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CONFIGURING TIMESHEET SETUP

Turn on Timesheet functionality in Kiosk

1. In District Configuration under Kiosk Functionality check the box for Employee Timesheet

and apply changes.

< KIOSK Functionality (ON/OFF) -

Select the Check Box{es) next to the KIOSK Function(s)
that are to be available to your district users.
Announcement Board
Leave Requests
Leave Export
Leave Approval AWF
[Leave Analysis Parameters
Pay Slips (USPS)
Pay Slips (PDF)
CPerformance Reviews
[ Substitute Needed
Oindividual Professional Develop Plan (IPDP)
CNITC Individual Professional Develop Plan (IPDP)
Employee TimeSheet
w.-2 Wage and Tax Statements

Apply Changes

2. Nightly job will run to update
Timesheet with appropriate
Kiosk information.

1. After nightly job has run the district/organization will need to be made active in Timesheet.

3. This is done by Kiosk/ITC Admin Emplo
4. Click on Timesheet. ‘% % /

\)) Employee Kiosk \ Other Links \ IPDP \ Employee Timesheet \ L o)

J—

o -
"
5. Clickon Maintan =% TiImesheet
l |
Organization. o
\» Employee Timesheet \ Employee KIOSK \

. . ‘ Organization v‘
6. Click on pencil next to

Maintain Organization r‘ My Current Timesheet |—

district name.

Organization

P Go Actions

*  Lexington Local SD Yes Yes 49437 Lexington Local Sd 10/21/2016 10.22.00.231224 AM
*  Ontario Local SD Yes Yes 49478 Ontario Local Sd 10/21/2016 10.17.00.153951 AM
?  Valley Local SD No Yes 49643 Valley Local Sd

7. Change status to Active.
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Additional configuration that needs to be complete with input from the district.
A. The Timesheet module can be turned off by selecting Yes or No

,-[Drganization Form |

B. Affordable Care Act (ACA) Lookback :

[ Return ] [Appl\tr Changes

Period allows you to select how many © name [iadison Local 50

months you want to review in the past to O s Active?| ves . 0

track requirements of the ACA. The O s External Record? Yes

maximum number of months for the External Record Detail

lookback period is 12. Kiosk District IRN/Name 49452 - Madison Local SD
Affordable Care Act (ACA)

C. You can select which Position Types to

. . . ACA Lookback Period + | Month{s)
include in the Timesheet process. e

R — Regular —
Synchronize Position Filter
S — Supplemental
Paosition Type(s)
T—Temporary

Position Job Status(es) || » Active

Position Appointment Type(s) | | » Cerlificated
D. You can select which Position Job Statues
. . . Position Pay Group(s) | | = W | x YY
to include in the Timesheet process.

Position Daily or Hourly | | % Hourly

= 1ol 1mlolo)

A — Active

Concealed Flag
D — Deleted
| — Inactive

Synchronize Shift Configuration

T —Terminated - _ . o
Create DEFAULT {8-5} Shift OMLY, do not assign to Employee Position(s) o

Create DEFAULT {8-5} Shift ONLY, assign to ALL Employee Positions
Create DEFAULT [8-5} Shift, SYNC Kiosk/Aesop Shifts, do not assign to Employee Position(s)
E. Select WhICh Position Appolntment Type Create DEFAULT {8-5} Shift, SYNC Kiosk/Aesop Shifts, assign to appropriate Employee Position{s)

to include in the Timesheet process.

. . Synchronization NOW
Classified or Certified.

Click the button below to run the Kiosk Information Synchronization Process NOW!

This process will update Information from the Kiosk to the Timesheet.
F. Select which Position Pay Groups to Last Kiosk Information Synchronization completed on 02/09/2018 01.59.29.092543 PM
include in the Timesheet process. This list Synchronize Kiask Info Now o

will be generated based on the current

pay groups a district uses.
G. Select which position, Daily or Hourly to include in the Timesheet process.
H. Select Yes or No to include staff that have a concealed status.

I. The configuration process will create a default shift type. This shift type can be created so you
choose what you would like to do or it can be assigned and synced to all employees.

J. Once you have completed the configuration you can synchronize the info with the Kiosk. It is
recommended that this step be done at the end of the day.
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After the first initial synchronization is done you will

,-[Kiosk Information - Initiate Synchronization Job }

want to schedule Kiosk Information — Initiate

Synchronization Job for Kiosk Information:

Synchronization Job to run. The minimum time it

o District {Organization}

. . P « Employees, Positions

can be set to run is every 5 minutes. This job o Position Supervisors {Timesheet Review Group}
. . . o Leave Types {Activity, Activity Types}

updates position information but also updates o Leave Requests {Timesheet Entry}
Timesheets with the Kiosk leave request TSI EEET, SERTEAILE
. . Select an INTERVAL below and Click the
information. "Schedule Kiosk Information Synchronization Job"

button to SCHEDULE the job for this ORGANIZATION.

— Select an Interval Value - =
I e e Vs e on Synchronization Job

L

5 min

10 min

15 min

20 min

25 min

30 min

35 min

40 min

45 min

50 min

55 min

1 hour

1.5 hours

2 hours

3 hours
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CONFIGURING SCHEDULES

The next steps will need to be completed with your help by a district staff person
that has the Leave Administrator role in the Kiosk.

Pay Period Schedule
This step is setting up the pay period and not the time sheet schedule.

