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Disclaimer

Tyler Technologies, Inc. (hereinafter “Consultant”) believes that the information described in this manual is accurate
and reliable, and much care has been taken in its preparation. However, no responsibility, financial or otherwise,
shall be accepted for any consequences arising out of the use of this material, including loss of profit and indirect,
special, or consequential damages. No warranties extend beyond the program specification.

The Client should exercise care to assure that use of Tyler Software Products and related sections are in full
compliance with the laws, rules, and regulations of the jurisdictions in which it is used. These materials are
confidential, unpublished works of Consultant and are provided contingent on Client’s agreement that the materials
will be treated as Confidential Information as defined in the Agreement between Client and Consultant. Consultant
grants to the Client a royalty-free nonexclusive license to use anything created or developed by Consultant for Client
contained in this manual for internal purposes only. The license shall have a perpetual term and Client may not
transfer it. Consultant shall retain all copyrights, patent rights and other intellectual property rights to this manual.

The information contained herein is subject to change with subsequent upgrades and releases. Consultant assumes
no responsibility to advise clients of changes or additions.
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Accessing the Time & Attendance System

The Munis Time & Attendance system will be used to record time worked, submit and approve time-off
requests, and approve timesheets. An employee can access the Time & Attendance System on a computer, iPad,
or mobile device.

The Munis Time & Attendance (Timekeeping) system is accessed through the Employee Self Service portal (ESS).
Employee Self Service portal

To access the Employee Self Service portal, navigate to
https://charlescountymd.munisselfservice.com/ess/default.aspx from a computer workstation. In the top right
corner of the page, click the LOG IN command.

“a tyler

Charles County, MD Employee Self Services

Home Welcome!

To login, the employee will enter their employee number into the Username field, as shown on the page below.

If this is the first time the employee has signed into ESS, the employee will enter the last 4 digits of their SSN into
the Password field and click LOG IN. They will then be prompted to reset their password. The password must be
6 characters long, contain at least 1 numeric character, and at least 1 special character.

“= tyler

-
Login
Username

‘ 123456

Home

Forgot your username?

Passwaord

Forgot your password?

LOG IN
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Once the employee has signed in, click the Employee Self Service option on the left-hand menu. This will take
the employee to their personal landing page. From this screen the employee will click the LAUNCH EXECUTIME
link.

tyler

Welcome to Employee Self Service

Announcements
Employee Self Service ¢————

Home

Pay/Tax Information

Personal Information ExecuTime LAUNCH EXECUTIME

Open ExecuTime for Time Entry and Time Off Requests.

Once the page loads the employee will be in the Timekeeping system (also known as ExecuTime). See page
below.

NOTE: The screens depicted in this document may be different depending on the access level of the employee
logged in. Employee, supervisor, and timekeeper views will vary.

Time & Attendance

Employee actions Prefer
Benefits Summary Friday, March 8 2024 7:29:59 AM
My calendar
Time card naury o
Timesheet entry e . " . " Acc.
Actions Benefit Type Benefit Description Current Balance  Days/Hours Projected Balance Approved Remaining Projected Remaining 'y
‘Time summary 2@ ANNUAL 223.00 0.00 Hours 0.00 0.00 000 223,00 0.00 Egm
Benefits summary 2@ 2 sick 251.00 0.00 Hours 0.00 0.00 000 251.00 0.00 EZZ‘M
X Pay
Benefits calendar a 4 comP 15.50 0.00 Hours 0.00 0.00 000 1550 000 o
2@ s ADMIN 11.25 0.00 Hours 0.00 0.00 000 1125 000 P
Time-off request : . - Period
2@ - PTO 0.00 0.00 Hours 0.00 0.00 000 0.00 000 P
Time approval Period
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Employee Actions > Timesheet Entry

Employees who record time worked into a timesheet will use the Timesheet Entry option under Employee
Actions.

Employees entering, reviewing, and approving timesheets must pay special attention to which Pay Period is
selected. Screens will automatically default to CURRENT PERIOD based upon today’s date, as depicted in the
screenshot below. The center of the screen will show the date range of the pay period.

If the employee needs to access their timesheet from the PREVIOUS PERIOD which has not yet been updated to
the Payroll system, they can do so by clicking on the PREVIOUS PERIOD tab and the page will reload.

In the example below, we are viewing the timesheet for the current period of 12/16/2023-12/29/2023.

'::5-. Time & Attendance

sheet Entry Tuesday, December 26 2023 8:48:31 AM

ro— —
Pay Period: 12/16/2023 - 12/29/2023 .

My calend:
Roster inquiry

DO me 22eoes F{oo[E2 ] [EEuRvnoneewv] [ ] C  pwmnEE]
Timesheet entry m m
Time summar: y
Benefits summary
Time-off request
He request.
Manage my shifts
Time approval
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To start entering time worked, under Employee Actions, click on Timesheet Entry and click the Add icon (+) at

the top of the Actions column. This will add additional lines to the Timesheet. This command can be clicked

multiple times to add multiple lines at one time.

Lines that have been added, but not saved, will be marked with a *.

Time & Attendance

Employee actions

Clockinjout Timesheet Entry Tuesday, December 26 2023 8:56:44 AM
To— e

Pay Period: 12/16/2023 - 12/29/2023
My calendar

Roster inquiry

Time card inquiry

Job Costing Activity

DO s

Comment

12162025 T © Hours c
D@ T [z & ® Hours c ]
Time summary DO T [z & ® Hours ] c ]
Benefits summary DO Tue 122003 3 © Houre ] c I |
Benefits calendar 0@ T [z H ® o I c

EPLSLT5E B PIErRER] Duplicate timeshast trom history | save | Reset |

Time-off request
Hours request
Manage my shifts

‘Time approval

By default, the Date will be set to today’s date. Both Start Time and End Time will default to 7:00. Dates and times can be
modified for each day worked.

To modify the date of a timesheet line, click on the Calendar icon located to the right of the date field. This will
open a calendar from which the desired date can be selected. Dates can also be manually entered into the date
field. If manually entered, dates must be input in MM/DD/YYYY format (e.g., 12/26/2023).

WTESTH!

ime & Attendance

Employee actions Pre
Timesheet Entry
Clock in/out
— cmsespenon
Pay Period: 12/16/2023 - 12/29/2023
My calendar

Roster inquiry

,

End Time
Time card inquiry ® Hous
0@ sat (Tezmz 07:00 103 (SALARY NON-EXENP v c
Timesheet entry Frev LY Het ®H
@® Hours
D@ T 103 (SALARY NON-EXEMP v c 2107 (MAINTENAN! v
Su Mo Tu We Th Fr Sa .-
® Hours
Time summary DO e 1. . 105 (SALARY NON-EXEMF ] c
3 4 5 8 7 8 9
® Hours
Benefits summan [n Tue BIEl M 12 13 14 46 [7a0 ] : 103 (SALARY NON-EXENF ~ c 7107 (MAINTENAN »
Y U ° 17 18 19 20 21 22 23
24 25 26 27 28 29 30 ® Hours
Benefits calendar D@ T = 103 [SALARY NON-EXEMP v c
Clear Close

Duplicatetimeshest fom istory | Save |l Reset |

Time-off request
Hours request

Manage my shifts

Time approval

Once the work dates have been populated, the amount of time worked for the day must be specified.

Non-exempt employees will need to enter times in the Start Time and End Time columns. The amount of time
worked will be calculated by the system.

Exempt employees will enter the actual time worked under the Duration column.
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NOTE: Some pay codes (e.g., Holiday) are configured to only enter a total time in the Duration column,

regardless of the employee's exemption status.

o
o e’
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Multiple lines can be added for the same date. This may be necessary to record a break during the day (e.g.,
lunch, personal appointment, etc.) or a call back after a standard shift.

Time must be entered based upon a 24-hour clock (aka Military Time).

08:00 = 8:00 AM

11:55=11:55 AM

13:00 =1:00 PM
16:30 =4:30 PM
18:10 =6:10 PM

In the example below, two transactions have been entered for each day with a lunch break. On 12/20/2023 the

employee did not take their break until 13:00

Once the data has been entered, the employee must click the Save command to record the time entered.

Employee actions

Cleck infout

My schedule

My calendar

Raster inquiry

Time card inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Manage my shifts

Time approval

Timesheet Entry

comE

Mon

200

6:30

* Dbe
De
* D0e
De
* D0e
be

Tue |12,

Tue

Wed [12

Wed |12

200

6:30

A H(A A
ol GG GG

200

6:30

Pay Period: 12/16/2023 - 12/29/2023

Duration - .
e

® Hours [703 [SALARY NON-EXENE w ] [ | C
® Hours [EEAARTNONEEEw [ ] €
® Hours [70% [SALARY NOW-EXEWE w | [ | C
® Hours [EEAARTNONEEEw [ ] €
® Hours [70% [SALARY NOW-EXEWE w | [ | C
® Hours [(EEAATNREEEw] [ | C FmpAweenw

PIoPie Py Eeega] Duplicate timesheet from history ( Save ) Reset

If this page is navigated away from without clicking Save, all * lines will be lost. The employee must make sure to click Save

changes before leaving the Timesheet Entry page.

