
80564 PAYROLL ACCOUNTANT  ZALACE, EDITH 160.0 156.0 40 00 0.0 Yes [Japprove =

/' Approve Time Sheets for KATHLEEN TURNER's Employees

k=l save Approvals | < Approve All || S5 Find | show: | All Time Sheets v

"x_. Approve Current Time Sheet for Period Ending 02/28/2015 )
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—

Approvihg Time Sheets — New
Functionality - Approve ALL 2o0f5

=

heets for KATHLEEN TURNER's Employees

H Save Approvals | « Approve All \jL Find Show: All Time Sheets v

Approve Current Time Sheet for Period Ending 02/28/2015

The Approve All button used to work like a light switch. — hit
once, all time sheets were approved. Hit again, all time

. e Manager's
sheets were withdrawn (not approved). Approval
Now the Approve All button ONLY approves no matter how [CJApprove| (&)

many times you hit the button. If you prematurely approve,

the only way to withdraw is one by one — each time sheet i
individually. dop| 6l

[JApprove| €]

42
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Approving Time Sheets — New
Functionality - Approve ALL 3 o0of5

J Click on the “scroll” to see approval
7 history for any employee.

i Approval History for Employee GUADALUPE VIDALEZ's Assignment (CLERK IIT)

—

Manager's
Approval

Approval History for Employee GUADALUPE VIDALEZ's Assignment (¢

Action Level Name 1D Time
Lock 99 Zalace, Edie PA 80564PA Mar 25, 2015 01:56 pm
F Approval 5 TURNER, KATHLEEN M 45536 Feb 3, 2015 05:28 pm




_ ¥ ,,\'gil':“; AS Ysleta Independent School District

Approving Time Sheets — New

Functionality FIND 4 o0f5
B>  Aoorovd Time Sheets for KATHLEEN TURNER's Employees

k= save Approvals | & Apprave All |55 Find | show: All Time Sheets v
' {

Approve Current Time Sheet for Period Ending 02/28/2015
Description ?
Find Employees S

Search Criteria -

Employee number

Assignment
Description:
. Emplo
Full Name — not just Numbor
first initial like the Last Name:
leave screen First Name:

Exclude inactive emplovees

Exclude inactive —
check means don’t
show me people
who left this month

Search Cancel

Search Results i

44
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Approving Time Sheets — new

Functionality SHOW 5o0f5
'Approve Time Sheets for KATHLEEN TURNER's Employees '

H Save Approvals 31 Approve All || S5 FI+ Show: All Time Sheets v

\ J
Approve Current Time Sheet for Period Ending 02/28/2015

Useful if you have a lot of time sheet groups or a lot of amendments each pay
period. Isolates the ones that should be approved NOW. — Approve
Amendments BEFORE regular cycle time sheets.

i —

nd | Show: All Time Sheets v

All Time Sheets
Amended Time Sheets Cnly
45
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. Sanp
Approving Time Sheets — Sort
Functionality ( not new)

Approve Current Time Sheet for Period Ending 01/31/2015

Holiday
. Absence oT Other .
Employee Assignment Name Hrs Hrs Hrs Unpaid i
Hrs
GANDARA
350334 i'&%”'SPEC SUP GINETE, 14575 126.25 35 00 0.0 16.0 °
ROSALIE
AIDE IIl SPEC SUPP ,
23384 STRUC COMM PARRA, JESUS  167.0 149.75 125 00 0.0 16.0
CLERKI GARCIA ,
355184  ATTENDANCE*2015- = 17032 132.18 2057 157 0.0 16.0
M CYNTHIA
AIDE Il SPECSUP  CORRALES, ,
341135 1 P 17425 137.0 2125 00 0.0 16.0
AIDE Il SPEC SUPP  MUNGARAY, ,
355003 i iz 17525 14825 110 00 0.0 16.0
81788 AIDE Il LIBRARY ESTRADA, JOSE 1760 1400 200 0.0 0.0 16.0 °
21913 CLERK | LOPEZ MARIA 17625 157.75 225 025 0.0 16.0 °

TEXTBOOK*2015-02-01

DT Y e TR e L Lt Tt ol
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Group Reports

Root Menu f Favorites

- ) .COMP TIME Accrual by Employee ~
f{,',] Custom Reports _:J .Custom Hours Worked by Pay Code
'{,'J EmpCenter Administrator Reports _:] Sub report job number 9
'{,'J Manager Reports _:] _Time Sheet Audit for Admin own Time Sheets (ALL)
f{,',] Payroll Processing Reports _:J NACATION TIME Accruals by Employee
=> ﬂ Recently Viewed _:] Accrual Detail
_:] Amended Time Sheets - Exceptions
_:J irlwffded Time Sheets Employee Only - Currently v

Search: =
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All Reports Favorites Recently Viewed

| %2 Search |

fq’j Custom Reports

‘L‘J EmpCenter Administrator Reports
fq’j Manager Reports

‘L‘J Reports About Me
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Reports — New Parameters

C ARSI AEU ]
’{,'] Financial Reports
1.J Labor Distribution Reports v

i I T Ty

Report: Time Sheet Exceptions Within Date Range w/ Check Route

Report Parameters

.