1. Click on Schedules
2. Click on Pay Period Schedule
3. Click Create

Home

My Timesheets
Timesheets Admin
Approval

Payroll Export
Employee

Position and Activity
Shifts

Schedules

Pay Period Schedule |

Time:

Holiday Schedule

chedule

A. Enter the name of the Pay Period for example you can enter Bi-Weekly Pay Period.

(-[Pay Period Schedule ]

B. Select that you want
the status to be

’ Return ] [Applv Changes

O nName |Bi-WeekIy Pay Period Extract Schedule

9

Running. i
g O schedule Status @
Is this the default? ~ "° e
®)Yeg

C. Select Yes to have this
o Closing Time @

pay period be the 1st Reminder (Earliest) and Remindef- | 3rdRemindef- | @

default. O Closing Day Falls on Holiday or Weekend |DO Nothing

v]

D. Select the closing time

for your pay period, for Number of Future Periods Available J
example 5:00 PM Closing Day of the Week @

O Payroll Frequency | Bi-Weekly {Every 2 weeks} | @

O schedule Starting Date |12/08/2017 0
O First Month to Run the Schedule O LastMont[dune ] o

E. Select how often you want reminders for when pay period is ending. You can leave these options

blank to not send notifications.

F. Select what to do if the pay period ending date falls on a holiday or weekend.

G. Select if you pay period is Bi-Weekly, Monthly or Semi-Monthly. If you select Monthly or Semi-

Monthly you will be prompted to select closing pay dates (dates paid).

H. Select the date of when you want your pay period to start.

I.  Select your first month and last month to run a pay period schedule.

J.  Select the number of future pay periods that will be displayed in Timesheet.

K. Select the closing day of the week for your pay period.

4. Click apply changes
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Timesheet Schedule
This step is setting up the pay period and not the time sheet schedule.

1. Click on Schedules
2. Click on Timesheet Schedule
3. Click Create

A. Enter the name of the Timesheet Period for example you can enter Bi-Weekly or Weekly.

,-[ Timesheet Schedule }

Ret Apply Ch

B. Select that you want the status to et Apphy Chas g

be Runnin © Name [Weekly Timesheet Submitial Schedule | 0

g O schedule status 6
Is this the default? 0:; @

C. Select Yes to have this pay period © Closing Time [(700F 1 <]

be the default 1st Reminder (Earliest) 2nd Reminde 3rd Reminde =)

© it Closing Day Falls on Holiday or Weekend [Do Nothing ]
O Timesheet Frequency | Bi-Weekly {Every 2 weeks} /| @
D. Select the closing time for your O schedue Sterting Date (H)
. © First Month to Run the Schedule O LastmonthJune | o

Timesheets, for example 5:00 PM Number of Future Periods Available [2 /| ()

may be the time that they need to © Day of the Week

be com pleted bY« Pay Period Schedule [-- Select Period to Display — ~ |°

E. Select how often you want reminders for when the timesheet is due. You can have the first
reminder set so many day prior to the timesheet being due. If you leave these options blank no
notifications will be sent.

F. Select what to do if the timesheet ending date falls on a holiday or weekend.

G. Select if your timesheet is Weekly, Bi-Weekly, Monthly or Semi-Monthly. If you select Monthly or
Semi-Monthly you will be prompted to select closing pay dates (dates paid).

H. Select the date of when you want your timesheet to start.

I.  Select your first month and last month to run a timesheet schedule.

J.  Select the number of future timesheets that will be displayed to the employee.

K. Select the closing day of the week for your pay period.

L. Select the pay period schedule that will coincide with this timesheet schedule.

4. Click apply changes
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Holiday Schedule

After you have the holiday schedule setup those holidays will display on the timesheet for
the employee.

Holidays
1. Click on Schedules
2. Click on Timesheet Schedule s

3. CIICk Copy HOIidayS Yoar : 7 2014 1cony Halidacal h

S Go Adons Create

*  New Year's Day oz

* Martin Luther King, Jr Day 01202014
*  Presidents Day 2T
7 Mamaial Day 05767014
" Independence Day 0700472014
*  LaborDay 0012004
*  Columbus Day 014
* Veterans Day N0
" Thanksghing narzn4
*  Thanksgeng Friday 2014
*  Chnstmas 12282014
*  Chrstmas Friday 1HZE0A

,-[ Tabular Form ]

[ Return/Cancel ] [Oopy Holiday records from 2015 to 2016]
4. Use the Calendar Icon to enter the correct date for Holiday Name Holiday Daie
the hollday |New Year's Day | |01I01f2016
[ew Year's Friday | | [o1/0212016
| Martin Luther king, IrDay | | [01/15/2016
5. When finished click Copy Holiday Records from [Fresdents bay || [oorieraome
20XX to 20XX. [Wemariloay || [ooasamse
|Lr|dependence Day | |D7{szznlﬁ
| Labor Day | ' [o9/06/2016
| columbus pay | [10/11/2016
|Veterans Day | [t1/10/2016
|Thanksglvmg | |11{25f2016
|Thanksgivmg Friday | |11{26f2016
| christmas || [12/2472016
If you need to delete a date click on the pencil [otiaay |
icon next to the date. [Return] [Delete ][ Apply Changes
I T —
L T —

1. Select the double arrows pointing to the

Manage Holiday Assignments to Position

left to move all positions to the left.

Assign to Positions

Tutor ~ |Adult Education Director ~
. . .. (Associate Principal 5/6 Grades

Caf Supervisor
2' CI ICk ASSIgn to POSItlonS Director Of Career Technical Education
Director Student Services
Elementary Principal
High School Principal
. ) [Meeting Expenses
3. Click Apply Changes 3 [Operatons Supenvsor

S Principal 7/8 Middle School
Speech Therapy

{ Superintendent
<42 | Technology Coordinator

i T rtation Direcks
4. Click Delete Transportaon Diecor

e

q Assign to Positions
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CONFIGURING POSITIONS AND ACTIVITIES

Positions Home
- . . . . My Timesheets
It is important to cleanup positions first before creating shifts
1. Review each position and Identify jobs that should be Timesheets Admin
deleted Approval v
Payroll Export ‘v
Employes v

Position and Activity

Positions

Activity Types -

Activities :_
4

Activities in Positions

Positions

@

Al [Go] [acions ] | [create]

¥/ Part Time Position? = 'No'
7 Part Time Position? = Yes'
? Position Deactivated? = "No'
? Eosition Deactivated? = "Yes"
7 substitute Position? = "No'
7 Substitute Position? = "Yes'
7 Timesheet Auto Insert = "No'
7 Timesheet Auto Insert = Yes'
?Timesheet Reguired? = 'No'
7 Timesheet Required? = 'Yes'
imesheet Required?