Once saved, a timesheet can still be updated if needed.

o If the timesheet was previously partially or fully approved, then a subsequent update will reset the

approval workflow, requiring both the employee and their assigned approver(s) to re-approve.

Once a pay period has been processed by Payroll, timesheet edits are no longer allowed.

Clicking the Duplicate icon ( I_|:|) icon in the Action column will delete the line.

Clicking the Delete icon (e) in the Action column will delete the line.
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In the example below, the End Time for 12/20/2023 was updated from 16:30 to 18:30. The line is showing a *
because the change has not been saved yet.

Time & Attendance

Employee actions

Timesheet Entry Tuesda:
Clock infout Y.
My schedule CURRENT FERIOD
Pay Period: 12/16/2023 - 12/29/2023
My calendar

Roster inquiry

Actiona Start Ti End Ti Duration
oee [HHEMM or HHMM] s ST -l clasa
Time card inquiry

i
—— > B @  won [121e202: =i [103 (SALARY NON-EXENE w | C [ mANTERAN v |

Timesheet entry

——® Q@  Mon [127E2023 T ® Heurs 103 [SALARY NON-EXENE W C o |
=3
Time summary 0@ Tue 127192023 F Hline [103 [SALARY NON-EXENF w | [ | C (|27 MANTERAN w
Benefits summary D@ Tue [12792: T ® Hours 703 (SALARY NON-EXENE W C o
® Hours

C [zi07 MANTENER v |

[103 (SALARY NON-EXENF v
® Hours 103 (SALARY NON-SHENF W C oroENEE Y

Benefits calendar
12/20/2023 2

Time-off request
Hours request
Manage my shifts

Time approval b

Duplicate Timesheet

Instead of entering each day at a time, employees also have the option to duplicate previous timesheets. On the screenshot
below, the employee can click the Duplicate Timesheet from History button to duplicate a prior period timesheet. By
default, the system will pull forward the previous period timesheet, but historic periods can be selected by clicking the drop
down.

"::E'. Time & Attendance
-

Employee actions

Timeshest Entry Tuesday, December 26 2023 3:29:15 AM
Clock infout

My sehesile cumsex poo

My calendar [

Roster inquiry

Acti
| nqui _ [ s | Amount [0.00] _ s m
Time card inquiry

st [12ez023 3 [0 ] 7o ® Houre (765 [SALARY NONERENE | C e |

Pay Period: 12/16/2023 - 12/20/2023

Timesheet entry

Time summary

Recording and Approving time Last Revised 3/8/2024
Page 9




..
i tyler
In the example below, the employee duplicated the previous period’s timesheet (12/02/2023-12/16/2023.) The
Duplicate Timesheet from History option pulled the previous period’s timesheet into the current period. The
information can then be modified and saved as needed.

“h Time & Attendance

Employes actizes

Clock inowt i Tuesday, December 26 2023 9:26:47 AM
(e st Pay Period: 12/02/2023 - 12/15/2023
Wy calandas
Rottar inquiry
| SR r— J LT ) o - .pu..:::,:'::u,] Amaours [0.00) | Job Cosmng Aswiy
- |
 (——— u :
Fima summary 3 it R = ik | I R = F i
Beagtiny pemmary | " o [T PSR REMEVEe ] [ ]2
Baaaat Ll et 1 2 N c
] * How : c
Teme-aM recueit J e c
Haoutd tequest 3 ® Hdurd T c
Manags my shifty 3 o e I
| — 1 8 " ] @
. | ¥ e e
'j ® sours “ c
= | W How [ AR e | m| =l
3 ® Mo [T A e wr | [ B &
™| ® boun ] &
_" * Hownn ] c
i | ¥ o ] &
- | " o [T AR e w ] [ ] & @
9| o [0 SRR S | o
3 = ] &
4]
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The system automatically populates the timesheet with approved leave requests. In the example below, the
employee had approved annual leave for 12/26-12/29.

Time & Attendance

Employee actions

Timesheet Ent
Clock in/out. =0
sy sehele c...mmu
Pay Period: 12/16/2023 - 1212872023
My calendar
Roster inquiry o
Time card inquiry ® Hours
i D@ e[ = ® Hows T e [<] T TR
Timesheet entry C B @ e = | @ Hose AR EEE Y [ ] c 2707 (MAINTERAN
Time summary . D@ e = = mEArERNEEEY] [ ] c 2107 AN TERAN
C D@ T - | ® Hows EET S I c 2107 (RAINTENAN
Benefits summary
- p@ w = ® Hous mErERNEEE Y] [ ] c 2107 PRANTERAN W
Benefis calendar
0 B @ we [172202  Hours AR RONDEP ] [ ] c 2107 (MAINTERAN W
Time-off request L B@ e mmmE o * Hous A= c 7 (AR
Hours request - | ® Hows e | I | c 2707 MANTERAN
- E: ® Hous mErEEEEEy] [ ] a T T
Manage my shifts i =
3 @ Hows GErEmsEEL ] c 2107 (WARTENAN +
Time approval i
e == R | c 2107 (ANTENAN
= @ Hours I e ek c 2107 (HVRTENAN
= Oliz= EEAART NN EEEw] [ ] (e} 2107 (MAINTENAN
E ® Hows BTy — | ¢ 2107 MARTERAN >
=5 ® Hows BTEar e — c 2107 (MATRTENAN %
3 ® poues BTy — | c 2107 (MARTENAN &
= s e I | c 7107 (MAINTENAN v
= ® Hows B e | c 2107 (MAINTERAN &
= B == FE e 2 c 2107 (ANTERAN %
= ® Hous T ek c 2107 (ATRTENAN &
® Hous o
= o — v
vied - ® Hows 2
Th | ® Hows v
o = ® Hours o7 AN v
£
{PLPPERFIEPA| Dvicate tmesheet from history | Save | Reset |

When entering a holiday (e.g., 850 — Holiday Pay as shown below), both exempt and non-exempt employees will
enter the appropriate total time under the Duration column. Start Time and End Time are not used for holidays.

Once fully populated, clicking the Save button will move this timesheet to the Time Approval stage.

Time & Attendance

Employee actions

Timesheet Entry
Clockinjout
I —
Pay Period: 12/16/2023 - 12/20/2023
My ealendar
]
Roster inguiry
Time card inquiry o = c — =
P O @ M ) mEATREER Y [ o AT
Timesheet entry L D@ e ® Hours HeE e e ) | c 10T (ANTEA
Time summary L B@ T © ours EeTE et e | = T AN
I ® Houss - Ie] S
Benefits summary BO me Iy 7 R | 207 (MAINTEREN %
- ® Haue LTEr e v o —— | = T TR
Benefits calendar -
P D@ we # Hours B — c T TR
Time-off request & Hour
“ 8 DO T ® Hours TIEAARYNGNEEFE W] [ ] c 2107 (MANTERAN v
Hours request r PH@ T 1 Hours AT EEE ] [ ] c 207 (MAINTENAN »
Marnage my shifs F DO ® fom BT | — | c 207 MANTENAT
ne ® Hours - o RS
i - T e AR
Time approval
B D@ Mon 850 (HOLIDAY) (I c 2107 (MAINTENAN &
Tue ¥
Vied -
Thy ~
Fi ~
B e

Recording and Approving time Last Revised 3/8/2024
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Employee Actions > Time-Off Requests

Time-off requests will be entered through the Timekeeping module.

The Benefit Summary option on the left-hand side menu allows an employee to view the summary balance for
each leave type. In the example below, the employee has 194.00 hours of ANNUAL leave with nothing approved,
pending, or used.

Time & Attendance

Employee actions

Benefits Summary Tuesday, December 26 2023 9:34:40 AM
Clock infout
i sehece e
My calendar
Current Balance  Daya/Hours

Roster inquiry 2 194.00) 194,00 Pay Pariod
Time card inquiry 2 2 SicK 000 Hours 0.00 0.00 0.00 000 Pay Period

2 4 COMP 000 Heurs 0.00 0.00 0.00 0.00 Pay Period
Timesheet entry

8 5i ADMIN 000 Hours 0.00 0.00 0.00 0.00 Pay Period
Time summary

2 P FTO 3000 Heurs 0.00 0.00 0.00 30,00 Pay Pariod

‘ Benefits summar,
Benefits calendar
Time-off request
Hours request

Manage my shifts

Time approval

As shown below, to enter a Leave Request, an employee must click on the Time-off Request option on the left-
hand side menu under Employee actions. From here, new requests can be entered, and historic ones can be
viewed.