Start Date:

= 04/01/2015 . ° \
7~ -*‘=~~HY/":\
0 day(s) v | |before | ¥ rundate ‘: /! e .ﬁr:’:x
— — | @@ 4
End Date: . 04/01/2015 _° \ /
O o day(s) ¥ |pefore | ¥ |rundate -
A i eea e |EMITH 7AlI ACE'2 Emnlavess I

There is a new row below the start and end date — We have not
determined how to use this feature yet. Leave them blank and you will

do just fine!
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Reports — Run Now instead of Submit

EE Englishw  Logged in as TURNER, KATHLEENM  Log Off

EITICenter @ Home @ Help +

All Reports Favorites Recently Viewed

% Search |
CJ Custom Reports {,J Accrual Reports E] Exception History
ﬂ EmpCenter Administrator Reports 'LJ Attendance Reports A E] Time Sheet Exceptions
J Data Collection Device Reports E] Time Sheet Exceptions Within Date Range
ﬂ Reports About Me {J Employee Information Reports Time Sheet Exceptions Within Date Range
{J Financial Reports
Ij Labor Distribution Reports v
I Menctivns Donacke
Report: Time Sheet Exceptions Within Date Range w/ Check Route [ Run Now|

Report Parameters

Y r—
Start Nate- @) nAnd ndc |9

The SUBMIT button used to be at the bottom of the page after the
Parameters were set. Now the button says “Run Now” and it is center
page to the far right.
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changes — Just Do IT !

12| Schedules

# My Time Off

FEeview Time Off
Fleguestis

Manage Group
=chedules

%
3 Assian Schedules _
"
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Schedules do not determine pay — with
one exception

— Snow days / late starts / early releases "V[\{_%
Schedules provide useful ‘B
management data

— Who worked on a day off

— Who didn’t come on a scheduled day

— Who came early / late

Most important for Exempt persons as
that is the only way they get time on FMLA eligibility!
their time sheets — this determines
Work Day Bank ( TRS retirement

credit for years of Service) and FMLA
eligibility.

Payroll Department Information 52
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Assigning Schedules

12| Schedules

%

My Time Off

Feview Time Off Ste p 1
Feguests

Assign Schedules —

Manage Group .
Schedules ﬂ Choose an Action:

2 &

®

Fermanent Changes

Assign Schedule Cycles

Step 2 — Assign Schedule Templates

Temparary Changes

Assign Schedule Templates
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 — Manager
Generation ‘;‘ Schedule Template Effective Date Valid Date Range
Override
Source
] | ARISPE, DAVID J (SUBSTITUTE COORDINATOR) %m:ﬁ E 010112012 - 0173412012
] [ AYALA, NORMA T (SECRETARY IF2012-01-01)  None B 0110112012 - 0173412012
[] || FAUST, DJUNAJ (CLERKIV) T Monthly Para Professic 010112012 - 0113112012
[F] [ SARABIA, TERESA (SECRETARY Il Schedule B 0110112012 - 0113412012
Template
[] || VARGAS, JENNFER (CLERKI) B Monthly Para Professic 010112012 - 0113112012
Mass Edit [ 3 Apply to all checked rows

Click on the box in front of the name of the employee you are working with

Click on the box in the column called “manager override”
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—

Don’t Forget to Save

] H Save @Reset @@ Back

] Schedule Manager
[ Name Generation g Schedule Template Effective Date Valid Date Range
o — Override
[ ARISPE, DAVID J {SUBSTITUTE COORDINATOR) ?g%epdlglg [ 01012012 - 0113112012
0 AYALA, NORMA T (SECRETARY lIFF2012-01-01) Mone 0 01001/2012 - 0113112012
[ F FAUST, DJUNA J (CLERK V) Sl Monthly Para Professic 010112012 0113412012
[ i/ SARABIA, TERESA (SECRETARY ) Schedue Empty Schedule 04012 T 01012012 013112012
P LU TUUTI N UTT EXETTTU AMCITETY Fod- 1T, Z U0 TULIUETTT N
[F] - VARGAS, JENNIFER (CLERK ) ?gﬁﬂ:{g Custodial(Non Exempt Ancillary) Sa-Thr, 6:00am-2:30pm
Custodial(Mon Exempt Anc Security) M-F, 3:30pm-12am
) Custodial(Mon Exempt Anc Security) Sa-Tu and F, 11:30pm-8:00am
- O Empty Schedule
Manthly Para Professional M-F, 7:30 am-12:00 pm, 12:30pm-4:00pm
Maonthly Para Professional M-F, 7:30am - 12:00pm, 1:00pm - 4:30pm
Monthly Para Professional M-F, :00am - 12:00pm, 1:00pm - 5:00pm
Manday through Friday 8amto 4 pm =
Transportation Bus #001 M-F 6:25am-8:45am,3:30pm-5:30pm