PR SR R LR AR LR R B

|
|
O
|
|
|
|
|
|
4

| Is External Record?

Part Time Substitute Timesheet Timesheet Position
Position? Position? Auto Insert Entry Type Deactivated?
_/’ Operations Supervisor Mo MNo No AUTOINSERT FROM KIOSK Mo Restriction Mo
_>/° Technology Coordinator Mo Mo No AUTOINSERT FROM KIOSK  No Restriction No
. Treasurer Mo Mo No AUTCINSERT FROM KIOSK  No Restriction Mo
2 Tutor No Mo No AUTOINSERT FROM KIOSK Mo Restriction No

Timesheet Required? : No, Is External Record? : Yes

Part Time Substitute Timesheet Timesheet Position
Position? Position? Auto Insert Entry Type Deactivated?
_j Adult Education Director Mo No No AUTOINSERT FROM KIOSK  No Restriction Mo
_/’ Associate Principal 5/6 Grades Mo Mo No AUTOINSERT FROM KIOSK  No Restriction No
_>/° Caf Supervisor Mo Mo No AUTOINSERT FROM KIOSK Mo Restriction Mo
. Director Of Career Technical Education No No No AUTOINSERT FROM KIOSK  No Restriction No
.7 Director Student Services No No No AUTOINSERT FROM KIOSK  No Restriction No
_/’ Elementary Principal Mo Mo No AUTOINSERT FROM KIOSK Mo Restriction Mo
_j High School Principal Mo Mo No AUTOINSERT FROM KIOSK Mo Restriction Mo
_/’ Meeting Expenses Mo Mo No AUTOINSERT FROM KIOSK Mo Restriction Mo
3/23/2018 9




A. Select Yes or No if the position is deactivated for Timesheet.

- Position

B. Select the increment ’ Return ] ’ De-Activate ” Apply Changes

for rounding of the
g © position Name Tutor

timesheet entry. Is External Record Yes
. . . iti i r
Minimum is 5 minutes Is Position Deactivated for TS?

O Timesheet Entry Rounded to Nearest @

O pefauit Paydate Schedule | Bi-Weekly Pay Period Extract Schedule | e
© Default Timesheet Submission Schedule | Weekly Timesheet Submittal Schedule | @
C. Select the default Pay © itthis a Part Time Position? [No_ =)

i d S h d | o It this a Substitute Position?
Perio cheduie o Is Timesheet Completition Required? -
(o] Is Timesheet Completition Automated? Q

D. Select the default AUTOINSERT FROM KIOSK

Timesheet Schedule Additional Notes

Maximum is 1 day.

E. Select Yes or No if this position is part time

F. Select Yes or No if this is a substitute position

G. Select Yes or No if Timesheet Completion is required

H. Select Yes or No if you want the timesheet to be auto completed for this position

I. Leave Activities and Activities should already be assigned for this position.

J.  Select the holidays to assign for this employee.

K. Click Apply Changes
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Activity Types Home
The activity type is used as a category. For example you could have an My Timesheets
activity type of Weekend Events or After School Events. After an Activity Timesheats Admin
Type is created the next step is to create activities that would fall under :
the Activity Types. S =
Payrall Export ‘v
Default Activity Types are already created for Kiosk Exceptions and :
. Employves iw
Regular leave and for Kiosk Leave Types. :
Position and Activity  :w
You can create additional Activity Types. Positions
1. To create an Activity Type click on Position and Activity ‘ﬂ‘m"'r't'-'r U L2 ‘v
2. Click on Activity Types Act?v?tfes _ B -
3. Click Create Activities in Positions | ¢

Activity Types

A [eo] [Adions] | [create]

Is

Activity Type Description External
Record?
. After School Event After school hours event Mo
2 KIOSK Activity Type  This Activity Type is used to create Default Activities for an External Source ( Regular, Exception ) Yes
j KIOSK Leave Type These ACTIVITIES are imported from External Source (Kiosk Leave Requests) Yes
1-3

4. Enter the name of the Activity Type
5. Enter a description
6. Click Create

f-[Activity Type ] -

[Rﬂturn] [Ereate]

o Activity Type |Weekend Events

Events that happen on weekend

Description

29 of 200

If you need to edit an Activity Type click on the pencil.
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Activities Home
Lo . My Timesheets
Activities are actual events that the employee could enter on a timesheet as 4
. P . . . Timesheets Admin
exceptions. Examples of activities could be Field Trip, Clean Up for Sporting
Event, Driving for Sporting Event and etc... Approval i
Payroll Export iw
When an activity is created it can be put under specific Activity Types. Employee v
. Position and Activity v
To create an activity. -
Positions
. L. Activity Types g
1. Click on Position and Activities - v
Activities —
Activity R ] (o] | (creme Activities in Positions |1
2. Click on Activites |
. = Activity Type -3
3' CIICk Create Activity Type : After School Event
./ Sporting Event Yes Yes Yes Yes No
Activity Type : KIOSK Activity Type
./ Exception Yes No No No Yes
.7 Reguiar No No No Yes Yes
Activity Type : KIOSK Leave Type
7 Calamity No No No No Yes
_/’ Compensatory Time No No Mo No Yes
.~ Dock No No No No Yes
7 Holiday No No No No Yes
#  Jury Duty No No No No Yes
7 Military No No No No Yes
7 Other No No No No Yes
. Perscnal Leave No No No No Yes
7 Professional No No Mo No Yes
.’ sickLeave No No No No Yes
7 Unknown No No No No Yes
/ Vacation Leave No No No No Yes
1-15
Enter the name of the Activity A Activity |
. Creat
B. Click on the drop down to select
which Activity Type this activity is © Name of the Actiity | KA)
ted with O activity Type [B)
associated wi o Is this is an Exception? Cc
C. Click the drop down to select if Comment on Work Activity Required on T5? [No | (B}
this activity is an exception Work Site on work Activity required on TS? E
) ) Default work Activity for Position assigned to? F
D. Click the drop down to select if a

comment is required
E. Click the drop down to select if a work site is required

F. Click the drop down to select if this activity is a default for a specific position

4. Click Create

If you need to edit an Activity click on the pencil.

