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Approve Time Transactions

Employees will clock in and out each day. During the day they may transfer between
departments, positions etc. Each day you should review, verify and approve time transactions.
There are two ways of doing this. One is the “Edit T&A” function, and the other is the “Time
Approval Center”

Edit T&A

The Edit T&A function enables you view and maintain time & attendance transactions for
employees using a time card view. You can display multiple days and multiple record types (time
records, premium records, absent records, stat holiday records). This screen displays all records
rather than records by exception. For exception processing, use the Time Approval Center
function (described below).

& Employee Tracker Plus [John Deere]

Setup | Operations Reports External Exit  Help

- Edit Time and Attendance Trans

Schedule
Time Approval Center

Edit T & A

i

Schedule

B

Print T & A

Use this button to select
the employees you wish

to view.

& Employee Tracker Plus [John Deere] - Edit Time and Attendance Transactions

Edit Time and Attendance Transactions Use this button to facilitate

a quick search look up for
an employee, either by
code or name.

Warner, William
Wiens, Albert
Culp, Brian
Collins, Steven
McKay, Rob
Discenso, Joe
McLean, HMike
Bennis, Grant
Gates, ERene
¥entresca, Mark
Asotini, HMike
Culp, Shawn

0711412003 || w1l 0712812003
et

Use this button to select
Use this button to set the date range you wish
the “Recalculate” to work with.

options.

If hourly rates, time calculation
rules, premiums, or shifts have
changed and there are historical
records which may be affected. You
would run the recalculation step by
clicking this button. When you run it
will prompt you at times to proceed
or not. Proceed at will.

Click this button to move
forward to the time &
attendance transaction
displav

Click this button to return
to the main menu.

Use this button to display an
“on-premise” screen/report
that will show you the
current attendance status of

each employee
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@elect the record types\

: _ Pouble _click on each date you wish to view. This
Click here to display if you wish to change the ) will cause the grid
a list of employees date range you are Click here to use the display to change as
work with workina with. “Quick Search” you add or remove

feature. record types as only
relevant columns are
displayed as per the

record selection. J
. Employee Tracker Plus [JoNgeere] - Edit Time and Atte = Transactions |

Utilities  Shorbcuts

. Click here to set the
Record Selection [~ g, display to detailed Vs
I Time [ Absent summary.

[v Time Errors [~ Holiday
¥ Premiums [~ Piece

No Employee
Photo Available

=g

Click here to enable
the screen to display
daily and/or weekly
totals.

" Summary * Detafled

From Date | 07/14/2003 To Date | 07/28/2003

Premium  07/21.2003 0721:2003 Mon 23-07 Lo7
Premium  07/21.2003 07/21:2003 Mon 23-07 LO7

Absent | 077222003 | 07222003 | Tue | HOsCH | Loz | oot |
Comzos  eizezes  wed  zer LT o2

v Weekhy To

jout __[Fiag E?i

[ Daily Totals

Ll]?

Premium  07/232003 07232003 wed 2307
Premium  07/232003 07232003 Wed 23-07 - o
Double click on any field in the
Absent | 07/242003 | 07242003 | Thu | HOSCH | _-m-_- ; L !
e O3 wmanws  Fn o owc o grid to edit ts value. For fields
Cmasaws  Ei ma L Cleb that are related Lo tables, a

Premium 07252003  07/25:2003 Fri 2307 Delats drop down list of valid entries
Premium  07/252003  07/25/2003 Fri 23.07 will be displayed and you will

Lacl 7.
Absent | 07/27/2003 07272003 | Sun | 0745 _- N select by cl!cklng on the entry
Absent | 07272003 | 07272003 | Sun | HOSCH | Lor | (RGcil: of your choice. For free entry

Wieek ApDraye Dy DTN fields such as “notes”, “time”,
J Right click on any line to display this menu. ﬂve Dl OT (0
Absent i . Daily OT

“dates” key the value into the
field and press the [Enter] key
Weekly
Total

to complete the edit.

4
R AN

Click “Lock” to
electronically
approve the

transaction.

Click to add a new transaction. When you do this the small
form below this description will be displayed. You must

Move to the Print a hard copy

select the transaction type prior to adding a transaction. previous or of the time &

The transaction types available to add will be restricted to next employee attendance

the record types that have been turned on in the “Record transactions for
the displayed

Selection” panel in the top right corner of the T&A edit form

employee.

