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ASSOCIATES

TIMEKEEPER/EDITOR

MANAGER/APPROVER

DEPT HEAD/CONTROLLER

Clock to Special Codes:

Add Calendar Items:

Approve NorProductive Time

Insure that Editors & Approve finish

Called Back1 Administration Approve missed clockings

Charge- 2 Bereavement Correct mismatched punches Can Add Calendar Items:

Education 3 Education- No Pay Correct all critical exceptions Adminstration

Extended shift 4 Exempt Holiday OT Review all warning messages Bereavement

Low Census No Pap Exempt Holiday Wkend OT Approve Time Cards for Staff Education

Low Census PT® Jury Duty Educaion - No Pay

Meeting- 7 K-9 Pay Add Calendar Items: Jury Duty

MICN- 8 Legal Administration Meeting

No break- 9 Meeting (off site) Bereavement Planned PTO

Orientation- 10 MICN Education PTO no pay

Break Taken1l OnCall Education No Pay Unplanned PTO

Registry pay Jury Duty **Manager has Education w/o Clocks

Clock to Quick Codes: Unplanned PTO Meeting OonCall

Floating Planned PTO Exempt Holiday OT

Clocking to Alternate Job Special Codes: PTO- no pay Exempt Holiday Wkend OT

Callback Unplanned PTO
Log into API: Charge **Manager has Education w/o Clocks Can Add Special Codes:
Review their punches Education OnCall Callback
Request missing clocks Extended Shift Exempt Holiday OT Charge
Request Calendar Items: Low Census No Pay Exempt Holiday Wkend OT Education

Bereavement Low Census PTO Extended Shift
Education Meeting Special Codes: Low Census No Pay
Education No Pay MICN Callback Low Census PTO
Jury Duty Orientation Charge Meeting

Meeting Ragistry LVN Education MICN

Orientation Registry RN in Area Extended Shift Orientation

Planned PTO Registry RN In Unit Low Census No Pay

Registry RN Out of Area

Low Census PTO

Sign Off on Timecd RN 1st Assistant Meeting
Quick Codes: MICN
Floating Orientation

Job 2 Corrections




HOME SCREEN
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Good Morning, Luis

My
Announcements do not exist.

My Unread Messages (11)

My T
My C. - Month View
| My Bookmarks

MCritical - 14
Warning - 80

mInformational - 0

wPending - 0
Nothing - 9

Handled Warnings - 0

mHandled Informationals - 0

> Choose a Pay Group Instance:

All Current

Y

Employee Overtime F

(Actua) Y

v|

=
|‘--. PP rer

Employee Pending Requests

A

IMPORTANT!

=

mCalendar - 2

" Clocking - 1
Adjustment - 0

| mDeductIT - 0

Choose a Pay Group Instance:

All Current

| Employee Overtime Percentages (Actual)