3/23/2018
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Activities in Positions

Activities can be assigned to a specific position. When an employee in that position

enters their timesheet they will see the activity as an option to enter.

To activities to positions:

1. Click on Position and Activity
2. Click on Activities in Positions
3. Click Create

Home

My Timesheets

Timesheets Admin

Approval iw
Payroll Export iw
Employes iw

Position and Activity | w

Positions

Activity Types

Position Activities

—
7+ |

|[eo]

‘ Actions |

Create

 Position
£ Part Time Position

i Is Posilion Deactivated?

=] Is Exception? = 'No'

s Exceplion? = "Yes'

TS Worksite Required = "Yes'

" Exception
" Regular

mooOwP

%7 Is Position Deactivaied? = "No'
7 1= Position Deactivated? = 'Yes'

Activity Is External Record? = 'No'

Activity s External Record? = "Yes'

Default Activity = "Yes'

TS Comment Reguired ="No’
TS Comment Required = Yes'
TS Worksite Required = 'No'
Default Activity = "No"

Position : Adult Education Director, Part Time Position : No, Is Position Deactivated? : No

sl el s sl sl

e

NEMNMONEENEEREEFO R
sl sl 5! sl e el sl el el el

KIOSK Activity Type Yes No No No
KIOSK Activity Type No No No Yes

Activities

‘v

Activities in Positions

Click on the drop down to select which position the activity is associated with
Click on the drop down to select which Activity is associated with this position
Click the drop down to select if this activity is a default for a specific position
Click the drop down to select if a work site is required on the Timesheet

Click the drop down to select if a comment is required on the Timesheet

A Position Activity |

[ Return ] [ Create ]

© position |— select a position —

O Activity |— select an activity —

O Default work Activity for this Position? e
© work site required on T5?
O Comment on work Activity required on T§?

q@ﬂ @

4, Click Create

If you need to edit an Activity click on the pencil.

3/23/2018
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CONFIGURING SHIFTS

When creating shifts it is important to create a shift based on a time and not a position. For example.
You cannot have 2 shifts for the same time so even though you may have a custodian and secretary that
both work 7:30-3:30 you would not create 2 shifts you would have one shift for this time and assign
positions to this shift.

To create shifts:

Home
1. Click on Shifts My Timesheets
2. Click on Create Timesheets Admin
Approval ‘v
Payroll Export ‘v
Employes ‘v
Shifts Position and Activity | w
Shifts:
/"' | |[eo] Schedules v
Organization fw

.  Default Shit ~ 08:00 AM  05:00 PM 1 8 9 Yes Default Shift (08:00 AM - 05:00 PM) - 1.00 Hour Lunch 5

Enter the name of the shift Lshift |

-Return -Create
B. Click on the drop down to 0 - -
. o Name| |
select the start time for the o
' O shift Start Time g
shift Shift End Time e
C. Click on the drop down to LunchTime|
select the end time for the Housinwokday[ [ (3
shift Is Default? 3

D. Enter avalue for the lunch
time. For example 1 would equal 1 hour and .5 would equal a half hour.

E. Hours in the work day will automatically be calculated based on the start time, end time and
lunch time.

F. Click the drop down to select if this is the default for this position. You will have the opportunity
to assign shifts to positions.

Click Create

Click on the positions/employees from the available list to assign to this shift
Once they are highlighted click the right arrow to move them to the Assigned list.
Click Assign Employee Positions.

No v s~Ww

Once the positions/employees have been assigned click Return.

If you need to edit a shift click on the pencil.
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CONFIGURING EMPLOYEES

Employee - Shifts Home
In Timesheet you can quickly view shifts and which T s
employees are assigned to those shifts.
Timesheets Admin
1. Click on Employee Approval -
2. Click on Employee Shifts :
3. Click on Maintain Employee Shifts FLAE BT .
4. Shifts will be displayed and which employee is Employee ‘v
assigned to that shift. Employee Shifis  » | My Shift Calendar
Employee Positions* | Maintain Employee Shifis
Employee Admin —
Employee Shift Schedules ‘v
Crganization v

Employee Employee
Last Eirst Position
Name Name

- = - 10:00 AM  02:00 PM 4 4

Shift : _/o Default Shift (8 hour workday), from 08:00 AM to 05:00 PM (9 hrs)
Employee Employee

Last Eirst Position

Name Name
Byler Susan Tutor 08:00 AM  05:00 PM 9 g
Smith Joy Tutor 08:00 AM  05:00 PM 9 g
Harpster Robin Tutor 08:00 AM  05:00 PM 9 8
Hardwick Angela Tutor 08:00 AM  05:00 PM 9 g
Riei Debra Tutor 08:00 AM  05:00 PM 9 8

1-6

If you need to edit employees assigned to a shift click on the pencil.

5. Click on the positions/employees from the available list to assign to this shift
6. Once they are highlighted click the right arrow to move them to the Assigned list.
7. Click Apply Changes.
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Employee - Positions
In Timesheet you can quickly view employees and which employees, what position the employee is
assigned to, if the timesheet is required and way approval

group they are associated with. Home
My Timesheets
1. Click on Employee Timesheets Admin
2. Click on Employee Positions Approval ‘v
3. Click on Maintain All Employee Positions Payroll Export v
Employee bt
Employee Shifts P | i .

