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Open your current time card

3. C(lick the Current Time Card tile

wimts

Team Schedule Ef

View your team's shifts and absences

2038  Cash Disbursements 9

Sell a portion of your plan balance

urrent Time Card @

Add Time Card

Add a time card for a selected period

Add Absence

Request an absence and submit for
approval

Donations

Donate a portion of your plan
balance to a coworker

Existing Time Cards

Access all of your time cards

Absence Balance

Review current plan balances and
absences taken or requested

Calendar

View your shifts, absences, and public
helidays

Request Time Changes

Send a request to change your
worked time

Existing Absences

View, change or withdraw existing
absence requests
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4. Your time card
will display as shown |

5. If youneed to
view or enter projects
and program codes,
click the second icon

\

under person number
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Schedule Deviation

Pay Code *

Regular Tire
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5. Double click on the
assignment number
cell and select your
assignment number

6. Double click on the
pay code cell and
select your pay code

7. Enter hours worked
for all applicable
days

ESS — Entering a Punch Time Card

1/18/25t0 1/31/25

B IE & @ -

1/18/25-1/31/25 Saturday, January 18 Sunday, January 19 Monday, January 20 Tuesdsy, January 21 Wednesday, January 22
Sche{Jed Hours o o 800 AM 4:00PM 8 800 AM 4:00PM 8 800 AM 4:00PM

T Assignment Number *  Pay Code * Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop
E13293 Regular Time
Total Hours 0 hours 0 hours 0 hours 0 hours
Scheduled Hours 0 hour rs 0 hour rs 8 hours 8 hours
Schedule Deviation 0 hours 0 hours -8 hours -8 hours

Thursday,

8:00 AM

Quantity Start

Notes-
If you have never used the pay code you must search it.

When entering time 8:00 am — 5:00 pm you can enter 8a for the start,
however, for the pm entry you will need to enter 5 pm. If you do not
enter pm, the system will default to am for the entry.

[«

9 hours

at

hours

0 hours

0 hours
0 hours

0 hours
0 hours
0 hours

0 hours
0 hours
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1/18/25t0 1/31/25

B IE & B - &
1/18/25- 1/31/25 Saturday, January 18 Sunday, January 19 Monday, January 20 Tuesday, January 21 Wednesday, January 22 ursday,
Schewed Hours 4] o 500 AM 4:00 PM 8 800 AM 4:00PM 8 500 AM 400 PM 8 800
1 Assignment Number #  Pay Code * Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantity Start

E13293 Regular Time 9 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

bl 0 hours

Total Hours 0 hours O hours 0 hours 0 hours 0 hours

'Scheduled Hours O hours 0 hours 8 hours 8 hours 8 hours

Schedule Deviation 0 hours Qhours -8 hours -8 hours -8 hours

Totals by pay period will show on the right hand side,
Totals by day will show on the bottom of each day.
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8. To add comments in
your timecard, right
click on any cell

9. Comment display
will show, add
comment then click
save

To add comment to
entire timecard right
clock on the dates
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8% Amanda Murray

Payroll and Benefits Assistant

Person Number 13293  Time Card Period 1/18/25t0 1/31/25

B IE @ B -

1/18/25-1/31/25

Scheduled Hours
Assignment Number * Pay Code *

E13293 Regular Time

Total Hours
Scheduled Hours

Schedule Deviation

#8 Amanda Murray

Payroll and Benefits Assistant

Person Number 13293  Time Card Period 1/18/25t0 1/31/25

(SR 1L = B
1/18/25-1/31/25 [
Scheduled Hours
Assignment Number * Pay Code *
E13293 Regular Time

Total Hours
Scheduled Hours

Schedule Deviation

CMHA
Projects

CMHA
Projects

L Program

L Program

Woi
Location

Work
Location

Saturday, January 18

[
Start Stop Quantity
[0 copy
[E Paste

3»( Cut

Insert Row Above
Insert Row Below

Duplicate Row

Delete Row

Ssturday, January 18

0

Start Stop

L1

Quantity

0 hours
0 hours

0 hours

Sunday, January 19

Start Stop

Sundsy, January 15

Start Stop

0

Quantity

0 hours
0 hours

0 hours

Cancel

[}

Quantity

0 hours
0 hours

0 hours

Cancel Actions ¥

Monday, Jenuary 20 Tuesdey, Jenuary 21

£00AM 400PM 8 800 AM 400PM 8

Start Stop Quantity  Start Stop Quantity
0 hours Ohours
8 hours 8 hours
-8 hours -8 hours

Add Comment

Row 1
Saturday, January 18

Wednesc
B00AM

Start

[«

9 hour:
0 hour:
0 hour:
0 hour!
0 hour:
0 hour:
0 hour.
0 hour:
0 hour:

0 hour

What do you want to say?

[«

Mondsy, January 20

8:00AM 4:00 PM

Start Stop
9 hours
0 hours
O hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
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10. To display all

number

» 88 Amanda Murray

Payroll and Benefits Assistant

comments, click the first
icon under person

Person Number 13293 Time Card Pericd 1/18/25 to 1/31/25

(&l & & -

Assignment Number *

Monday, January 20

0 800 AM 4:00PM
Quantity Start Stop
0 hours
0 hours

0 hours
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Add Comment

Time Card
Saturday, January 18 - Friday, January 31

[«

8

Quantity

0 hours
8 hours

-8 hours
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3% Amanda Murray

¥ Payroll and Benefits Assistant

Person Number 13293 Time Card Period 1/18/25t0 1/31/3

11. To review time 2 m e ol
entries click the -
three dots and click v Time Torals e
View Time Totals View Calculated Time Pay Code ¢

View Absence Plan Balances Regular Time

ThiS Will ShOW you a Request Change
summary of the reported
hours

Time Totals X
T Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, | Friday, January | Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, | Friday, January
= January 13 January 19 January 20 January 21 January 22 Jenuary 23 24 January 25 January 26 Jznuary 27 Jenuary 28 January 29 January 30 31
Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported
Total Hours 9 0 o o o 0 0 o o o 9 o o 0 o
Scheduled Hours 80 0 ] 8 3 8 8 8 o o 8 8 8 8 3
Schedule Deviation STl 0 o -8 -8 -8 -8 -8 o a 1 -8 -8 -8 -8
Absence Hours 0o 0 o o o 0 0 o o o 1] 0 o o o
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#8 Amanda Murray

Payroll and Benefits Assistant

Person Number 13293 Time Card Period 1/18/25 to 1/31/3

11. To review Calculated = m e &[]
time CliCk the three View Time Totals A

dots and chclf View View Colcused Time s Lo
Calculated Time

View Absence Plan Balances Regular Time

Request Change

Calculated time allows
you to compare recorded
time to calculated hours

8 Amanda Murray

? f Payroll and Benefits Assistant

Person Number 13293  Time Card Period 1/18/25t0 1/31/25

[«

View Time Totals

Assignment ay Code CMHA E::gm Work Saturday, January 18 | Sunday, January 15 | Monday, January 20 | Tuesday, January 21
Number * Projects Location Reported  Calculated Reported  Calculated Reported  Calculated
Start St Start St Start St Start St
Code ar op Quantity Quantity ar op Quantity Quantity ar op Quantity Quantity ar op

1 E13293 Regular Time ‘ ‘ ‘ ‘/ ¢ hours
End of Procedure oA : :
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