To create a new request, the employee must click the Add Action icon (+).

% Time & Attendance

Employee actions Supervisor actions

@ [ TESTER JAMES - =, Time-Off Request Friday, July 28 2023 2:36:03 PM

Status Creation date

My calendar @ ctions Employeeid  Name Start time * Duration Type

No time-off requests.

Time card inquiry

Comment:

Timesheet entry
Time summary
Benefits summary

Benefits calendar

Time-off request  f———

Recording and Approving time Last Revised 3/8/2024
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When adding a new time-off request, the Benefit Type dropdown determines the type of leave being requested.

In this example below, a weeklong request of Annual Leave will be entered.

Click the Calendar icon next to the Start Date and End Date fields to enter the date range of the request. A date
can also be manually entered. Manually entered dates must be input in MM/DD/YYYY format (e.g. 12/01/2023.)

When entering a single day request, the End Date is not required.
When entering a multi-day request, the End Date must be populated.

Time & Attendance

Employee actions Pre
Clock infout EEtlm = Tuesday, December 26 2023 9:38:46 AM
My schedule Employee: TESTER, JAMES S (361)

My calendar Benefit Type [— ]

Roster inquiry StartDate [12/26/2023 1) ———

Time card inguiry @ EndDate 12292028 ——

@ Stz Time

@ Benefn Time

Timesheet entry

JInn.mm] or Iremmi] Days shouid B¢ in dally fermat (1-99) and minUtes Should B In fractional format (.25, 50, 75 &/er .00}
Time summary
Muris Location 4101 (P FACILITIES BAT MAINTENANCE)

Benefits summar,
' Werk Group 1010 (NON EXEMPT ADD REG UP TO 40)

Benefis czlendar Job Class  [ZT07 (MAINTENANCE TECHNICIAN ) %
Time-off request Wiorked Shift

Comment [Post Haliday Vacation

Manage my shifts

Time approval

Recording and Approving time Last Revised 3/8/2024
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In the example below, the request is starting on 12/26/2023 and is ending on 12/29/2023. This is a total of 4
days.

Enter the amount of leave requested PER DAY in the Benefit Time field. In the example below, a benefit amount
of 7.50 hours was entered for a date range of 4 days. The system will save this as a total of 30.00 hours.

Job Costing Activity is only used if the leave has been designated as FMLA. To select FMLA, the employee would
click the € icon and select FMLA from the drop down.

The Comment field is optional. If a comment is entered, it will be visible to both the employee and the approver.

Once all the required fields have been populated, click the Save button to submit for approval.

":j'. Time & Attendance

Employee actions Pre

Add Time-0ff Request Tuesday, December 26 2023 9:38:46 AM
Clock infout

My schedule Employee: TESTER, JAMES § (361)

My calendar Benefit Type [

Roster inquiry StartDate [12/26/2023 0

Time card inquiry © EndDate [12720/2028

@ S Time
Timesheet entry
bl o Iezumimi Dy should B¢ i dally forman (3-95) and minUtas Shoukd B s tractional format (.25, 50, 75 Erer .00
Time summary

Munis Location 4101 (PIW FACILITIES B&T MAINTENANCE)

Benefits summar,
v Werk Group 1010 (NON EXEMPT ADD REG UP TO 40)

Benefis czlendar Job Class  [ZT07 (MAINTENANCE TECHNICIAN ) %
Time-off request Wiorked Shift
Hours request Jab Costing Activity e
l Comment [Post Haliday Vacation I

Manage my shifts
==
Time approval —

Recording and Approving time Last Revised 3/8/2024
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As shown below, once the request has been saved and submitted it will be displayed in the Time-Off Request
screen with a Pending Approval status. When the request has been approved, the Status icons will update from
a red exclamation to a green checkmark.

If needed, the employee can modify or delete a Pending Approval request by clicking the pencil or delete icon in
the Actions column.

_3'. Time & Attendance

Employee actions

Time-0ff Request Tuesday, December 26 2023 9:41:41 AM
Clock infout
Shawing perpage: 4 total records
My schadule
@ Actions Employee id Name . Creation date
M d
o wlengar ] 361 TESTER, JAMES S (361) Fri 12/29/2023 30.00 | 407 (ANNUAL LEAVE) O | vz This request has muttiple entries

Roster inquiry P 361  TESTER, JAMES § (361) Fri 023 07:00 750 401 (ANNUAL LEAVE) @ || z2e20230941 | Post Haliday Vacation

Time card inquiry P 361  TESTER, JAMES § (361) Thu 750 401 (ANNUAL LEAVE) © | 122620230941 PostHaliday Vacation
Timesheet entry r- 361 | TESTER, JAMES § (361) Wed 750 401 (ANNUAL LEAVE) © | 122620230941 Post Haliday Vacation

e summary - 367 TESTER, JAMES 3 (361) Tue 12/26/2023 07:00 .50 | 401 (ANNUAL LEAVE) @ || zzszozaces | Post Holiday Vacation

Comment: | |

Benefits summary

Showing per page: 4 total recards

Benefits calendar

Time-off request

Hours request

As shown below, once submitted, the pending request can be viewed under Benefit Summary. In this example
the Pending column shows the 30.00 hours of Annual Leave. Clicking the Hourglass icon (£) in the Actions

column will pull up the History tab for the Annual Leave type. This can be used to review future and historic
requests.

o
*{% Time & Attendance ITESTI
-

Employee actions

Benefits Summary Tuesday, December 26 2023 3:42:42 AM
Clock infout
s o
My calendar

Current Balance  Daya/Houra

Roster inquiry 9 2 1 ANNUAL 194.00 | Hours 0.00 30.00 0.00 16400 Pay Period

Time card inquiry % 2 SICK 000 Hours 0.00 0.00 0.00 0.00 Pay Period

g 4 coMP 0.00 Hours 0.00 0.00 0.00 0.00 Pay Period
Timesheet entry

Z H ADMIN 080 Hours 0.00 0.00 0.00 0.00 Pay Period
Time summary

2 P FTO 30.00  Hours 0.00 0.00 0.00 30.00  Pay Period

Benefits summary  f—

Benefits ca\angﬂ

Time-off request

Recording and Approving time Last Revised 3/8/2024
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The HISTORY tab in Benefits Summary will show all history for the leave types, as shown below. This can be used
by both the employee and their approver to review how much time has been requested.

'~::§-. Time & Attendance

Employee actions

Benefits Summary Tuesday, December 26 2023 9:43:34 AM
Clock infout

My schedule TOTAL APPROVED PEMDING DECUNE Rl
My calendar Shawing per page; 4 total records e
Roster inquiry

o 401 (ANNUAL LEAVE) 7.50  Hours Pending [l Fast Holiday Vacation
Time card inquiry

o 12/27/2023 401 (ANNUAL LEAVE) 7.50 Hours Pending  [| Post Holiday Vacation
Timesheet ent

fmeshestemmy ] 12/28/2023 401 (ANNUAL LEAVE) 7.50  Hours Pending [l Fast Holiday Vacation

Time summary [ 12/29/2023 401 (ANNUAL LEAVE) 7.50 Hours Pending JJ Post Holiday Vacation
Benefits summary Shawing per page; 4 total records

Benefits calendar

Time-off request

Hours request

Once the pending request is approved, the employee will see the status updated to a green checkmark, as
shown below.

e An approved time-off request cannot be edited or deleted by the requesting employee.
e If an approved time-off request needs to be changed, the approver must reset the request.

"::E'. Time & Attendance

Employee actions

Time-Off Request Tuesday, December 26 2023 10:33:40 AM
Clock infout

Showing per page: 4 tatal records

My schedule

@ rctions Employee id . Creation date

My calendar e 361 TESTER JAMES 5 (361) i 12/29/2023 3000 401 (ANNUAL LEAVE) @ | zzerzozosa This raquest has muttiple entries
Roster inquiry 361 TESTER, JAMES 5 (361) Fi 12/29/2023 07.00 7.50 401 (ANNUAL LEAVE) @ | 1z2620230941  Post Haliday Vacation
Time card inquiry 361 TESTER, JAMES 3 (361) Thu 12/28/2023 07.00 7.50 401 (ANNUAL LEAVE) @ | 1z2620230941  Post Haliday Vacation
Timesheet antry 361 TESTER, JAMES 3 (361) Wed 12/27/2023 07.00 7.50 401 (ANNUAL LEAVE) & | 22620230041 | Fost Holiday Vacation

) 361  TESTER, JAMES § (361) Tue 12/26/2023 07:00 7.50 | 401 (ANNUAL LEAVE) & | z26z0230041 | PostHoliday Vacation
Time summary

Comment: [ |

Benefits summary

Showing per page: 4 total records

Benefits calendar

e

Recording and Approving time Last Revised 3/8/2024
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Employee Actions > Time Card Inquiry

After an employee has entered their timesheet through Timesheet Entry, they can use the Time Card Inquiry
option to view what was entered. As shown below, the Time Summary bar at the top of the page will provide
the employee with a total of each type of hour.