Employee Positions® | My Positions

Employee Admin Supervised Employee Positions-View Only

Schedules Maintain All Employee Positions

Organization iw ‘ |

4. Employees will be displayed. Click on the pencil to edit the Employee’s information.

Employee Positions

7+ | [ ] Revocts 1 Brimary Repert | [[Adiens Create

e el e sl s st st 3o s sl

E
D REEOOOO0CERD

Dt beriss6 Active Ho Ne Yes Mo Shatey m Pay Pariod Exact
o By Tusor Actve Accessto Own Timashesd  Actve Mo No Yo ™ - myq Pancd fxtract x:.‘m‘mon AM - 0500
S ocmt Operatons Supervsor 1" Accoss to Cam Timeshee!  Actve o Ho Yos ™ Shabey K Jesy e Excion Eeac
S Hardwick Tusat Aconss lo Cn Timoshiel  Actve Mo No Ve Na g&ml’w T AM - 05.00
El ] Treasuror e Acwe Mo o ves Na Robin Kiunk B Py Pt Exinact -
s Riel Tutar Actve Accass to Oan Timeshest  Acthve Mo o Vs ™ mm pus AM - 05,00
S sman Tuser Acthvn ACCass 1o Own Timashest  Actve No No Yos Mo m’“wmﬁ WW‘“WW-”W
ol A gt e g,
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f-[ Employee Positions ]

[ Return] [Apply Ch

o Employee ~ Kiosk User? Yes 6
O position Tutor

N L — )

Hire Date

o Employee rights [ccecs to Own Timeshest v] e
in this position
Position Supervisor
O Timesheet Entry Rounded to Nearest | Mo Restriction @
O |t this a Part Time Position? =
O |t this a Substitute Position? F
O Is Timesheet Completition Required?

Auto Insert function works for one or more shifts assigned to the employee as long as the shift start and end time is not "flexible”.
Auto Insert function will insert records daily from Monday to Friday, except for Holidays (see Holiday Menu).

O s Timesheet Completition Automated? | Mo (default) -

4 Hour Cook (4 hour workday) No Lunch ~ GE! Default Shift (8 hour workday) 1.00 Hour Lunch ~ 5
0 > @
Shift >
Q &
&
v & .
Hilderbrand, Shelley (Superintendent) ~ GE! —
Klenk, Robin (Treasurer) o % ~|&
T R E Tresey, Patricia (Director Student Services) IS g
@ " 0
(@R s
© pay Period Schedule | Bi-Weekly Pay Period Exiract Schedule v@
Timesheet Submittal Schedule |Weekl‘,r Timesheet Submittal Schedule i B

A. The name will be grayed out and nothing can be entered in this box.
B. Select the job status of Active, On-Leave, Terminated, Deceased or Deleted
C. Select the employee’s access to Timesheets:
Access to Own Timesheet
Can Extract Employee Timesheets to Payroll
Can See Employee Timesheets
Can See, Approve, Reopen or Reject Employee Timesheets (Supervisors will need this
access)
Organization Administration
Select how the timesheet will be rounded.
Click on the drop down to select if this is a part time position.
Click on the drop down to select if this is a substitute position.
Click on the drop down to select if timesheet completion is required.

T ommo

Click on the drop down to select if timesheet completion will be done automatically.

Verify employee has correct shift assigned
J.  Verify the employee has correct staff selected for their timesheet review.
K. Select the Pay Period Schedule for this employee
L. Select the Timesheet Submittal Schedule

Click Apply Changes if you made any changes.
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Employee - Admin —

In Timesheet you can quickly view employees information that has been loaded from oo T2

Kiosk. The information cannot be edited, just viewed. Timesheets Admin
Approval

1. Click on Employee Payroll Export

2. Click on Employee Admin it

Employee Shits
3. Click on the pencil to view the employee’s information. Eei
Employee Admin
Schedules

e Positions®

Organization
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CONFIGURING APPROVALS

Timesheet Automated Work Flow Definition

Timesheet gives you the ability to set up approval work flows for timesheet
approval.

Creating the Work Group

Click on Approval

Click on Automated Work Flow Definition
Click on the Create New Approval Group
Enter a group name

vk wnN e

Select if the Group Type is an And or Or
If you select AND that means if you put more than one person in this
work group as an approver, Timesheet will require that both

approvers take action on the request.

If you select OR as the type and you have more than one approver
for the work group either approver can take action on the request.

6. Click Create Group

Y

Home
My Timesheets

Timesheets Admin

Approval v

Timesheet Approval

Timesh teview Group
Automated Work Flow Definition
Fosition and Activity v
Shifts

Schedules v
Organization v

,-| AWF Group

7. Click Add AWF Group

Retumn to Automated Approval Work Flows | | Delete || Apply Changes

Organization 25 - Madison Local SD
o Group Name |Cusl0dians

Members

oGroupType OR % [ *

,-[ AWF Group Members

AWF Group has no MEMBERS assigned to it.

Add AWF Group Members

3/23/2018
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10.
11.

12.

13.

A list of staff will be displayed. You can

AWF Group Members for Custodians ]

select the employee name that will be Retum/Cancel | | Add Member to Group
added to this group. © Group Member
|f | S . f h O Is this Group Member a Group? Q

you se ect upervisor for the group © s this Group Member an Approver? | At Abstract Values -

. . AR

member, Timesheet will look at the
Supervisor field that was loaded into !
Timesheet from USPS. So the timesheet s Employees

Adams, James - *
Addington, Heather -
Adkins, Tiffany -

will go to the supervisor listed.

If you select Manager for the group
member it will include any User within the District that is assigned to the "Leave Administrator"
Role within Kiosk.