Employee Tracker Plus [Joh

Select the Record
Type To Add

o | e
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Adding Transactions — Absent records

Select the Record
Type To Add

Absent ;I

Select “Absent” If you do not
see the “Absent” option
check the “Record Selection”
panel in the top right hand
corner of the system

Select date. Make
sure that the “Shift
Date” and “Worked

Date” are the same.

o ]| e |

Select the absent
Employee Tracker Plus [John Deere] - Add Absent Recie code.

Add Absererecord |
[ | | Double click the “Absent \
Time” field to default to 8:00

hours. Double click the “Pay

Time" feld o copy e el

from the “Absent Time” field.
=i | **Note not all absent codes

can be paid. When this is the
case, youwill not be able to

Time” field.(( /

Fulluyr Sehedulzd Day: M

Select the shift and department codes.

Usually this is set to the scheduled or
W [Mon ¥ iTue ¥ wed| ¥ Tha 0V [Fi T [sats T Sun default values and you don't need to

touch it.
- o |

If you wish to create multiple days of
absenteeism (vacation for example). Enter
a value greater than 1. The repetition
pattern will be enabled and simply check
the days you wish to create absenteeism
records for or check the “Follow Scheduled
Days” box to create absent records based

on the employees schedule.

Tt aal

Time Bank Withdrawal

(.00

W ADRLLS S | et

If you are paying for absenteeism that is
attached to a “Time Bank” You will be
prompted to review the current balance of
the time bank and you will select the bank
you wish to draw from and click [Pay From
Selected Bankl.

Page4 of 11
Approve and Edit Time.doc



Adding Transactions — Time records

Type To Add
o |

Select “Time” If you do not
see the “Time” option check
the “Record Selection” panel
in the top right hand corner
of the system

Select date. Make sure that the “Shift Date” and
“Worked Date” are the same if the work shift
does not cross midnight. If the work shift
crosses midnight and is set to pay based on the
date after midnight. Set the “Shift Date” to
match the scan in day, and the “Shift Date” to
reflect the paid day.

Employee Tracker Plus [ John Deere] - Add Time Pg

Add TipoRecord |

Select the shift code. Usually this is set
to the scheduled or default value and
you don't need to touch it.

Enter the start and stop times. The
system will create this from the
employee scheduled shift or the default

LO7 Lov? emplovee shift if no schedule exists.

Dpogz2 MACHIHE TOOL OFERA'~

Select the department and position
codes. Usually this is set to the
scheduled or default values and you
don't need to touch it.
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Approve Time Transactions

Employees will clock in and out each day. Each day you should review, verify and approve time
transactions using the Time Approval Center.

The Time Approval Centre allows you to manage your employee swipe times on an exception
basis. The Time Approval Centre segregates your employees into the following categories:

1. Standard Hours.(worked expected hours based on the schedule)

2. Missing Swipe (either a swipe is missing or swipes cannot be linked for some reason)

3. Variance (swipe times do not match with scheduled times)

4. Overtime eligible.(may have worked overtime, you will have to review and adjust)

5. Overtime (worked overtime)

6. Worked and Absent. (worked part of the day, and absent part of the day)

7. Absent without reason (scheduled but no swipe)

8. Absent (scheduled but with an absent code attached)

9. Absent Approved (absent code attached and record approved).

10. No Record (employees with no swipes or schedules)

11. Approved (employees who'’s schedule and swipes match up)

12. Still Working. (you are looking at the current days records)

13. Expected Later Today.(you are looking at the current days records)
Time Approval Center only lets you see one day at a time. This allows you to easily manage your
employee records each day in a few minutes as you correct the exceptions the records move to
the approved portion of the timesheet. It is recommended that you first look after your absent
records and then review your missing swipes and variance records.

Accessing Time Approval Centre

Time Approval Center is located under operations. Simply click on Time Approval Centre and it
will automatically load yesterday’s records.

Standard hours
These records may not require any action other than to approve them. You can “right
click” on the “Standard Hours” heading and approve all the records at once or you can
review and approve one record at a time. When you approve the records they will move
from the “Standard Hours” category to the “Approved” category.

Missing Swipes

1. Click on the + to the left of missing swipes.

2. Click on the + to the left of the employee.

3. Review the missing swipe identified with the **:**** or click on the + beside error and let
the software identify the problem.

4. Right click on the error line and select whether you wish to add an in punch or an out
punch.
You will be given an option to key in the value or use the employee’s default shift value.

