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a Current Time Card Add Time Card E Existing Time Cards Request Time Changes

Open your current time card Add a time card for a selected period Access all of your time cards Send a request to change your
worked time

Team Schedule Add Absence E Absence Balance E‘ Existing Absences
. . .
3 Clle the Current Tlme Card tlle View your team’s shifts and absences Request an absence and submit for Review current plan balances and View, change or withdraw existing
* approval absences taken or requested absence requests
[AeK] Cash Disbursements Donations H Calendar
Sell a portion of your plan balance Donate a portion of your plan View your shifis, absences, and public

balance to a coworker holidays




Cennec

4. Your time card

5. If youneed to
view or enter projects
and program codes,
click the second icon
under person number
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will display as shown | /

1‘\—23—@4 - 12-06-2024

Assignment Number ¥

E5212
ES212
E5212

Reported Hours

Pay Code *

Holiday Not Worked
Regular Time

Vacation Teke - NonRep

Quantity

8

Fri,Mov 29 Sat,Nov 30 Sun,Dec 01 Mon,Dec 02
Quantity Quantity Quantity Quantity
8
8
8 hours 0 hours 0 hours 8 hours

Enter Additional Attributes

 CMHA Program ©\or 1 ocation  CMHA Project

TueDec 03 Wed,Dec 04

Quantity Quantity

8 8

8 hours 8 hours

[*) |

B
(o o

16 hours
56 hours
8 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
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5. Double click on the - ,
=&
assignment number . : _
12-21-F3#4 - 01-03-2025 SatDec 21 Sun,Dec 22 Mon,Dec 23 Tue,Dec 24 Wed,Dec 25 Thu,Dec 26 Fri,Dec 27 SatDec 28 Sun,Dec 2% Mon,Dec 30 Tue,Dec 31 Wied,Jan 01 Thu,Jan 02 Fri,Jan 03
Cell and SeleCt your Assignment Number * Pay Code * P P Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity
. E5212 Vacation Take - MonRep a 8 hours
assignment number
0 hours
Oh
0 hours
: 0 hours
6. Double click on the o
0 hours
pay code cell and
O hours
select your pay code
0 hours
Reported Hours 0 hours 0 hours 8 hours 0 hours 0 hours 0 hours 0 hours 0 hours 0 hours 0 hours O hours O hours O hours 0 hours

7. Enter hours worked
for all applicable
days

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.
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# April Poyer & = Actions =

'ﬁ. PAYROLL & BENEFITS MGR

0
Person Mumber 5212 Tirme Card Period 11-23-2024 10 12-06-2024 -.‘l_,J

BIEE B -

11-23-2024 - 12-06-2024 23 SunMov 24 Mo Nov 25 TueMNow 26 Weed Nov 27 The Now 78 FriNov 29 SetMov 30 Sun,DecO Men,Dec 02 TueDec 03 Wed, Dec 0k ThuDec 05
Scheduled Hours o & 8 8 B & 0 o 8 8 a 8 a8
Assignment Mumber * Pay Code ® tity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity
Es212 - 8 8 8 a8 a

E5212 E - Non 8 4
ES212 Vacation Take - MenRep 8

Es212 Personal Leave Take -

0

Total Hours
Scheduled Hours
Schedule Deviation

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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#. April Poyer €
.

PAYROLL & BENEFITS MGR

L3
Povson Number 5212 Tiene Card Period  11-25-2024 to 12-06-2024

Schesdubed Mours L] 5 (] 8 (] (] ] e L] B L] B

your time Car d, right Assignment Number * Pay Code * tity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity i-‘_lua ntity
Es212 Regulas Time ] ] [ s s 8
click on any cell