Time & Attendance

Employee actions

Time Card Inqui
Clock infout g
My schedule PN | wonouspeuon story
Pay Period: 12/16/2023 00:00 - 12/29/2023
My calendar
[opir T orive | g | et ot | g | oo rors | o]
Roster inguiry .
750 0.00 @cs | o (0.00) 000 0.00 0.00
Time card inquiry per page; 15 total records o
Date ed Job Clasa
— Rules n “ima Logged Auto Decuction Daiy Total Weakly Total Tima Total Amoum Worked Job —
o Men  12/18/2023 0800 1200 ;_Eé"f:#“wm‘" 400 0.00 a00 an0 200 0.00 (MAINTENANCE
Time summary TECHNICIAN )
2107
.. L] Mon  12/18/2023 1300 163p 103 (SALARYNON- 3.50 0.00 7.50 7.50 7.50 0.00 (MAINTENANCE
Benefits summary EXEMFT) TECHNIGIAN Il
. 2107
Benafits calendar ° Tue 121972022 0800 1200 | (SEEALSRYNON- 400 0.00 400 11.50 15 00 {MAINTENANCE
TECHNICIAN ll)
Time-off request 2107
Twe 1279202 1300 1630 350 0.00 7.50 15.00 1500 000 (MAINTEHANCE
i ;iéh[f#]mwuw i
TECHNIGIAN Il
Hours request
. 2107
o Wed  12/20/2023 0800 1200 :EE(E"-J‘:;:T“WNQN' 400 0.00 a00 19.00 1900 000 (MAINTENANCE
Manage my shifis TECHNICIAN )
(') Wed  12/20/2023 1200 16:30 géh[f:#“w““' 350 0.00 750 2250 225 000 (MAINTENANCE
Tima approval TECHNICIAN Il
. 2107
o Thu | 12/21/2023 | 0m0D | 12:00 :EE(E"-J‘:;:TL]A“VNQN' 400 0.00 a00 2650 265 000 (MAINTENANCE
TECHNICIAN ll)
2107
(') Thy  12/21/2023 1200 1630 géh[f:#“w““' 350 0.00 750 20.00 3000 000 (MAINTENANCE
TECHNICIAN Il
2107
6 m mm s e SO L og w0 mem mo o irence
TECHNICIAN Il)
2107
o0 Fii 12/22/2023 1230 1630 géh[f;#“”‘““' 400 0.00 200 28.00 3800 000 (MAINTENANCE
TECHNICIAN Il
2107
0 e e [BELENOL oo o sa wm ww 0w Bierenace
) TECHNICIAN I1)
o Fri 12/22/2022 1600 1630 ﬁ%s&%’ﬂ:;‘“ 050 0.0 2.00 38.00 38.00 0.00 (MAINTENANCE
TECHNICIAN Il)
_________________________________________________________________________________________________/
2107
o Men 122572028 250 (HOLIDAY) 0.00 750 750 4550 000 (MAINTENANCE
TECHNICIAN Il
° Tue 1272672023 401 (ANNUAL LEAVE)  7.50 0.00 750 15.00 5300 000 {MAINTENANCE Post Holiday Vacation
TECHNICIAN ll))
2107
o Wed  12727/2022 401 (ANNUAL LEAVE) 0.00 750 2250 6050 | 0.00 (MAINTENANCE Post Holiday Vacation
TECHNICIAN Il
2107
o Thu 1272872023 401 (ANNUAL LEAVE)  7.50 0.00 750 3000 6800 0.00 {MAINTENANCE Post Holiday Vacstion
TECHNICIAN Il)
2107
° Fio 1zeesaeeE 401 (ANNUAL LEAVE) 0.00 750 750 7550 000 (MAINTENANCE Post Holiday Vacation [
TECHNICIAN Il
per page; 15 total records.

Recording and Approving time Last Revised 3/8/2024
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When an employee works more than their scheduled hours, the system will automatically break out the times as
shown in the example below. In this example, the afternoon shift of 4.00 is broken into 3.50 hours of Pay Type
103 (Salary Non-Exempt) and 0.50 hours of Pay Type 426 (Comp Time Earned.)

Time & Attendance

Employee actions

ok ot Time Card Inquiry Tuesday, December 26 2023 10:37:38 AM
F— P —
PayPeriod: 12/16/2023 00:00- 127
My calendar
T e e I e I I R
Roster inquiry B B
37.50 000 @ 050 30.00 (0.00) ©.00 0.00 000 550
Time card inquiry 1310l ecards g
Fulea Day ¥ Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount e
Timesheet entry =
103 (SALARY NON e
o Men  12/18/2023 0800 1200 gy - 4.00 0.00 400 400 400 0.0 (MAINTENANCE
Time summary TECHNICIAN )
S 0 e mmmm e e SESOL oo oy = mm wm em omrennce
= Y TECHNICIAN I1l)
103 (SALARY NON e
Benefits calendar e Tue 12/19/2023 | 0B:00 | 12:00 EXE;JIPY] - .00 0.00 400 11.50 11.50 0.0 (MAINTENANCE
TECHNICIAN I)
Time-off request
. 6 e wonm e ww DESON g o 70 sw sm oo e
) TECHNICIAN Il
Hours request o7
0 w |omoon me e | BESEON g o wo s wm oo rennce
" ) TECHNICIAN )
anage my shifts
103 (SALARY NOK- 2l
[ Wed 1202023 1300 1630 as 000 750 2 2%  0m {MAINTENANCE
Time approval EXEMPT) TECHNICIAN )
103 (SALARY NON- 2107
o The 122172023 oso0 | 1200 | [O3(SAL 400 000 400 |2850 265 000 {MAINTENANCE
) TECHNICIAN )
103 (SALARY NON- 2l
o Thi 1221205 1300 1ms0 (3(SAL as 000 750 000 00 000 {MAINTENANCE
) TECHNICIAN Il
103 (SALARY NN o
° Fio|12z2e0m oson | 1200 | 103 (AL AP 000 400 |as00 2400 000 IMAINTENANCE
) TECHNICIAN I}
103 (SALARY NON- ey
CIN:] Fri 12/22/2023 1230 1630 g2 o - 400 0.00 8.00 38.00 38.00 0.00 (MAINTENANCE
TECHNICIAN )
103 (SALARY NON- 21
o i tumams iz teoo (U3EA 350 000 750 w70 s 0o {MAINTENANCE
TECHNICIAN I}
426 (COMP TIME 21074
o P 1mpoz 1eo0 tes0 f20(COMP 050 000 200 3800 3800 000 (MAINTENANCE
) TECHNICIEN )

S ——

Recording and Approving time Last Revised 3/8/2024
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Employee Actions > Time Approval
Time Approval provides the ability for an employee to approve their timesheet once they have entered and
reviewed all their work and time-off hours.

Below is an example of an employee timesheet. To approve this timesheet, the employee must click on the Time
Approval menu option on the left-hand side menu.