5. Once you fill in the blank by either method the record will move to approved.

Handling Double Swipes (these should not exist)
When you have double swipes follow steps 1-5 under missing swipes and then once you
have 1 correct line highlight the other line or lines and right click and select delete record
and once record is deleted the record will move to approved.
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Handling Variance Records
Variance Records are discrepancies between scheduled time and swiped time. The
reason records may be in this category are: Employee was not scheduled to work, but
clocked in/out, Employee was scheduled to work the day shifts but has clocked in on the
afternoon shift, Employee worked less hours than expected.

Approving a Variance
1. Open the variance record to its full capacity by clicking on the +signs to the left.
2. If you need to change a shift, or rule display the appropriate selection list and make your
change.
3. To approve, highlight the employee record and right click on their name.
4. Select approve. The record will move to the approve section.

Notes: Sometimes if you have overtime approval required turned on and you correct either
variance records or missing swipe records you record will move to overtime so that you can
approve the overtime. Simply open overtime by clicking on the + and right click and you should
get choices whether to approve all or some of the overtime.

Handling Variance Records
Variance Records are discrepancies between scheduled time and swiped time. The
reason records may be in this category are: Employee was not scheduled to work, but
clocked infout, Employee was scheduled to work the day shifts but has clocked in on the
afternoon shift, Employee worked less hours than expected.

Handling Absent Records
If you have any employees showing up under “Absent Without Reason” you will need to enter
the reason for each record
1. Click on the + sign to the left of their name to see their schedule.
2. Ifthe schedule is correct and the employee just did not miss swiping in and out then
right click on their name and select “Add an Absent Record”. Otherwise make a
notation to correct their schedule or add the correct time by selecting “Add Time”
When selecting Add an Absent Record you will select a code from the drop down.
You usually leave the department and shift to default to the employee’s home shift.
You will key in the absent time(this does not pay only tracks time).
You will key in the paid time if applicable. Note that no lunch is deducted from this
time so it should be actual paid time.
You will click on OK.
if the paid absence is linked to a time bank (vacation, floater) a time bank selection
screen will be displayed showing you the employees time bank balance.
The record then moves from Absent without reason to Absent.

o 0Aw

© N

Approving Absent Records
Once all the absences are explained you then you can approve them for payment. This is a 2
part process because it maybe the person assigning the absent code does not have the right

to approve it for payment.

1. Click on the + to the left of absent.

2. Right click on the employee’s name.

3. Select Approve Absent.

4. The record moves from Absent to Approved Absent.
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open a

close

Click the [+] to

Time Approval Center

Sk Opraiors Feprts Catorral Est Help

. Ik Time and ¢ tenclanca Tremsctions T
S hasd ik b

This screen will display categories
of transactions for all of your
employees for a specific day. The

possible categories are listed here.

category and
keep doing it
to drill down
further.

Click [-] to

J [ 3
Uewe  Scdvarosd  Shordouts
7 Time Approval Center \
7 AN
¥ Standard Howrs {13
+ Overtine Eligible (2
= fhmrbime (6)
|- Code Hame Wept GMAFE Pom Status
[CETELTY Collims, Steven LOP WOSCH  E0g:  EY
I':.'|'I‘|'|-l'.. HOSCH
shift  Dept Bula Pas Abgert In ot Time a 1.5 F ]
15-z3 a7 oazr ooezx LZ: 55 pm Ol:45 pm ao:=x oo
1E-F%  AE ooz 01:d¢ pa 03:01 g GL:lE  OL:
15-25 107 ooE 03:01 pm L1:57 pm  OB:53  0§5: 53 \03:00
| Ee2548 Mekiay, Bub LOP WOSCH  Eoe2  EY
| mze1E Moleam, e Lo ¥OSCH  E0NZ
| nzanz Wiens, Mlbert LO7? ¥OSCH — E002
i@ eeEn Hungs, Pony Lt wosew  soee | Category Display Order
+ Misoing Swipes 43 SNt Beurs
¥ Mardance (4 Quariims Elgisle
Gertime
H Abhsent WHEhout Beasom (32 Misming - =
—
Abmesl Wi howt Resaon
B WErkng
Fapaetnd Laler Today
At
o Ressid
Appreved

4

[ on | e |
|

Date [r7aamons E
Wesdresday
|

Calculate

All Exit <= |

N

Click here to select the date
you wish to work with.

*% note *%

Unlike all other date fields in
Employee Tracker, you can
only access this one with the
calendar button.

Enter an employee code or
name to facilitate a quick
search.
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Time Approval Center

Click here to display
“Employee Specification
Buckets”.