Once you have selected the employee or supervisor, you will need to assign why type of
member they are.

e No AWF Group Members for Custodians |
This means the staff person is not Return/Cancel | [ Add Member to Group
an approver but is allowed to © Group Member | Supervisor « b
view the timesheet. © s this Group Member a Group? No
. No & NOtIfy O isthis Group Member an Approver? ‘
This means that the staff person _
is not an approver but will be sent No & Notify

Yes

email notification when a
timesheet needs approval.

e Yes
This means that the staff person is an approver and will be sent email notification when a
timesheet is waiting for approval.

You must have a least one approver in the group before you can create a work group.

Click Add Member to Group

You can add additional group members by clicking on Add AWF Group Members and following
the steps above.

Once you have all your group members added click on Return to Automated Approval Work
Flows.

You will see your new group in the list of - Define Approval Group(s) |

work groups.

View
Hierarchy GROUP_NAME GROUP_TYPE MEMBERS
E‘i‘\\ - Tutors OR 1
E_é'\\ - Custodians OR 1

Create New Approval Group

3/23/2018




Creating the Work Flow

1. Once you have all your work groups created you can now create a New Flow.

Automated Approval Work Flow Definition }

Priority  AWF_ID

Automated
Approval EMPLOYEEID
Name

Edit Define See
It It It

KIOSK  BUILDING
JOBNO

Create New Automated Approval Work Flow Definition

IRN

BUILDINGCODE DEPARTMENTCODE PAYGROUP APPOINTMENTTYPE DAILYORHOURLY

Employees
Matching

Ya 1 |By 2 | T wery
2. Click on Create New Automated Approval Work Flow Definition
1. Select the priority sequence when creating the work flow. Knowing that work flows are
processed top down in the list where do you want this work to be in that list.
2. Give your new work flow a name. For example if the flow is for the Custodians you may call it
Custodians. Just make sure that whatever you name the work flow that it makes sense to you.
3. If this work flow is going to be for a specific employee click the drop down arrow to select that
employee’s name. Ifitis for a
group of employees leave the * 4 Create/Edit Automated Approval Work Flow |
for this field Return/Cancel | | Create |
AWF Priority Seq v 0
4. Enter a specific job number or use AWF Name | @
the * for all jobs. EMPLOYEEID @
KIOSK_JOBNO @
5. Click on a specific building IRN or BUILDING.IRN @
use the * for all buildings. You can BUILDINGCODE
hold the ctrl key down to select 6
multiple buildings. DEPARTMENTCODE @
PAYGROUP 0
6. Click on a specific building code or APPOINTMENTTYPE o
use the * for all buildings. You can DAILYORHOURLY o
hold the ctrl key down to select Deleted Date
multiple buildings. EEHR
Last Updated By
7. Click on a specific department
code or use the * for all departments. You can hold the ctrl key down to select multiple
departments.
8. Click on a specific pay group or use the * for all pay groups. You can hold the ctrl key down to
select multiple pay groups.
9. Click on a specific appointment type or use the * for all appointment types.

10. Click on a daily or hourly or use the * for all types.

3. Click Create.

3/23/2018
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Once you have created the work flow you will need to define it. Define it means that you are going to
add work groups to this flow. Click on the pencil icon.

Automated Approval Work Flow Definiliun_}

Create New Approval Work Flow Definition
Edit See LIRS KIOSK ~ BUILDING Employees
Priority AWF_ID It | It Approval ~ EMPLOYEEID JOBNO RN BUILDINGCODE DEPARTMENTCODE PAYGROUP APPOINTMENTTYPE DAILYORHOURLY Matching
Name
L 1 ENI =] Tutors B . B . B Wy B *
¥ 2 Eﬁ—?‘\\ 7.4 Mot Defined | Custodians = * = * 000 * * *

Update Priority Sequence

1. Click Add Next Level.

Define LEVEL(s) of the Work Flow: Custodians }

| Return to Automated Approval Work Flows || Add Next Level |

Click Add Next Level Button to Add 1st level of the Approval Work Flow.
| Save re-ordering of AWF Level{s) |

2. Click on the Group ID drop down menu and select the group that will be the first approvers in
this work flow.

Assign GROUP to the Flow Level ]

Cancel/Return | | Add Level

AWF Level 1

Q

Tutors

O Group1d

3. Click Add Level.

4. Repeat the process again by clicking Add Level for each level of approval that you need for this
flow.

5. Once you have the flow completed click Return to Automated Approval Work Flows.

6. You will see your flow and how you defined it. More specific flows need to be at the top.

7. Click on View under Employees Matching to see which employees will follow this flow.
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Timesheet Review Group

This will give you an overview of each Reviewer and what access Home
they have with Timesheets. My Timesheets
1. Click on Approval Timesheets Admin
2. Click on Timesheet Review Group Approval ‘v

Timesheet Approval
Timesheet Review Group
Automated Work Flow Definition

3. Reviewers will be listed with their access and the employees | Position and Activity i
who timesheet the review can see. | Shifts
Timesheet Review Group chedules -
I — 0 T :
rganization i

T Reviewet Rights ] 3¢

Reviewer : 7

ASuporintendentl. Reviewer Rights : Can See, Approve, Reopen or Hejec! Employee Timesheats