Click on the box in “schedule template” column and find and highlight the
schedule for the employee. The effective date is “today” or later within the valid
date range displayed to the right.
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Check if Schedule i1s attached

Exceptions ?” Time Off Balance ” Results ” schedule |

Pay Code

Schedule

Schedule

Totals

Pay Code

Schedule

Schedule

Totals

S S MTWTF S§SS5MTWTTF S§55MTWTEF §55MT
7 89

4.00

13 19 2 12223 24 25 26 27 5330 31
Mon Tue Wed Thu
o01/02 01/03 01/04 01/05

08:00 am 08:00 am
12:00 pm 12:00 pm
01:00 pm 01:00 pm
05:00 pm 05:00 pm
0,00 0.00 3.00
Mon Tue Wed Thu
01/09 01/10 01/11 01/12
08:00 am 08:00 am 08:00 am 08:00 am
12:00 pm 12:00 pm 12:00 pm 12:00 pm
01:00 pm 01:00 pm 01:00 pm 01:00 pm
05:00 pm 05:00 pm 05:00 pm 05:00 pm
3.00 8.00 4.00

This is on the bottom of the employee’s time sheet.

3.00

Jan 1, 2012 to Jan 6, 2012

Fri0lf06 Totals

08:00 am 12.00
12:00 pm
01:00 pm 12.00
05:00 pm

4.00 24.00

Fri0l/13 Totals

08:00am 20,00
12:00 pm
01:00 pm 20.00
05:00 pm

8.00 40.00
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Delegating Supervision — NO change —
Just Do IT!

If you are going on vacation or sick
leave, you should delegate your

| ﬁ’.il Settings review and approval authority to
someone else in your absence.
@ Change My Password Without approval, no one gets paid!

T, Manage Delegations s

v Launch Admin Client

Always delegate to your immediate
supervisor!

&
W | Manage Delegations

Delegate Authority (s

View/Revoke Delegations

.
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Delegating Supervision

&
“_J Choose Delegate Options
Assignment Group

WASHINGTON GEQRGE's Employees (9)

Center

Search for Delegation

Recipients
User 1D
First Hame:
Last Name:
Cancel Search
Max Results: 100

You may use *as s wildcard. For instance,
ab*would match abc or abbey

Your Role Effective Date

Supemrisor Group  w

a’ Home @ Help

End Effective Date

05H2:2011 78| 05192011 78|

Cancel MNext

<=

Delegate

Search Results

 Select -

Name

=00 NOT DELETE?, Super User
***D0O NOT DELETE?*, Timekeeper
**D0 MOT DELETE**, Payroll Admin
*D0O MOT DELETE**, Warkforce
D0 MOT DELETE**, Warkforce2
ACOSTA DOLORES

ACUNA, ANTOMIO

0- AGUILAR, ELISA

AGUILAR, MARIA
AMAYA, JOSE
AMAYA, MARIE
ARISPE DAYID

Allow Re-delegation
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Payroll Due Dates

On the bottom of the Payroll Web Page, Look for in
Important Payroll Documents.

Empcenter sends “automatic” reminders at the end of
each pay cycle — our deadlines trump these reminders
You will be reminded to approve for all active employees
even if no time is on the timesheet

14-15 EmpCenter BiWeekly Due Dates (Revised) 09/03/2014 02:21 939K DOWNLOAD
14-15 EmpCenter Maonthly Due Dates (Revised) 09/03/2014 02:22 749K DOWNLOAD
rm MirAact MAamacid Caremne

nef14 I9n1 4 no.2o a4 FuMAlAIRIl A A™

Remember , the Export from EmpCenter to Munis Payroll can only be done once
and for ALL employees. Don’t miss the boat!
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BiWeekly
EmpCenter Approval Dates for 2014-2015 School Year