IO copy

[ Paste

& cut
O. Comment display
will show, add |

comment then click Do e & ]l

Add Comment

Save W — right click an any cell to add a comment

#. April Poyer & N Add Comment

To add comment to  J s el

Porson Numbar 5212 Time Card Period 17-25-7024 10 12-06-2024 Row 1

entire timecard right
1 t t g Eme B K testing the comment feature for the job aid
clock on the dates B Limmest: |t [t (o i kit | ssie [ompes oo
Sehchued Hours § 8 B e 8 [ 0 E
Assignment Number * Pay Code * tity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Qu:
i ez st - - - . -
ES212 Sick Take - NonRer
5 ES212 T ar s M )
¢ Es212 Personal Leave Take - add comments will display on the right for
4 you to enter your comment
g
o
Total Hours
Scheduled Hours
Schedule Deviation
R —
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10. TO diSplay all Actions ~ Comments
comments, click the first

Time Card

icon under person :

numb r E[IE @ & - &

e
01-18-2025 - 01-31-2025 q Saturday, January 16 Sunday, January 19 Monday, January 20 Tuesday, January 21
Scheduled Hours 0 [} 8 8
Assignment Number * Pay Code * Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantity
E5212 Vacation Teke - NonRep 8 8
Total Hours 0 hours Ohours 8 hours 8 hours
Scheduled Hours 0 hours Ohours 8 hours 8 hours
Schedule Deviation 0 hours 0 hours 0 hours 0 hours
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#. April Poyer

- PAYROLL & BENEFITS MGR

Person Number 5212  Time Card Period 11-23-2024 to 12-06-2024

11. To review time S ® G|
entries click the View Time Totas
three dots and click View Clculated Time o o
View Time Totals View Absence Plan Balances :;::i:e Quemty |19

Sick Take - NonRep

Request Change
Vacation Take - NonRep
Thls W]_ll ShOW you a 4 E5212 Personal Leave Take -
5
summary of the reported A
hours

Time Totals clickonlhexloclose  m——————— X

Totels Sethov 13 SunNov 28 MonNov 23 Fueiow 26 Wied Now 27 ThuMNov 18 FriMov I SaLNov 30 SunDec 01 Meiom Dee 02 Twe.Dec 03 Wed,Dec 02 TheDec 05 Frilec B

Reported Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reported | Reperted

Total Hours a0 i} 0 & : & g & 0 0 8 & 3 8 8
Scheduled Hours 80 ] o B 8 B 8 & (1] ] g B 8 B

Schedule Deviation ] 0 ] a (] a (] [} ] 0 o 0 [

Absence Hours ] {1 8
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2 April Poyer

‘ PAYROLL & BENEFITS MGR

Person Number 5212  Time Card Period 11-23-2024 to 12-06-2024

2 & @[

View Time Totals Sat,Nov 23 Sul

11. To review Calculated
time click the three

dots and click View View Calcted Time L
Calculated Time Vi A P sy =3
Sick Take - NonRep

Request Change
Vacation Take - NonRep

Calculated time aHOWS 4 E5212 Personal Leave Take -
5
you to compare recorded _ :

time to calculated hours

#.  April Poyer (s

‘ﬂ PAYROLL & DENEFITS MGR
Q

Regular Time  Sick Take - NonRep  Vacation Take - NonRep

1 \ &
Asfimment s :MHA ot Mow 13 SunHov 24 Merhov 25 TueMov 26 Wed Mo 27 TheMov 28 Fraow 29
Mumber * Sy kage Projects TORIAH) Reported  Calculated | Reported  Calculated | Reported  Calculated | Reported  Calculated | Reported  Calculated | Reported  Calculated | Reperted
Code Quantity Quantity | Quantity Quantity | Quantity Quantity | Quantity Quantity | Quantity Quantity | Quantity Quantity | Quantity
1 Es212 Rugular Tene B ] 8 B a
Ea21 .T_f'ﬂf!l" £ 8 & [
EA Sick Tako
End of Procedure 2em ki
Sick Take
E5212 g
3 a2 :,;aw‘
\; ||||| i
Es212 Take
compare recorded (top) to calculated (gray line) as weekly total
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