Time & Attendance

Employee actions Preference

Chock injem ‘Time Card Inquiry ‘Tuesday, December 26 2023 10:35:42 AM
yseveie f—
Pay Period: 12/16/2023 00:00 - 12/29/2023
My calendar
[ | oine | corginn | "o | e | obe | o | T |
Roster inguin
e 730 000 @cx 2w (©00) 00 00 0% 7550
Time card inquiry per page: 13totsl ecords g
Rues Day  Date n om  Tee Tima Loggad Auto Deduction Daily Total Waekly Total Tima Toral Amours Worked Job Job ErT—
Timesheet entry R
o Men |121e/z0:3 | cmo0 | 1200 | LEZ(SALRYNON 200 00 400 am w0 o0 {MAINTENANCE
Time summary TECHNICIAN I}
enetits summan ° Mon 12182023 1300 1e:30 103 (SALARYNON 230 000 % 7m 70 oo {MAINTENANCE
Benefts summary E=5 TEGHNIGIAN I}
Beneits calendar o Tue 1211872023 | 0800 1200 | 103 (SALARYNON. 200 o0 400 150 nm oo {MAINTERANCE
) TECHNICIAN I}
Time-offrequest
N 0 T 1zionms 13m0 1630 [SEARYNON g 000 7% 150 1500 oo {MANTENANGE
) TECHMNICIAN I}
Hours request
o Wed |12/20/2023 | 0m00 | 1200 | LEE(SELARYNON 200 00 400 19.00 e o {MAINTENANCE
" TECHNICIAN I}
2nage my shitts
103 (SALARY NOW e
o Wed  12/20/2023 1300 1630 zxsfm - 330 000 750 250 250 000 (MAINTENANCE
[ D ) TECHNICIAN I}
103 (SELARY NOW- i
o The 122172023 0800 | 1200 |103(8AL 200 o0 00 2650 5 00 {MAINTERANCE
) TECHNICIAN I}
103 (SALARY NOW o
o The 12722023 1300 1630 103 (CAU 250 .00 750 2000 000 000 {MAINTENANCE
TECHNICIAN I}
103 (SELARY NOW. e
° Fi 122703 oo 1200 | 1SS 200 o0 400 as00 00 000 {MAINTENANCE
TEGHNICIAN I}
103 (SALARY NOK- 210
L) Fi1ammen 1230 te3.0 LA - a0 000 s00 a0 mo0 000 {MAINTERANCE
) TECHNICIAN 1)
o 2107
o Fi  tor2023 1230 1e00 JOBSALARYNON- g5 oo 73 a0 a5 oo (MAINTENANCE
TECHNICIAN 1)
426/(COMP TIME e
° i 1aem 1ee0 ted0 OOV s om0 e om0 w0 (MAINTENANCE
TECHNICIAN 1)
2107
[ Men | 1212572028 250 (HOLIDAY) 750 00 7 7% 53 oo (MAINTENANGE
TECHNICIAN I}
2107
L] Tue  12/26/2023 401 (ANNUALLEAVE)  7.50 0.00 750 15.00 5300 000 {MAINTENANCE Post Holiday Vacation
TECHNICIAN I}
2107
o wed 1272772023 401 (ANNUAL LEAYE) | 7:50 00 [ NET s oo {MAINTENANCE Fost Holiday Vacation
TEGHNIGIAN I}
2107
L] Thu  12/28/2023 401 (ANNUAL LEAVE) 750 0.00 7.50 30.00 6800 000 (MAINTENANCE Post Holiday Vacation
TECHNICIAN I}
2107
[ Fi 1212972028 401 (ANNUAL LEAVE) | 750 00 75 ans0 75 000 (MAINTENANGE Post Holiday Vacation N
TECHNICIAN I}
50 ] per page: 15totel records

Recording and Approving time Last Revised 3/8/2024
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The Time Approval page will display a detailed view of hours entered, as shown below. The Time Summary Bar
will provide pay period totals broken out by pay type.

The Employee and Approver column on the right side of the table will show the approval status. In the example
below, neither the employer nor their approver have approved any of the entries.

Time & Attendance

Employee actions

Time Approval
Clock in/fout i

My calendar
Roster inquiry
Time card inquiry
Timeshest entry

Time summary

Benefits calendar
Time-off request
Hours raquest

Manage my shifts

Tima app r@

@ @ O @ @ @ @ O @ o @ @

@ Qo @ @

o

My schedule LR prcvious perion. rasToRy

Benits summary Showing per page 15 fotal records

12018/2028

12018/2023

12019/2023

12019/2023

12/20/2023

12/20/2023

12/21/2023

12/21/2023

12/22/2023

127222023

12/22/2023

12/22/2023

12/25/2028

12/26/2023

12/27/2028

12/28/2023

12/29/2023

Showing per page: 15 total records

0300

1300

0800

1300

0a00

1300

0800

1300

0800

1230

12:30

16:00

Regular

Overtime

Pay Period: 12/16/2023 00:00- 12/29/2023

Comptime  Benefits  Deduction

37.50

o 050 30.00 (0.00)

Rounding  Other

000

Amount  Ttal

0.00 7550

Tuesday, December 26 2023 10:49:32 AM

103 (SALARY NO
1200 gyener)

103 (SALARY NON
1630 exempT)

103 (SALARY NON
1zo0 | 3R

103 (SALARY NON-
160
103 (SALARY NON
EXEMPT)

103 (SALARY NON
1820 e

1200 | SREEELARY NON
e geon
12:00 ;g:«éé‘s;‘\iam HON-
g
) [T

426 (COMP TIME
1830 EARNED 1X)

£50 (HOLIDAY)

401 (ANNUAL LEAVE)
401 (ANNUAL LEAVE)
401 (ANNUAL LEAVE)

401 (ANNUAL LEAVE)

Pay Period Approval

Regular Time Emplayee

750

Approvers

Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount Job Class

7.50

750

7.50

=

50

o
@

o.00 400 400

0.00 7.50 7.50

0.00 400 11.50
0.00 7.50 15.00
0.00 400 19.00
0.00 7.50 22.50
0.00 400 26.50
0.00 7.50 30.00
0.00 400 34.00
0.00 8.00 38.00
0.00 7.50 37.50
0.00 .00 38.00

o.00 7.50 7.50
0.00 7.50 15.00
o.00 7.50 22.50
0.00 7.50 30.00
0.00 750 3750

2107 (MAINTENANCE
TECHNICIAN 11}
2107 (MAINTENANCE
TECHNICIAN 111}
2107 (MAINTENANCE
TECHNICEAN 11}
2107 (MAINTENANCE
TECHNICIAN 11
2107 (MAINTENANCE
TECHNICIAN 111}
2107 (MAINTENANCE
TECHNICIAN 11}
2107 (MAINTENANCE
TECHNICIAN 111}
2107 (MAINTENANCE
TECHNICEAN 11}
2107 (MAINTENANCE
TECHNICIAN 11}
2107 (MAINTENANCE
TECHNICLAN 1)
2107 (MAINTENANCE
TECHNICIAN 11l
2107 (MAINTENANCE
TECHNICIAN i1l

2107 (MAINTENANCE
TECHNICLAN I1)
2107 (MAINTENANCE
TECHNICIAN 111}
2107 (MAINTENANCE
TECHNICIAN 11}
2107 (MAINTENANCE
TECHNICIAN 111}

2107 (MAINTENANCE
TECHNICIAN 1)

Scheduie Worked Job Cosiing  Commenn Employee Approvers

o o
sl I 'Y
el 0 o
et I )
Post Haliday o o

vacation

After final review, the employee should enter their initials into the Initials field and click the Approve & Submit
button, as shown below.

37.50 0.00

@ 0.50

Pay Period: 12/16/2023 00:00 - 12/29/2023

30.00

Initials:

0.00 75.50

Recording and Approving time

Page 20

Last Revised 3/8/2024



tyler

The Approve & Submit button will update the Employee level approval column to green checkmarks for all lines
selected.

Any edits to an approved timesheet will need to be re-approved.

Time & Attendance

b

Employee actions

Closkinjost Time Approval Tuesday, December 26 2023 10:51:16 AM
My scbesie Pp———
Pay Period: 12/16/2023 00:00- 1
Wy calendar
Comptime Benefita  Deduction Total
Rost
osarnaury @050 3000 (@00 000 0.00 0.00 7550
Time card inguiry Submitted: 12/26/2023 10:51:05
S— e —
Time summary Appraval
Regular Time Approvers
Benefits summary 750 .
Benefits calendar
Schedule ed  Job Cost Comment
Time-off t e Employee Approvers
ime-off reques;
18/207 ’ 103 (SALARY NON- 2107 (MAINTENANCE
o Men | 12/18/2023 | 0800 | 1200 | RN 400 0.00 200 400 200 LELIEH vty [] 1]
Hours request R
: 103 (SALARY NON- - 2107 (MAINTENANCE
o Men 12/18/2023 1300 1630 geyer 350 LT 7.50 7.50 7.50 000 EChRICIAN ) (] (]
Manage my shifts 19/202 ’ 103 (SALARY NON- 1 2107 (MAINTENANCE
L] Tue 120192023 0300 1200 o 400 000 400 11.50 11.50 000 TrchmiciANI [] [!]
Time zpproval c 103 (SALARY NON- 2107 (MAINTENANCE
PP o Tee 121972028 1300 tes0 g 350 LT 7.50 15.00 1500 ooo  EHLAERT [/ (]
e o - 103 (SALARY NON- 2107 (MAINTENANCE
L] wed 12/20/2023 0800 1200 gy 200 000 400 19.00 19.00 000 TechuiciAN I [] (1]
c 103 (SALARY NON- 2107 (MAINTENANCE
L] Wed 12/20/2028 1300 1630 iy 350 000 7.50 2250 2250 000 Sectmician (] (]
103 (SALARY NON- 2107 (MAINTENANCE
L] 0800 1200 geper 200 000 200 26.50 26.50 000 | Tecrmician my [/] [!]
E 103 (SALARY NON- 2107 (MAINTENANCE
L] Thu 12/21/2023 1300 1630 peyer 350 0.00 7.50 30.00 W00 000 Tecimician (/] (]
122202 .00 | 103 (SALARY NON- 2107 (MAINTENANCE
o Fi 1272212023 | 0800 1200 | gl 200 000 200 34.00 T T T [] (1]
. E 103 (SALARY NON- 2107 (MAINTENANCE
© L] Fi  12/22/2023 1230 1630 peyer 400 0.00 800 38.00 B/ 000 Teeimicianin (/] (]
103 (SALARY NON- 2107 (MAINTENANCE
L] Fri 12/22/2023 1230  16:00 EXEMPT) 3.50 0.00 7.50 37.50 37.50 0.00 TECHNICIAN )
» v 426 (COMP TIME 2107 (MAINTENANCE
o Fi 222023 160 te0 R EONES 0.50 000 2.00 38.00 oo 000 TRl
1
| - N - 2107 (MAINTENA|
o 850 (HOLIDAY) 750 000 7.50 7.50 4550000 Trcimucian (] (]
7 2107 (MAINTENANCE Post Haliday
L] Tue 12/26/2023 407 (ANNUAL LEAVE) | 7.50 000 7.50 15.00 5300 000 Teciaucianm Vacation (] [!]
W 2 {0 i 5 5 2107 (MAINTENANCE Post Haliday
o wed 1 023 401 (ANNUAL LEAVE) | 7.50 000 7.50 2250 ssnfooe o o [] [ ]
0 2107 (MAINTENANCE Post Haliday
0 Thu  12/28/2023 407 (ANNUAL LEAVE)  7.50 0.00 7.50 3000 62.00 000 TeCLRiCIAN I Vecation (] [!]
A I— B |75 - - 2107 (MAINTENANCE Post Holiday
L] Fri | 12/20/2023 407 (ANNUAL LEAVE) | 7.50 0.00 7.50 37.50 7550 000 Tecymicianm [t (] 1]
Showing per page: 15 toral recards
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Supervisor & Timekeeper Actions and Filters