Pay Period
Start End
08/14/14 06/27/14
06/28/14 0711114
07/12/14 07/25114
07/26/14 08/08/14
08/09/14 08/22/14
08/23/14 08/05M14
09/06/14 09/19/14
09/20/14 10/03/14
10/04114 1011714
10/118M4 10/31/14
11/01/14 1114114
11/115M14 11/28/14
11/29/14 12/12114
1211314 12/26/14
12127114 01/09115
01/10/15 01/23115
01/24115  02/06/15
02/07115 02/20/15
02/2115 03/06/15
03/07/15 03/20M15
03/2115 04/03/15
04/04/15 04/17M15
04/18/15 05/01/15
05/02/15 05/15M15
05/16/15 05/29/15
05/30M15  06/12115
06/13/15 06/26/15

Biweekly

Approval Date Range

not before: By 9 am on:

06/28/14
07112114
07/26/14
08/09/14
08/23/14
09/06/14
09/20/14
10/04/14
10/18/14
11/01114
11/15/14
11/29/14
1211314
12127114
01/10/15
01/24/15
02/07/15
02/21/15
03/07/15
03/21115
04/04/15
04/18/15
05/02/15
05/16/15
05/30/15
“06/13/15
06/27/15

06/30/14
07/15/14
07/29/14
08/12/14

08/26/14
09/09/14

08/23/14
10/07/14
10/21/14
11/03/14
11117114
12/02/14

1215114

12/29/14
01/13/15
01/27/15
02/10/15
02/24/15
03/09/15
03/24/15
04/07/15
04/21/15
05/05/15
05/19/15
06/02/15
06/16/15
06/29/15

ke

ek

dede

ek

*h

E

Pay Date

07/11/14
07/25/14
08/08/14
08/22/14
00/05/14
09/19/14
10/03/14
10M17/14
10/31/14
11114/14
11/28/14
12112/14
12126/14

- 01/09/15

01123115
02/06/15
02/20/15
03/06/15
03/20/15
04/03/15
04/117/15
05/01/15
05/15/15
05/29/15
06/12/15
06/26/15
07/10/15

Holidays, Nonduty days
and Mandatory Vacation
days are determined
gach year when the District
Calendar is passed
by the Board.

Ten Helidays are granted to 260
Day Employees. Additional
Holidays on the Calendar become
Mandatory Vacation Days
The 10 Holidays are:

July Fourth 07/03/2014 (10 hours)
Labor Day 09/01/2014
Thanksgiving and Friday after 11/27 & 11/28/2014
Christmas Eve and Day 12/24 & 12/25/2014
New Year's Day 01/01/2015
Martin Luther King Day 01/19/2015
Good Friday 04/03/2015
Memeorial Day 05/25/2015

Mandatory Vacation Day
Veterans' Day 11/11/2014

BIWEEKLY Approve by 9 AM on the dates listed.
**Early approval is necessary due to District Closures.

Revised 04/16/2014

60



L TR Ysleta Independent School District

Monthly Employees
EmpCenter Approval Dates for 2014-2015 School Year
Manth Ended Last Amigo Import Approval Date Range Fay Daie
Day Date Day Date not before: by Noon : Day Date
| Thursday 0773114 Monday 0B/04/14 D&/04/14 08/06/14 Friday 08/29/14
Sunday 0B/31/14 | Wednesday  09/03/114 09/03/14 09/05/14 Tuesday 05/30/14
Tuesday 09/30/14 Thursday 10/02/114 10/02/14 10/06/14 Friday 1v31/14
Friday 10/31H44 Tuesday 1104014 110414 11/06/14 Friday 11/28M14
Sunday 11/30/14 Tuesday 1240214 1210214 12/04/14 Tuesday 12430014
Wednesday 123114 Monday OS5 01065 01/08/15 Friday 0173015
Saturday 01/31115 Tuesday 02/03/15 02/03/15 02/05/15 | Friday 02127115
Saturday D228M5 Tuesday 030315 030315 03/05/15 Tussday 033115
Tuesday 033115 Thursday 04/02115 04/02/115 04/07/15 Thursday 04/30/15
Thursday 04/30/15 Monday 05/04/15 05/04/15 05/06/15 Friday 05/29/15
Sunday 05/31/15 Tuesday 06/02/15 06/02/15 06/04/15 Tuesday 06/30/15
Tuesday 06/30/15 Monday 0710615 070615 07/08/15 Friday 0713115
Friday 07/31/15 Monday DB/03/MS 0B8/03/15 08/05/15 Monday 0831116

t

MONTHLY do NOT approve before NOON on this date to
minimize AMIGO corrections.

Approve by NOON on this date - approvals not
done timely may result in a missed payment to
your employees
61
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Questions??

Let’s sign in and approve
the time sheets
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