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In this example, )
Current 58 3| TrueTime entry buttons have been activated.

Start
Current Buttons that display can be controlled
Du based on the employee's Timekeeping Rules.
Scheduled Return: Weekly Total:
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Tue 10/23/12 Total:
Start Time: Scheduled Hours: 8h 00m
Current Time: Lunch Total:
Duration: Break Total:
Scheduled Return: Weekly Total:
Note:
<Prev Day Current Day Mext Day> View/Submit Time Sheets
Transactions for Tuesday 10/23/2012 - ALAN M SMITHSCR Add a Missing
Record
Status Start Time End Time Duration | Pay Code =
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' If the employee works multiple jobs,
a browse of available jobs will display.
Select the appropriate job. - =
4 2
20 If the employee only works one job,
this browse will not display
and the employee will be logged into their primary job.
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the IN button will change to a Change Job button, |
This will allow the emploves to clock out of their first job Bh oom

and into their second job,

Duration: Break Total:
Scheduled Return: Weekly Total:
MNote:

<Prev Day Current Day Mext Day> View/Submit Time Sheets

Transactions for Tuesday 10/23/2012 - ALAN M SMITHSCR Edit the

Existing
Status Start Time End Time
9:15 AM ( 9:15)

Duration | Pay Code = Times

Add a Missing
Record

Delete
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Tue 10/23/12 Total:

If the emploves has access to modify their transactions
(based on Org Chart setting),
the Edit the Existing Times, Add a Missing Record,

5c and Delete buttons will be available,
<Pra If the Timekeeping Rules is set to track adjustments,
any TrueTime fransactions that are modified or deleted
Tra will create an adjustment record.
Statl
i Adjustment records will print on the employees' time sheets
i and reports can print adjustment history,
4 1 3
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Edit the
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Times
Add a Missing
Record

Delete
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To create an upcoming record in TrueTime,
cul click the Enter Future Out of Office Records button,

Start Time: 9:15 AM Scheduled Hours: 8h
Current Time: 9:15 AM Lunch Total:
Duration: Break Total:
Scheduled Return: Weekly Total:
MNote:

<Prev Day Current Day Mext Day> View/Submit Time Sheets

Transactions for Tuesday 10/23/2012 - ALAN M SMITHSCR
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Inventory Expense Online
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Refresh

Edit the

Status Start Time End Time
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4 I

Duration | Pay Code
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r Times
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Record

Delete
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Current Status: IN Tue 10/23/12 Total: |
Start Time: RRTET Srhadulad Houre: Oh Do
Current Time: | The Current Status area
Duration: shows current information for the employee.
Scheduled Return: ) . )
Hote: | The Current Status will show if the employee is
In, Gone, at Lunch, Meeting, etc.
=Prev Day Current Day NERC Uav=  VISW, SUDITIC TTTe Sleets
Transactions for Tuesday 10/23/2012 - ALAN M SMITHSCR Edit the
Existing
Status Start Time End Time Duration | Pay Code = Times
SRl & (i Beek Add a Missing
Record
Delete
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Current Status
Current 5tatus: IN
Start Time:
Current Time:
Duration:
Scheduled Return:
MNote:

«<Prev Day Current Day

Transactions for Tue

un. 3
of Ufice A_Break
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3 3 ‘ Enter Future
ut === l\\iork Out Out of Office |
Lunch AMeetingof Offi Records.
Totals Refresh
Tue 10/23/12 Total: :
9:15 AM Scheduled Hours: 8h 00m
9:15 AM Lunch Total:
Break Total:
. Weekly Total:
The Current Status also shows
the Start Time, Current Time,
and Duration of the current action, F——
Existing
If the Current Status is Break, Temp Qut of Office, Times

Lunch, Meeting, or Work Out of Office,
a Scheduled Return can be entered.

Add a Missing

Record

Delete

I
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The Totals area includes total time worked that work week.,
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