Supervisors and Timekeepers will have access to the Supervisor Actions tab at the top of the screen, as shown
below. This tab will give access to programs that allow tracking, reporting, management, and approval of
multiple employees.

When a Supervisor or Timekeeper is working on their own personal time entry or leave requests, the checkmark

in the Employee Filter Box L& A ostent = = I must be on (set to blue).

When a Supervisor or Timekeeper is working on their associated employees’ time entry or leave requests, the
checkmark must be turned off.

To move between working as a supervisor/timekeeper to an employee, the user can toggle the Employee Filter
Box selection on and off.

The Employee Filter drop down will allow the approver to control which employees will display. Users can create

as many employee filters as needed.

4 Time & Attendance

Employee actions Supervisor actions Preferences

@ | JAcoBSONEVEl v =

Dashboard

No announcements My pending approvals
Employee time summary

. Current and previous timecard approvals: 0
Manage time-off

Time-off requests: 0
Manage hours request
Employee time maintenance
Who is here? Employee availability status :

shift/Schedule assignments

Availability/Vacancies

Scheduled vs. Actual

Manage shift requests

Wheel master

Shift assignment audit

Transaction audit

Recording and Approving time Last Revised 3/8/2024
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To create a filter, click the Edit icon ( E--"')in the Employee Filter section. In the example below, a filter has been
built based upon an employee number. Enter as many employee numbers as required, separated by a comma.
Once the numbers have been entered, set a filter Name, and click the Save button. In the example below, the

filter has been named “Tester Filter”.

» Time & Attendance

Supervisor actions

Employee filter X
-y Information
ed filters =
Custom Filter X ‘ o<
T Messages
Tester Filter ‘ No messages
- 1
‘ Lastname ‘
‘ First names ‘
Employee numbers
123456, 654321
Work Group o v
Entity 0 v
Division o -
Munis Location o -
Work Order (RN
Job o -
Jab Costing Activity 0 v
Allocation Code o v

When the Tester Filter is applied, only employees who match the filter will display. In the example below, the
Employee Time Summary page only shows employees who match the two employees defined in the filter.

Time & Attendance

Employee actions Supervisor actions Preferences

@ [TesterFiter = =] EmployeeTime Summary (Fitered Employee Results) Monday, August 14 2023 2:36:34 PM
pesnwead carre
Employee time summary Showing [50_~ ] per page; 2 total records Pay Period: Viewing Pay Period: 08/12/2023 - 08/25/2023
Manage time-off Vi >

iolations  Empioyee Approver Employee Employee ID i JobGlass Type  Regular Overtime  Benefts Deduction  Other Amount Total

Manage hours request Q SUPERVISOR, SUE (654321) 654321 1123 (CHIEF-OPERATIONS & MAINTENANCE) 1 0.00 0.00 0.00 (0.00) 0.00 000 000
Employee time maintenance (] TESTER, JAMES R (123436) 123456 1252 (ENVIRONMENTAL OPS SUPERINTEND) 1 0.00 0.00 0.00 (0.00) 0.00 0.00 0.00

‘Who is here?

Shawing per page; 2 total recorcs
Transaction audit
Approval audit

Attendance audit

Time approvals

Recording and Approving time Last Revised 3/8/2024
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As shown in the screenshot below, the filter can be toggled off by clicking the check mark slider (e ) next to
the Filter dropdown. Turning off the filter will display all employees to which the user has access.

Time & Attendance

Supervisor actions

© [Teswrie  ~ =] Employes Time Summary Monday, August 14 2023 2:36:58 PM
Emplayee time summary [Fage i~ of 3 at (86~ | o#1 page: 1695 total recoros @ FayPeniod: (B ] Viewing Pay Periog: 08/12/2023  08/25/2023
Manage time-off Violations Employes  Approver Employes * EmployselD Overtime  Beneits Deduction  Oner Amount  Total
Manage hours request a ] A \ ABDL a7 14 5054 (PLANNING COMMISSION) Hourly 0.00 00 000 {0.00) 0.00 0.00 0.00
Employee time maintenance [} (] ABEF 254 1249 (ENGINEER 11} 1 000 000 000 (0.00) 0.00 oo 000
[e— (2] (] A a0 "3 7048 (PROGRAM ASSISTANT IHFT) 3 L) 000 LLL] ©.09) 0.00 oo o000
R R (2] (] A i ADA 13 5618 (POLICE STATION TECHNICIAN 1) 1 0.00 0400 000 (0.00) 000 000 000
ransaction a
a (] A A ADAH 110 1005 (COUNTY ATTORNEY) 4 0.00 000 000 (0.00) 000 000 0.00
Appeoal audit
o ] A AR 122 7039 (LIFEGUARD) 3 000 000 000 0.00) 000 000 0.00
Attendance audit
] (] i Ak 1 2171 (VEMICLE & EQUIPMENT TECHNICIAN) 1 0.00 000 000 ©0.00) 000 000 0.00
Time approvals
e a (] ADar 263 1353 (ASST TO THE DIRECTOR OF E5) 1 000 000 000 (0.00) 000 000 000
a ] A apa 88z 7033 (GOLF COURSE MAINT WORKER 1) 3 000 000 000 (0.00) 000 oo 000
a [} A ADar 17 2139 (RECYCLING SITE ATTENDANT) 1 0.00 000 000 ©00) 000 000 000

By default, when an employee logs in, the system will set the view to the logged in employee.
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Supervisor Actions > Manage Time-Off

Supervisors who have been granted Time-off approval access will be able to see and approve employees’
requests. Clicking on the Manage Time-off option will display pending time-off requests, as shown in the
screenshot below. Individual time-off requests can be selected by checking and unchecking the line selection
box on the left-hand side of the table.

The Manage Time-off page is limited based upon the assigned Employee Filter. If the approver is not seeing the
expected records, check to see if an Employee Filter is applied.

The workflow buttons at the bottom of the screen will allow the approver to approve, reject, and reset an
approved record back to pending.

The Approve/Decline command will be applied based upon which individual lines have been selected. An
approver can approve sick time in the current week while leaving future annual leave in a pending status.

