APPROVE and EDIT TIMECARDS-SUPERVISOR TRAINING



Approving timecards

My Team — Time and Attendance — Timecard Exceptions

If you want to approve all the timecards at once — click on the total

Holy Family Welcome, Judith Klein

UNIYERITY

Home  Resources  Myself  MyTeam  People  Process  Reports  Setup

Timecard Exceptions

<all employees> ¥ Manage My Lists  Search Options

Current Pay Period v

Timecard Exceptions

Totals Summary

Employees (2) Total Exceptions

Gilbert, Mary izl 6
HLI015034 - Accountant

Williams, Corine iz

HLED14837 - Assistant 12
Caontroller

Totals 18



If you want to approve them all — click the Approve button at the top

If you want to see the individual timecards click on the employee name

Timecard Exceptions

<all employees> | ¥ Manage My Lists Search Options

|Current Pay Period | -

Timecard Exceptions Totals Summary

18 Supervisor Approval Required

[ view schedute for Al

Employees (2) A'DDD“’“ Date In Out Pay Code Hours Department

Gilbert, Mary = L] Tue11/18 e 6.00 | 620500

DWEW sedes D Thull/20 o 7.00 | 620500
O Frill/21 o 7.00 | 620500
D Tuell/25 o 6.00 | 620500
D Thull/27 HOLIDAY e 7.00 | 620500
D Frill/zs HOUDAY ° 7.00 | 620500

Williams, Corine [iz] D Mon 11/03 o 8.00 620500

D View Schedule D T o T e —
D Wed 11/05 o 8.00 620500
O Thu11/06 o 9.00 620500
D Frill/07 o 10,00 620500
O Tuell/ll o 800 620500
D Wed11/12 e 8.00 620500
D Thull/13 o 8.00 620500
O Frill/14 o 9.00 620500

<

K save  Refresh



You can approve the individual timecards here — you can also scroll
through the timecards

Refresh

5 25 @ Qv GibetMayi O

TaID: XOUHE00K Jab Titles ACCT - Accountant Hire Date: 04/14/2014 Status: Actie

Home Department: 620500 - Controller ACAInfomation

et Py Peiod |v ‘H_JIG,‘ZDH‘D ‘H_;zs,‘znu\i { Find Aporove Tecard

Timecard Totals Schedule Time Off Balances b *~ Timarard Fo-_ ot

Week 1 Pay Code Hours Department
15 W il
Mon 117 00 | 620500 o
Tie 1118 0w o 60
Wed 1118 W N o
T 10 e m
R 0w s m
] 00 | 620500 o

Week 1 Toals 240

Week2 Pay Code Hours Department
a1 00 | 620500 o
M 14 W w
Tie 15 0 i e 60
Wed L% W w
T W0 HODAY 0w s m
BB HODAY 0 p oam i)
a1 W w

Week 2 Totals 000



Totals summary on timecard exception tab

Totals Summary

<all employees> v ManageMyLists  Search Options

Current Pay Period | w

ecard Exceptions Totals Summa

a

a

(23] - | /) (]

=]

b s mefresn

Employees

Babuch, Jazmine
HLIO14681 - Work Study

Belzince, Sivine:
HLIDI5151 - Work Study

Estime, Rebecca
HLID14948 - Work Study

Fitzsimmons, Maureen
HLID0DES3

Gavaghan, Valerie
HLIDOD86O - Mail Room Coordinator

Gibert, Mary
HLI015094 - Accountant

Guinan, Cindy
HLID11347 - Financial Data Specialist

Hesson, Alexandra
HLID15020 - Waork Study

Kaelin, Joseph
HLIDI5152 - Work Study

Krasnopolski, Mary
HLUID11157 - Payroll Representative

Leithead, Jenna
HLID14567 - Summer Clerk

Lobley, Sara
HUID14716 - Work Study

Mangoid, Eileen

Totals for 21 Employees

a

Total Hours

000

000

4000

3500

Reqular

26.00

3200

‘Vacation Holiday Salary Regular Hour:
1400
3.00
11.00 14.00 98.00



EDIT AN INDIVIDUAL TIMECARD
My Team — Time and Attendance — Group Timecard

To access an individual timecard — click the little timecard next to
employee name

1§ Freferences @ Support X Log
Holghanily Welcome, Judith Klein

Home Resowrces  Myself  MyTeam People  Process Reports  Setup @HI@ ﬁed\temp\cyeame(am Q

Group Timecard 0 |

W’T Manage My Lists  Search Options
PayDae | 12472014 (4] Find

Preferences E]
Select Supervisor Approval
| | Position ID Name Date In Time In Out Time Hours. Out Type Pay Code
HLjO14681 Bauch | /242014
HyOIS191 Belince, § /2472014
HUO14048 Esime, /24/2014
HLj000853 Fitzsimmans, N 11/24/2014 1000 AN 0P
HLJ000860 Cavaghan, v 1/24/2014 0030 A 0530P
HYO15004 Giber, M 11/28/2014 [ [
HOTI847 Cuinan, C /2472014 [osooa [us00p
Hyo15020 Hesson, A 11/24/2014
HyoI5192 K, | 11/20/2014
HyOTTIg7 Krasnopolski, M /2472014 [oscoam [osorm
HLjO14567 Leithead, | 12472014
HUOI4TI6 Loble, § 12472014
Hp1072 Mangol, E /242014 [os00mn [0
HOISI7S eCary, K /242014
HIS103 NeCleery, /242014
HUOTSI76 Mertz, 5 /2472014
HU014062 illr, M 11/2412014 ‘09 00 AM ‘oz 00PH
HLS11577 Mucei L 11/24/2014
HO14786 Ruer, D 1/24/2014 0500 AN 0400PN 800
HLj015042 Stanton, € & | [ [oso0m [oao0my
HLg014837 Vilens S| Az11014 ‘ ‘

HSM Insert | Copy Paste | Clear Delete



From the individual timecard, you can edit the hours, add or change the
PayCode, add rows or add notes to the timecard. You can also approve
the timecard from this screen

il T ¢
L]
O 55 0 Qv Wil Core U i
Taw ID: KXH-RECRXL Job Title: ASCON - Assstant Corfrollr Hire Date: 14/29/2013 Status: Aciive
Position ID: HLAD14837 Home Department; 620500 - Contraller ACAInformation

‘CuneanayPenod ‘v ‘mmou \D ‘HJSWOH‘E { g Approe Tinecad

Timegard Totals Schedule Time 0ff Balances «Batk to Group Timegard
Week Py Coe Hos  Departoent A
nm 000 | 620500 000
Wesk 1 Tutals
Week? Pay ode purs Department
Sn 10 000 | 620500
Mon 1403 0 800 | 620500
Tee 1M 0 B0D | 620500
Wed 1305 0 800 620500 80
T 1106 0 900 | 62050 a0
i 110 0 1000 | 620500 100
st 18 000 | 620500 00
Week 2 Totals 430
eek3 Py ot Hours Deprtment
Sm 1408 000 | 620500 000
¢ Mon U0 VACKTON 500 620500 800
Tie 1 0 800 | 620500 80
Wed 12 0 500 | 620500 80

Tha 1112 o /M RN am