| Employee Approval Percentages




EMPLOYEE SCREEN

Employee Navigator

Employee Sections

General | Phones |
Quick Codes
Time Card Report |

-

T=Aco

| Pay Di

A
4 Employee 2 of 89 » ‘
Employee:
Name: Ratna j=—=' | | Ml ®5 = [ SRl e v
Pay Period:
parened = Mmoo~ T s MPORTANTI Critical | v
11/04/2012 - 11177201 O
search | M= = e, T T Y
~~~~~ v
MyTimeCard = | Ml = @ w i MU Acenrciata froam Rheine naid | e \4
Open Schedule | our v
Transaction List ltems IN i Mon‘I\ MMMMM v
Transaction List Actions out i Mon 11/05/2012 16:31 000 e v
Approve Entire Selected IN i Tue 11/06/2012 08:05 000 e Y
Approve Selected out [ Tue 11/06/2012 1312 0.00 Y
JEERETTE SR EEED N i Tue11/06/2012 1342 000 ~emes \4
Delete Selected
5 = out i Tue 11/06/2012 16:19 000 ~e~as v
eny Entire Selected
Deny Selected N i Wed 11/07/2012 11:01 000 e~ v
Pending Review Selected out [ Wed 11/07/2012 16:31 0.00 v
SetRequested Selected N i Wed 11/07/2012 17:01 000 mmeas v
. = i Wed 11/07/2012 19:33 0.00
Employee Favorites
|add © 1| Add Clocking| m
Calc Me Now Exceptions A Pay Distributions (Daily Hours) AH: 0.00 Total: 80.25 A
= Posted Descrip pe ed Cost Center 8330 Job Class 9011 A
Unaggroys Tirne Card [ @ (DS 11042012  AnOddClocking was detected Calculation  12/07/2012 13:23
Licenses | Monthly View
s Handle Selected || 1 Selected
Labor Distributions REG1Z 7.99 778
| Notes A\ |
Rotating Schedules oT1Z
I | Benefit Balances Vl e 0.50
mployee Actions
il | Requests A 4 | PL PTO1E 0.01
Add Pay Period Note
Carbon Copy TCR | supervisors Y| S
Courtesy Lock | Labor Distributions ‘ A4 | Total
- B
SO ldes [ auto Labor Distributions \ Y|
Add Attendance A Y
Delete Employee

| Pay Dis. A |
| Pay Distributions (Transactions) Vl
I v

Pay Distributions {Standard Categories)




EMPLOYEE SECTION CONTNUED... (LEFT PANE)

Transaction List Actions

Approve Selected
Delete Entire Selected

Delete Selected
Deny Entire Selected
Deny Selected
~ Pending Review Selected |
~ SetRequested Selected |

Employee Favorites

dGIGaIgga| A0 Clocking
Calc Me MNow

[ Approvedime Card) | <
| L.Inapprmre Tirme; Eard |
_ Licens

es | Monthly View|

 Labor Distributions |
. Rotating Schedules |

|
|
|
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Employee Navigator

4 Employee 3

Pay Period: _
11/04/2012 - 11/17/2012 [

| Open Schedule

encourage Associates tc

of 89 »
Employee: 20 'ﬁ@
Name: Napoleon

Pleasestrongly

requestall Calendars
and Clockings!

Employee Sections

| General || Phones |
Quick Codes
 Time Card Report




REPORTS SECTION
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Report Groups Employee - Employee Reports

When Modified
01/03/2012 10:08

When Created
07124/2007 11:46

11/21/2008 08:55
0712412007 11:49
01/01/2000 00:00
01/01/2000 00:00

All Employee
Historical | Scheduling [= Employee Approval Lost Tracking
Supenisor System a Lost Approvals Summary
5 <— Iy Nate History
Bookmarks Ej TCR Current
B85 TCR Future
Bookmarks a TCR Previous

‘Schedule

01/01/2000 00:00

01/01/2000 00:00

Transaction Requests

Historical - Historical Reports

Historical - Attendance Tracking

When Modified

\When Created
11M10/2011 21:22

When Modified
061412012 15:41

\When Created
0316/2005 13:22

Auto-Forwarded Employees

Supervisor Benefit Transaction History
Supervisor Charge Back - Non Home Employee Detail

Supernvisor Employee Licenses
Supernvisor Employee Mote History
Supenvisor Employee Phone Numbers

&=
&
=
a Supervisor Charge Back - Non Home Employee Summary
(|
&
5

System - System Reports

Name
Ej Supenisor Employee Listing

When Modified
071012008 11:54

e Processing Reporis

Critical Exceptions

Pay Code Reporting Assignment Trend
Supenisor Compliance Summary Report

Supenisor Exceptions Report
Supenisor Hours by Pay Code

&
=]
8
a Supenisor Critical Exceptions
8
=]
5

Supenisor Time Card Report Summary

1110312
0712412
12/05(2
1100312
0210312
071612
0411212

When Modified When Created

0710812011 09:25 04/26/2006 13:40
06/09/2000 11:44 07/24/2007 11:52
08122010 12:51 081312010 11:57




ACTIONS SECTION
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Scheduling | System

. Employee
borView

Transaction
Requests
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Bookmarks
Schedule
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