_Quick Entry — Edit the Existing Times

Tuesday, October 23, 2012

Slide 1 - Slide 1

@ Employee Access - 05.12.10.00.04 - Moxilla Firefox o= [ R
| ¥ localhost/scripts/cgiip.exe/W5ervice=wsFLORIDA semhomil w Print this tutorial ] ’
Slqmard SChOOl DiSTI‘iCt Alan Smithscr Account Preferences Exit ?
SKYWARD
Home Employee | Time BRI FastTrack FastTrack Woark Account Budget Purchasin Inventory Expense Online
¥ Information = OfF [WEUEW Open Positions | Screener = Requests | Master | Management 9 Requisitions = Reimbursement | Open Enroll
<~ True Time ~ My Time Sheets ~ Supervisor Access ue
I Quick Entry w Unsubmitted L My Employees True Time ] .
Ny Hi sl Lzt T My Employees Totals by Status Ln|
H / A _ n F A
| Emf Quick Entry - Edit the Existing Times My Employees Weekly Averages £ E
M . i . Schedule Tracker
A y’ Click Employee Access, TrueTime, Quick Entry. gl B
Y. Data + My Employees Time Sheets
4| Rep Wwho, What, When, Why? Unsubmitted R a
The option to allow employvees to edit their times Unapproved €] |
| is based on the Org Chart setting for that employee. History €] E
ETTRTOY=S If activated, employvees will have the ability to ﬁ :
:"a;mpl. - adjust their existing times in TrueTime.
endor Profile
N I | | school Lunch Menu & Employee Access Home B
pprove Requisitions B | our district s committed to providing a well balanced meal to students and staff. 1 R H
Account Profile 47| | Please dlick on the link above to see the monthly school menu. p:l'_rlnan esources fome
Configuration
WH\TT\PS\CF
Organizational Charts =
WHEP\DC
Quick Entry
B Financial Management Home
WF L
Imports
WFADVSBAM
Cash Receipts
Edit Favorites WRAMGNCAICAICA -
© 2012 Skyward._Inc. All rights reserved. FL Finance Data Windows 7 [ Firefox 16

Page 1 of 4




_Quick Entry — Edit the Existing Times

Tuesday, October 23, 2012

Slide 2 - Slide 2

w True Time Quick Entry - 05.12.10.00.04 - Mogzilla Firefox

@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/ htternmain000 w |

e . gt Alan Smithscr  Account | Preferences | Exit ?
y ] Skyward School District
SKYWARD
Home Employee | Time FastTrack FastTrack Work Account Budget Purchasin Inventory Expense Online
¥ Information = OF [Mue | Open Positions = Screener  Requests = Master = Management g Requisitions = Reimbursement = Open Enroll
« ﬂ True Time Quick Entry w o v = B8 (& Task Manager 1.7 Favortesw ] New Window B My Print Queue
N L - Enter Future
Un- % But — Out of Office
availabled of Office A_Break A_Lunch AMeeting Records.
Current Status Totals Refresh
Current Status: IN Tue 10/23/12 Total: 45m
Start Time: 9:15 AM Scheduled Hours: 8h 00m
Current Time: 9:59 AM Lunch Total:
Duration: 44m Break Total:
Scheduled Return: Weekly Total: ASm
MNote:

"f Highlight the record that needs to be adjusted )
and click Edit the Existing Times.

=Prev Day Current Day Next Day: s,
Transactions for Tuesday 10/23/2012 - ALAN M SMITHSCR Edit the
Existing
Status Start Time End Time Duration | Pay Code = Times
IN 9:15 AM ( 9:15) 44m|PTI34 - . -
Add a Missing
Record
Delete
4 m 3

Page 2 of 4




_Quick Entry — Edit the Existing Times

Tuesday, October 23, 2012

Slide 3 - Slide 3
@) True Time Quick Entry - 05.12.10.00.04 - Mozilla Firefox E=nie
@ localhost/scripts/cgiip.exe/WService=wsFLORIDA/ htternmain000 w |
e .  crbaes Alan Smithscr  Account Preferences Exit ?
y ] Skyward School District
SKYWARD
Home Employee | Time FastTrack FastTrack Work Account Budget Purchasin Inventory Expense Online
¥ Information = OF [Mue | Open Positions = Screener  Requests = Master = Management g Requisitions = Reimbursement = Open Enroll
‘ = True Time Quick Entry T:I o E ﬂ ] Task Manager ‘I:?Favuri‘tesv ‘EN&W Window lﬁlldy Print Queue

7y e 3 ‘ Enter Future
Un- % But == |\\ork Out Out of Office
availabledof Office A_Break A_Lunch AMeetinglof Offi Records.
Current Status Totals Refresh
Current Status: IN Tue 10/23/12 Total: 45m
Start Time: 9:15 AM Scheduled Hours: 8h 00m
Current Time: 9:59 AM Lunch Total:
Duration: 44m Break Total:
Scheduled Return: Weekly Total: 45m
MNote:
Employvees will be able to adjust their
Start Time, End Time, and Pay Code. -ALAN M SMITHSCR Save
Status Startfime End Time Duration | Pay Code - Cancel

PTI3L -

Ca

[l

Page 3 of 4




_Quick Entry — Edit the Existing Times

Tuesday, October 23, 2012

Slide 4 - Slide 4

@ True Time Quick Entry - 05.12.10.00.04 - Mogzilla Firefox

localhost/scripts/cgiip.exe/W5ervice=wsFLORIDA/ htternmain000.w

= = 3

_| We value your feedback

Start Time:
Current Time:
Duration:
Scheduled Return:

MNote:
<Prev Day Current Day Next Day> View/Submit Time

Transactions for Tuesday 10/23/2012 - ALAN M SI

an Add Record button fransaction will be created.

This will allow the employee to easily add a record
to fill the gap in time if needed.

If the Timekeeping Rule is set to capture adjustments,
an adjustment record will display on
the emplovee's time sheet and Adjustment History screens.
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This concludes the tutorial.
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