Time & Attendance

) = -Off Request Tuesday, December 26 2023 11:41:43 AM
= Brendngonly Py Period (AL Tims Frame (1271272023 N ra] ‘o |
® (] 361 @ TESTER JAMES S(361) Fii 121202023 3000 16400 | Hours 401 (ANNUAL LEAVE) @ 122620230901 This request has multple eniries
) ® 361 @ TESTER JAMES S (361) i 1272912023 0700 750 16400 Hous 401 (ANNUAL LEAVE) @  12zeezsosan | FostHoliday Vacstion
) ® 361 @ TESTER JauEs s 361) Thi 127282023 0700 250 16200 Hours 107 (AL LERVE) @ 22620230041 posthisliday Vacation
’/e © 361 @ TESTER JAMES S (361) Wed 1272712022 0700 750 16400 | Hows 407 (ANNUAL LEAVE) o PostHolday Vacstion
P (] 361 @ TESTER JAMES S {261) Toe 1272612023 0700 750 16400 | Hous 401 (ANNUAL LEAVE) [ ] Post Holiday Vacation
~~~~~ 4 |

As shown below, the supervisor can review how much leave the employee has before approving. Hovering over
the italic i next to the employee’s name will display the employee’s Benefit Summary.

% g £ T RS atinn REMAINING : Projec
5 anc il 5 na ¥ 0 a=/Davs
Actions Balance iEdEs ployae Name tan L Duration F Houwrs/Days Remai
] @ 1900 nDj?E“ LI Fri  03/22/2024 3150 3150 Mours
LI
EDGE, WILLIAM C Q32271
0O /70 & 1900 g.;.-- ' Fri  DINIOZA | g0p 3950 Hours -
) EDGE, WILLIAM C : Benafit Summary
current Balance | Hours/Days | Approved
P - (/) 11900 (11g 1 (AMNUAL) .00 Hours 7.50 4700 Q.00 3150 H
2(5ICK) 175.50 Hours 0.00 750 000 16800
) @ 4COMP) 0.00 Heurs 0.00 000 000 000
70 © 1900 1g 5(ADMIN) 0.00 Hours D00 000 9850 80
P (PTO) 0.00 Haurs 0.00 200 000 800
. 4 @ EVGE WILLIAM U 0371972024 = iz
171900 T b L1i] 371,50 M B -
- | @ Mt ue e 7 ours
@ MARKOVICH, GINAM 03/20/2024 :
o 20 & oS Wed oo 400 14500 Hours &
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If a time-off request needs to be adjusted after it has been submitted and approved, its status must be reset by
the supervisor. To reset the approval status for time-off requests, the approver must uncheck the Pending Only
box at the top of the screen. This will display all time-off requests whether they are approved or not.

Next, select the requests to be reset, and then click the Reset To ‘PENDING’ button at the bottom of the screen.
This will update the status from Approved back to Pending, and will allow the approver, or the employee, to
update or delete the request as needed.

. Time & Attendance

Supervisor actions

@ [cosomrine - =, TmeOffRequest Tuesday, December 26 2023 11:48:50 AM
— Pay eriod (B Tims Frams: (121272023 o [F7 = [ Chamberland, Paul (paul.chamberland@tylertech.com) is signed in
Showing[E0_w | per page: 4 total records
Employes time summary y Balance Employseid  Name Starttime v Duaton  Femein®0 ioure/Deys Type
nce

Manage time-off o [] 361 @ TESTER. JAMES S (361) Fii 12/29/2023 3000 16400 Hous 401 (ANNUAL LEAVE) @ 1272650230041 | This request has multiple entries
Manags hours request /] 351 @ TESTER. JAMES §(361) Fri 12/20/2023 07:00 750 164.00 Hours 401 (ANNUAL LEAVE) ® 122820230841 Post Holiday Vacation
Employes tme maintznance (] 361 @ TESTER, JAMES S (361) Thu | 12/28/202307:00 750 164.00 Hours 401 (ANNUAL LEAVE) @ 122620230941 | Post Holiday Vacation

(/] 361 @ TESTER. JAMES § (351) Wed | 12/27/202307:00 7.50 16400 Hours 401 (ANNUAL LEAVE) ® 127262023 0941 Post Holiday Vacation
Who i here?

/] 361 € TESTER. JAMES S (361) Tue 12/26/2023 07-00 750 16400 Hours 401 [ANNUAL LEAVE) &  1ze023 0941 Fost Holiday Vacation

Shift/Schedule assignments

Comment: [ |

Availability/Vacancies
Showing (BT per page: 4 otal records m m
Scheduled vs. Actual

Manage shift requests

Wheel master
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Supervisor & Timekeeper Actions > Employee Time Summary
As shown below the Employee Time Summary screen allows the supervisor or timekeeper to view the status of
employees’ timesheets. If a filter is set, this screen will display only those employees selected via the filter.

The Employee and Approver columns display the timesheet approval status for each employee. The system uses
color coded icons to help track status.

Yellow Exclamation = Timesheet with 0.00 hours

Red Exclamation = Timesheet with hours, no approval
Yellow Check = Timesheet with hours, partially approved
Green Check = Timesheet with hours, fully approved

¢ Time & Attendance

Supervisor actions

® [ S I r——— Fridey, Dacember 22 2023 44351 PM
|
[T 7] of 2 e (B 7] oo page B3 totel records @ Pay Period (£ W] Viewing Pay Period 1271472
al A A s venuE sPECIALST) s aco 00 aeo ™ a0 acn aoe
al @ o s 2 1279 (T SECURITY ANALYST) 1 s o0 0 85 @) a0 oo s
& A o 2062 (FISCAL & ADMINISTRATION COORD) a0 oo 00 0o ) a0 oo a0
al @ o 1218 (ASSISTANT CHIEF OF TREASURY) ' am a0 %0 am o) am aon ao0
al ¢ E . 207 (wEEw SPECIAUST) ! 0w o a0 0w a0 oo oo a0
® A\ o SISTANT CHEF OF BUDGET) 1 a0 a0 a0 a0 @) a0 oo ao0
al o OCURBMENT SPECIAUST) am o a0 om0 aon) oo oo aoe
[ o ks 2002 (ACCOUNTING TECHNICIAN) 1 000 000 000 0oo @00 ao0 aca 000
al ¢ E o 2000 (ACCOUNTING SPECIALST ' om o w0 0w a0 oo oo a0
al ¢ o " 2144 (REVENUE SPECIALIST) ) ae oo 00 a0 @) a0 acn 000
al ¢ E %0 JOGET ANALYST ' a0 oo oo s aon) oo oo aoe
[ o -, 1551 (WATER/SEWER BILLIG MANAGER) 1 o0 o0 a0 e @) oo oo a0
al ¢ a s 2162 Tax spEcuALST) o oo 0o o aon) a0 oo aos
a & \ o hiso 2163 (TECH SUPPORT SPECIALIST ) 1 0w [T [ [T 00 [T [ co0
al A o 1108 (CHEF OF ACCOUNTING) a0 a0 a0 a0 aon) aco aco aoe
=] G J o 1595 (ACTING APPT-ARSLEXEVPT) 1 000 a0 00 000 @) 000 00 a0

From this screen, the user can control which pay period being viewed. In this example, the CURRENT PERIOD is
being displayed. The Regular, Overtime and Comptime columns display the Pay Period total for each pay
classification. On the far right, the Total column provides the total number of all pay classifications.

%, Time & Attendance

[ EmoloreaTime Surmay Fhere Frica, December 22.2023 4.45.51 PM
- [Tt 2 B e e s oo @) Peipe ] vieiraPar

s  © specuusn) ) eon oo oz om0 000) oo odf ao
a © & o 1279 (T SECURITY ANALYST) ' ss00 oo @7 03w ) a0 o se7s)
® o L 206 AOMBISTRATIONCO0R) ) ™ ™ as o 0o ™ o ote
a © e d 1216 (ASSISTANT CHIEF OF TREASURY) 1 oo oo om0 om 0o o o a0y
] & a ) w0 age w 0.0 o oo e
a [ 5 ooa e o0 000 (0.0 eon o o
a | © = ] 2128 (PROCUREMIENT SPECIALIST) o o0 om0 0w 000) o oo aon
® e " 2002 (ACCOUNTING TECHNCIAN) 1 (1) con L a0 (©00) 000 o a0
® e ] 2000 (ACCOUNTING SPECIALIST | 1 o0 om0 o om0 000) om0 oo a0
© o ks 2148 (RevENGE sPEcuIST) ) 20 oc os o 000 o o a0
a ] o s 1227 (BUDGET ANALYSTH) 1 oo oo Ly Ly 0.00) o0 oo 0.0]
) A o g 1351 (WATERISENER BLLING MANAGER) ' oo 000 0o 000 (000) oo o ao
© o s P ' o ™ am oo 0oty s o0 ace
a © o 5o 2165 (TECH SUPPORT SPECILISTI) ' om oo om0 om ) o o aoy
a © o d 108 (CHIEF OF ACCOUNTING) 1 000 oo om0 om0 0.00) ot oof oo
(] o 1995 (ACTING APPT1950-EXEMPT) 1 oo £ [ o 0.50) am o e.0f
——
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Supervisor & Timekeeper Actions > Time Approvals

Once the employee has entered and approved all time worked, time-off, overtime, comp time, and job costing
information has been entered, the next step will be for the approver(s) to enter their approval. To do this, the
approver must select the Time Approvals option from the left-hand menu and the Approval page will display, as
shown below.

In the top center of the screen, the supervisor or timekeeper can use the dropdown to select the employee to