Bkt Pay Perisd Exract Scheduls

Tachnoiogy Coordinator Wity Timeshaat Submital Schadule

Caf Supanvisor ‘Waaksy Timeshast Submital Schadule  B-Waeidy Pay Period Daract Scheduls -
Transportation Ditncted ‘winaidy Timeshaat Bubmital Schadule  BI-Wibsidy Pay Peniod Exitact Schodule -
Dperatons Supenisor Weekly Timesheel Submital Schedule  Bi-Woekly Fay Penod Extract Schedule
Megtng Dxptnses \Weaidy Timeshast Submital Schadule  B-Waeidy Pay Period Exaract Scheduls -
Suptrinstedent \Woakdy Timesheat Submital Schadule  BI-Woesly Fay Peried Extract Schodule
Princioal 71 Middis Schoed \Weaksy Timeshaet Submital Schadule  -Weeidy Pay Period Exirect Scheduls -
High Sehool Principal Weakly Timesheat Submital Schedule  BFWeesy Pay Panced Exiract Schedul
Al Education Deucie Woukly Timesheel Submittal Schedule  BI-Weekly Pay Peried Exifact Schudule
Ass0riAte Prncipsd 56 Gradas Winakdy Tineshaat Submital Sehaduls  B-Waeidy Pay Parisd Exiract Sehaduls -
Dwuctor Of Carver Technical Education  Wpukty Timesheet Submtal Schedule  Bi-Weekly Fay Penod Extiact Schuduls
Fiamantary Prinzipal Wanisy Timashaat Submittal Schaduls  B-Weeidy Pay Parisd Aot Schaculs -
Exementary Principal ok Tineshoet Submital Schedule  Bi-Weekly Pay Pered Extract Schedule
Drrector Student Services Woekly Timesheot Submital Schedule  Bi-Woekly Pay Period Exiract Scheduse
Elmantary Principal \Wankly Timesheat Submittal Schadule  BkWaekdy Fay Penod Fxmct Scheduls -

Reviewer ©

ilreasurerl, Reviewer Rights : Grganization Administration

Tutar ‘Winakdy Timeshaat Bubmital Schedule  Bi-Wiesidy Fay Period Exirac Schodule  Dafaull SRt (0300 AM - 0500 PM)
1-17

4. When you click on the pencil icon you can select which employees the reviewer has access too.
5. Click the drop down to select their access rights.
Can extract Employee Timesheets to Payroll
Can See Employee Timesheets
Can See, Approve, Reopen or Reject Employee Timesheets
Organization Administrator
6. Select the staff on the left that the reviewer has access for timesheets.
7. Click the right arrow to move the staff to the box on the right.
8. Click Apply Changes

,-[ Timesheet Review Group ]

Apply Changes
Timesheet Reviewer (Director Student Services)
LU R i I R Can See, Approve, Reopen or Reject Employee Timesheets |5
(Technology Coordinator) ~ (Tutor) ~
| (Tutor)
(Caf Supervisor) @g ,
Srenm o 1 (Operations Supervisor) 5 @
elect those Employees i
whose Timesheets will be 2 (Me(?m"grfxpenses) » @
available for a review I ¢
(Superintendent) &
| (Treasurer) *K -
(Principal 7/8 Middle School)
(High School Principal) w v
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Automated Work Flow Definition
You can create work flows for the timesheet approval process. Home

1. Click on Automated Work Flow Definition My Timesheets

2. Enter a Name for the Work Flow Timesheets Admin

3. Select whether the flow will be And/Or. Approval ‘v

e And means that all approvers in the group will need to Timesheet Approval

approve the timesheet before it proceeds to the next

Timesheet Review Group
level of the approval process. Automated Work Flow Definition
e Or means any approver can approve the timesheet for it Position and Activity W
to proceed to the next level. Shifts
4. Click Create Group :
Schedules e
AWF Group ]
Return to Automated Approval Work Flows Create Group Drg anization w

Organization 26 - Madison Local SD

o Group Name |Tutors

(o] Group Type | OR x

5. Click Add AWF Group Members
Click on drop down arrow to select staff

that will be in this work flow. AWF Group has no MEMBERS assigned to it.
7. Click on drop down to select if the staff

[ AWF Group Members ]

. Add AWF Group Members
selected will be an approver (Yes), not an

approver (No) or not an approver but will
be notified with a timesheet is ready for approval (No & Notify)

AWF Group Members for Tutors }

Return/Cancel Add Member to Group

o Group Member

o Is this Group Member a Group? No

\ *‘

Mo & Notify
Yes

o Is this Group Member an Approver?
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TIMESHEET SUBMITTAL

The employee can view timesheets that need to be completed. .

Click on My Timesheets

The employee will see timesheets that have been submitted,

current and future.

3. To enter data onto a timesheet click on TS Details. My Shift Calendar

=

Home

My Timesheets

My Positions

My Timesheets

-
v | ‘ Go Actions

Position
TS Period = "CURRENT
TS Period = 'PAST
TS Period = 'FUTURE'

R EE
) el el s

Position : Tutor

TS Details = Future FUTURE 07/20/2018  07/14/2018  07/20/2018 - - - - - - Mo
TS Details = Current  FUTURE 07/20/2018  07/07/2018  07/13/2018 - - - - - - Mo
TS Details - Late CURRENT  07/06/2018  06/30/2016  07/06/2018 - - - - - - Mo
1-3
Any leave requests that have been entered into
Kiosk will flow over to the timesheet. Any holidays Timesheet for , Tutor
that have been created on the Holiday Schedule Timesheet Period from 07/07/2018 until 07/43/2018 |  Status: Current

will display on the timesheet also.

If you have selected for the timesheet to be auto
completed the data will be already completed for
the employee.

If the employee needs to enter additional
timesheet data or the employee needs to enter
data because the timesheet is not auto completed,
the employee will click on New Entry.

3/23/2018

Pay Period from 07/07/2018 until 07/20/2018

Hours:0 | Regular.0 | Exception.o | OT/CT.0

[ << Previous] [Current Timesheet] [Next >>] [New Entry] [ Submit Timesheet - Step 1}

July 2018
|_ 09 10 1 12 13
v ‘ | Go Actions

>

T‘f Activity = Exception’

= Workday [ -

X

No data found.
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A. The employee will pick the

activity based on the activities
that were created by the Activity [Regular 10
N L. Shift | Diefault Shift (08:00 AM - 05:00 PM) - 1.00 Hour Lunch *~ | @
Timesheet Administrator Timesheet Entry Rounded to Nearest No Restriction
B. The default shift will display Date 2 C)

for the employee
ploy ena T 5500 P | (2
C. Click the calendar to select the Include Lunch Time? [Ves -] e T

date for time worked Req Hours
. . It this a Substitute Position? No
D. When you click in the start Is Worksite required for TS? No 9
time box you will be Work Site | zip | -

Is @ Comment required for TS? No

prompted to select the time
and click done. Comment o
E. When you click in the end 7

time box you will be
prompted to select the time and click done.