=i0i =]
|Gy Advanced Shortoubs  Shout
an Spachicabon Buckats n
e Time Approval Center
Tim= Apreel Cpaonz 3
Employes Order ¥
Cabegoey Beplary Drdar
Record Colars. .
Dept Lhi #E Poe Statum
E B2EAT & B i ronz
Tyme Skt Euls Fos Wheewt  In k. Tne  Eeg 13 zm
Bl Time 07-15 107 L= ronz 02:48 pa LO:EE pm  0E:-07 08:00 00:07
Bl Time 07-15 126 L= 10:55 pw  LZ:S0 mm OL:43 o1: 53

[ DEEAS Gates, Rene L7 HOSCH Fish i FT

Hozeds Wo¥ay, FRoh Lol HOSTH Fih? FT

H oz WoLoam, ik Lo HOSCH Fivln? FT

[ mzdn2 Wicng, Mlbert Li7 WOSCH ~ Edb2 ET

[ ER denga, Tgny Lol HOsCH Epz ET
i blcwing Swipes §4)
[l Yaziamce (43
[ Bownt Withowt ks Ik

| ®
Cade Calculate
Hame All Exit ==

Right click on the employee
name line to dlsplgy the Add Time 5 Apprave (Al Overtime)
“Approve”, “Add Time”, Add add Ahsent Apprave (Partial Overtime)

Approve

Absent” submenus.

Un-Apprave

Recalculate, ..
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Time Approval Center

Click this to display a short cut
menu. You can jump to the edit
T&A screen (electronic time
card), monthly schedule, daily
schedule.

=101 =]
Wewy  Advancsd | Shodouks  Sbout
|
Emploves Profile
Time Approval Center
T herctdme ¥
- neetime |
i Codn Bapt Shiftt  Pom Statum
=N FiEL] La7? ¥OSCH Fd0:  ET
Type Posx Abwwmt  In Ok 1.5 N
Byutem:  Poxted from schedule by THR| cn 07/9L/2005 9:3l-E9 AM
+ Time 07-L§ LO7T ooz pOnz 02-48 pm 10:55 pm 02:07 0z: 07
# Tims 07-L5 LEE ooz L0:55 pm 1E:50 am  D1:53 01: 53
02646 Catus /[Hene Lo? WOSCH  Ee01 ET
| onznas L Rah Lot KOSTH  FR0Z T
=N FIEE . Mike Lo7? ¥OSCH Fe0:  ET
i B nzasz Alhsat Lov NOSTH Fonz T
i nzIme 2, Temy Lo7? ¥OSCH Ed0:  ET
A P wmine Sor 1]
+ Warlamoe {4)
¥ Bhwenk WL mmnn (3)
+ Rpproeved |
4 | 3
Code Calculate
Harhe Al Exit =<
Right click on transaction
line to display the edit sub-
menu.
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Printing Transactions

Use either
method to
launch this

Use this button to select
the employees you wish
to view.

Fnploye s Tracker Flis mere] - Print Time jind ittesdance Transactions

Print Time And Attendance Transaction Information

Use this button to select
Warner, William the date range you wish
Wione, Albeck to work with.

Culp, Brian
Colling, Stewven
MoKay, Rol
Digcansn, Joe
MoLesan, Miks
Bennde, Brant
dates, Feno

Ventresca, Mark
Beotini, Mike

O7IZ82003

Click one of these buttons
to print or display the
report.

Records * Premium
S Tumn [+ Ahsoed | Bresk
T Error [+ Holiday T Piese

Advanced Options
[ nchuds Dollsrs
[ Times Ls

Sort Order

I Emphene Code

i B ! Code [ Departmient | Empleyes

I Supmmizor (Employes Coe 7 Supesnsl o | Empl

o~ Department | 5hifl sEmoloyes -~ Dspariment |
Cade Hame

Click this button to return
loyss to the main menu.

Report Selection
i+ Tirmie Tr e eethnng Ay i

[” Detated ™ mopt, Summ.
Vi T i et Sunmmiany

r lie=dl. r T i Soe e
Samm Ronfsupes B
™ Dl Pt o il ivim

[ Hew g immey l:'l‘ll'lﬂlMH (L]

[ | Grop Reznrdies s Epzafiue o= ol Repeant Gad

Set your print preferences and
sort order by clicking the check
boxes and radio buttons.

Page 11 0of 11
Approve and Edit Time.doc