review. If the dropdown icon is not active, click the icon that looks like a circular arrow directly to the right of the
dropdown. If the employee still does not show, uncheck the My Pending Approvals check box above the
dropdown.

The Time Summary Bar displays below the employee dropdown and shows the pay period totals for the selected
employee.

At the bottom of the screen, a detailed table of hours per day will display.

The green checkmarks under the Employee column indicate the employee level approval has been completed.
The red exclamation marks under the Approver column indicate that the approver(s) have not yet provided their
approvals.

Time & Attendance

Custo: ~ 5] TmeApproal Tuesday, December 26 2023 11:56:15 AM

Dashboard LIESNE=Y previous perion HisTORY

Employee time summary

My Pending Approvals
STER JAMES S (361

Unsubmitted Timecards
© Employee:[TE: ]

Manage time-off T

Reguler  Overime  GComptime Benefim  Deduction Rounding  Other Amount  Tatal
wR 0.00 @ 050 30.00 (0.00) 0.00 0.00 0.00 7550 4_—_

Submitted: 12/26/2023 11:35:51

Appraval Type: Initials:[ ] Comment:
4

[ 2evove [ roie=

Regular Time Employee Approvers

Manage hours request

Employee time maintenance

Wha s here?

Shift/Sehedule assignments

Scheduled vs. Actual
3750 JSTusT

Manage shift requesis Showing [E0_w | per page: 15 1etal rscards oy b

Wheelmaster sctons 7y Rules Day Date  + Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount Job Class Schedule Waked  Job Casting Comment  Employee Approver:
79 '] Mon 12182028 0800 1200 (RIS 400 000 400 200 400 LE R [} o
9 [ Mon 12182023 1300 1630 NN aso 000 750 7% 750 oI ANIENCE [ o
79 ° Tue 120192023 (0500 1200 \BSRARYa00 000 400 1150 mse o | ZTMARTENANCE ® o
Seat et /® 50 e mwam nwmoew JBEURC a5 g 2s s ison oo ZIO7(MANTENANCE e ©
Approvalusit 79 ° ved | 12/20/7023 |0st0 1200 |\ 400 000 400 19.00 sop (oo | ZO7AATENaNce ] 1]
tendance auc 7 0 v mmmm nm oem BEUT oo o 70 mm mw  om O MANEce e o0
Time approvals s 9 [ Tha | 122172028 [osco |1z00 | (REAAY |00 000 400 2630 B3 000 | 210 MANTENANCE © o
9 [ Th 12212023 1300 160 WSSRAEY aso 000 750 2000 000 oo | 2107 (MANTENANGE [ o
79 ° P 2222023 (0500 1200 | \BRARY a0 000 a0 as00 a0 oo | ZTMANTENANCE ® o
o /9 ° Fitzonms iza ek IBEAMY Lo 000 B0 om0 mop oo 2107(MANTENANCE e ©
° Fitzzmms 20 teno WSS sso 000 750 s 370 | noo) | 2107 MANTENANCE
° R vzmes s00 1630 ?E?é%i’éﬁgu 050 200 s om0 sam oo ZO7MANTENancE
L |
/70 - e [— a0 HoLDaY, | 750 200 ) s ooy 2 MANTENNCE ® o
79 o Tue 12/26/2023 g\}g‘"“ﬁ 7.50 000 750 15.00 5800 000 $‘E?:;<(NN\I€\!:J — C::'a}if:ldav [ o
’Q ° wed | 120272023 e 000 750|280 sosp oo 227 ARARTENANCE o o
e 7O o6 o e e 000 7m0 w0 seon oo ZIO(MANTENace ® o
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After reviewing, the approver should enter their initials into the Initials field and click the Approve button to

complete the approval, as shown below.

Time & Attendance

Supervisor actions

Dashboard

Employes time summary

Manage time-off

Manage hours request

Emgloyes time maintenance

Who is here?

Shift/Schedule assignments

Availability/Vacancies

Scheduled vs. Actual

Manage shift requests

per page; 151otal records pe

My Pending Approvals Unsubmitted Timecards

© Employee: [TESTER JAWES 5 (361

Pay Period: 12/16/2022 00:00 - 12/

023

= O0cC

Regular Overtime Comptime  Benefits. Deduction Rounding  Other Amount Total
37.50 0.00 900 3000 (0.00) 000 000 000 75.50
—
Submitted: 12/26/2023 11:55:51
Approval Type: Initials: [BF ]
s

37.50

JETJST

In the screenshot below, the Approvers’ status has been updated to a yellow checkmark. This indicates that the
timesheet still requires additional approvals, either from additional supervisors or the timekeeper.

Time & Attendance

Supervisor actions

Dashboard

Employee time summary

] My Pending Approvals

| Unsubmitted Timecards

Tuesday, December 26 2023 12:18:23 PM

© Employee:[TESTER JAMES 5 (361

Manage time-off

Manage hours request

Employee time maintenance

Who is here?

Shift/Schedule assignments

Pay Period: 12/16/2023 00:00 - 12,

e Comptime Benefts  Ded

23

Rounding  Other

oc

Amourt  Total

75 000 @050 3000 (©.00) 0.00 000 000 7550
Submitted: 12/26/2023 11:55:51  Last Approved: 12/26/2023 12:18:19
Approval Typs: [Aogrover W Initials:[ | Comment. ‘
i

ly

Availability/Vacancies

Scheduled vs. Actual

Pay Period Appraval

Regular Time:

Employes

Approvers

37.50

JET UST

Manage shift requests

Wheel master

/7 Q L] Mon | 1218/2023 |08:00 | 12:00
Shift assignment audit
/79 o Mon 12/18/2023 1300 1630
Transaction audit
-] o Tue | 12/19/2023 0800 | 12:00
GeoData audit
/7 Q o Tue 12119/2023 1300 16:30
Approval audit
pproval et /9 o Wed | 122072023 |0800 | 1200
Attendance audit /7 Q [ wed 12/20/2023 1300 1630
Time approvals 7 Q o Thu | 122172023 |08:00 | 1200
/7 Q [ Thu 12/21/2023 1300 1630
/79 ° Fi | 12/22/2023 |0800 | 1200
e /@ o Fi  12/22/2023 1230 1630
o Fi 12222028 1230 1600
° Fi  12022/2003 1600 1630

103 (SALARY

2107 (MAINTENANCE

nonExewer) 400 ooo “00 00 a0 000 rechmiciaN iy

sy |am 0.00 750 7.50 750 oo 207 (MANTE i
|40 .00 200 1150 150 oon | ZOTEARIENANCE
L‘g"f_g’;‘é':;,"n 150 0.00 750 1500 500 0.00 %%Lmé\‘.m ﬁf‘)""‘”c E
N 200 .00 200 19.00 so0 oo | FTGAATENANCE
L?NE:‘(‘E:ARPVT] 3.50 0.00 7.50 22.50 2250 0.00 %3Lm3N ﬁf‘)‘”“c £
Lfn‘)sait:n?n 400 0.00 400 26.50 2650 000 %%;ma:ﬁ ﬁ"‘:f“'“c £
ey |3z .00 7.50 3000 ;o0 oo 07 (MANT o
"\%@;‘E’:"?’n 400 0.00 400 3400 3400 0.00 %ﬁ;m@‘m ﬁ"‘“‘NC £
"N‘ENET(‘E:A?TJ 400 0.00 200 3800 2200 0.00 %%me ﬁ"‘)‘”“c E
L‘g&;;ﬁ% EEY a0 750 37.50 a7s0) [ lag] | 20 AR ERACE
ﬁ{];é%‘i':ign o om B0 saos o am ST MANTENANGE

Employee Approvers

R R < B < BECR< BN B <
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Mobile Access
The Timekeeping system has a mobile view that can be leveraged for a more user-friendly experience for

smartphone users. In this example, the employee has launched ESS
https://charlescountymd.munisselfservice.com/ess/default.aspx from a mobile device. To use the mobile

feature, select the MOBILE button.

© Expand Menu

Welcome to Employee

Self Service

Announcements

LAUNCH EXECUTIME |MOBILE

ExecuTime

Open ExecuTime for Time Entry and Time Off
Requests.

Personal information VIEW MORE
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https://charlescountymd.munisselfservice.com/ess/default.aspx

o .
. executime’

 total ko slution

Friday, December 22, 2023 4:04 PM

username [12345 |
password
Mobile Site Login
Full Site Login

2023.22  ©2023 Tyler Technologies, Inc.

/ .

\

Friday, December 22, 2023 4:01 PM

Employee actions

Qe
[ (]

Supervisor actions

[ ¥ ime o
o Qi
Welcome System SIGN OUT

S

* *¢% executime °

atoal tyae soluion

Welcome System SIGN OUT

Friday, Decamber 22, 2023
Status Unknown.
Clock in |

| Edi
Time card inquiry
Timesheet entry
Benefits summary
Time-off request_
Hours request
Time approval

| clock out|
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Touchtime Clocks

Physical timeclocks have been placed in employee work

areas. The machines will allow employees to record time
worked, request time-off, and approve their timesheets.

Employees will be able to use their badge to access the ;
clocks and record their time worked. il

& i Job Daetalla € Benefits Inquiry

5 Kequest Time Off (3 Review & Approve Timecsrd

& Capture Picture
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