F. Click the drop down to select Yes or No if lunch is included.

G. Enter the Work Site. This can be customized as to whether or not the employee has to enter the
site.

H. Enter the Zip. This can be customized as to whether or not the employee has to enter the site.

I. Employee can enter comments.

1. Click Create when entry is
i Timesheet fol Operations Supervisor
completed. The new entry will ,
Timesheet Period from 06/30/2018 until 07/06/2018 | Status: Open
dISplay on the time sheet. Pay Period from 0612312018 until 07/06:2018
Hours:32 | Regular:32 | Excepfionio | OT/CT:0
<< Previous || Current Ti J(Next >> ][ New Entry || Submit Ti -Step 1
June 2018 - July 2018
Sunday Monday Tuesday Thursday Friday| Saturday

2. Once the entries are complete and e = - E - 4 L
the timesheet is ready to submit for

approval the employee will click on [ 0 o L .
Submit Timesheet — Step 1

A @

7 Aclivity = ‘Exception’ %
Workday 0O -x
No data found.
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3. The employee has one more opportunity to review the timesheet and if the timesheet is ready
to submit can click on Submit Timesheet. If the employee clicks Cancel Submission they will be
able to go back to the entry screen to add more entries.

Review/Confirm Timesheet and click "Submit Timesheet” button. Otherwise, click "Cancel x
Submission”.

Timesheet for Steven Crist, Operations Supervisor

Timesheet Period from 06/30/2018 until 07/06/2018 | Status: Open
Pay Period from 06/23/2018 until 07/06/2018

Hours: 32 | Regular:32 | Exceptionio | OT/CT:0

[ << Previous ][ Current Ti esheet][ Next >> ][ Cancel issi ][ Submit Timesh ]

June 2018 - Juli 2018

[ 02 03 04 05 06
07-00 AM-02:30 PM, Vacation Leave {8.00}|07:00 AM-02:30 P} acation Leave {8.00} Independence Day |08:00 AM-05:00 PM, Regular {3.00}|
™ "
A [Go]  [Atons] |
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TIMESHEET APPROVAL

The approver will be notified via email that timesheets are waiting

Home
approval.
My Timesheets
1. Click on drop down arrow next to approval and click Timesheet :
Approval iw
Approval. .
Timesheet Approval | |

At a quick glance the approver can see the timesheet start and end date,
regular and overtime hours.

2. The approver has the option to view details of the timesheet by clicking on the Details button.
The approver can click Approve, Decline, or Re-open.

4. Re-open will allow the supervisor to send the timesheet back to the employee for editing. The
employee can make changes and submit the timesheet again for approval.

Timesheet Approval

Detaits, =1l Technology Coordnator  Exponted  DE302018  OT/06/2018  OBZ32018  O7/06/2018 S L] (] L F2d

1] Operations Superasor  Submitted  DEINZIIE  OTUGRO0TE  ORZNZOIE  OMOGTONE X (] ] (] ]

Timesheets can be mass approved by the supervisor as long as there are no overtime hours on the
timesheet. If overtime hours do exist on the timesheet the supervisor will need to click on Details to
approve the timesheet.

Clicking on the box next to the employee’s timesheet will allow supervisor to mass approve timesheets.
Once the box has been checked the approver needs to click on Approve All to complete the approval
process.
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PAYROLL EXPORT

After all approvals are done the timesheets can be exported for
input into USPS.

1. Click on Payroll Export
2. Click on Pay Period — Timesheet Export

3. Alist of approved timesheets will display on the screen.

4. You can check the box to Export Only Exceptions.

Home

My Timesheets

Timesheets Admin
Approval iw
Payroll Export ‘v

Pay Period - Timesheet Export
Payroll Export History

Outstanding Timesheet - Approval’Submittal
| Shifts

Schedules iw

Organization iw

Export Timesheets for Payroll

Pay Perlod 07062018 » | »  Expor only exceptions? (]

N
e | || Ga Actions Export All

g fmmt 2018 = 2 2 u 0
OT/0E/2018  O6/30/2018-07/06/2018 == OPEN ki fal 4 (]

Click Positionis)

1 View
TS Dutails:

0 070320150800 AM  07/04201 05,00 PM  Tuos

[ 07:00 AM 03:00 PM

0 Q7020180700 AM  OTAM/2018 05.00PM  Oparations Supseiser
1-3

5. To export the timesheets check the box next to the employee’s name

6. Click on Export All

7. You will receive a box asking if you want to save or open the file. It is recommended that you

save the file for import into USPS.

To review exports: Home
My Timesheets
1. Click on Payroll Export History Timesheets Admin
2. You can view details of the export or click Export again to save the Approval v
Payroll Export iw

export file.

Pay Period - Timesheet Export
Payroll Export History

Payroll Timesheet Export History

Export only exceptions?

A [So] [Actons |

| Detaits| Export 07272018 10.00.58 473480 AM OT2TI2018 10.09.57 062120 AM

Exeort c;oozed Timaslan  £xpoted G Emall LM EXAOried TiAAMIARA. LAALExROCIAG.EY ERAl LifAbasls— Caniol
Aanln Exgorted

Qutstanding Timesheet - Approval/Submittal

| Shifts

Schedules

QOrganization

Expor
Numbas
1 D98RS

1-1
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