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The Two Minute Overview

VeriTime is a time and attendance management system that shares select data with Aesop. You can capture time
electronically, monitor attendance data in one place, and improve compliance with labor laws.

Objective1 // Capture Time
The first and most basic function of VeriTime is to accurately capture time worked. This data is
obtained via two primary methods:

Web Clock

| | Centralized Kiosk — Optionally integrate the use of barcode scanners, proximity card readers, etc
Employee Web Portal - Allow employees to clock in at their own workstations

Electronic Timesheet
0 Autopopulating timesheets — Primarily automated based upon expected working schedule
o Manually entered time — The digital equivalent of paper timesheets, always accessible via the web

Objective2 // Calculate & Classify Time

This is where we add “smarts” to the time captured. Built to handle the unigue rules of K-12,
VeriTime allows you to set up and manage payroll rules based on labor contracts and district policies.
Different rules and pay rates are then automatically applied to different employee classifications,
including comp time, shift differentials and exception pay.

(F_- Objective3 // Manage Schedules

- Ci Set up and adjust work schedules for your employees, including the automation of unpaid breaks.
m The schedule pulls in absence data from Aesop and district-wide events from a master calendar,
giving you a more complete picture of time.

Objective4 // Approve Time
See all user time in one place, including leave from Aesop. Review both paid and unpaid time, make
v adjustments, and easily approve or reject time.

Objective5 // Reporton Time

Knowledge is power. Predesigned reporting tools in VeriTime better inform employee management

decisions. Custom reporting through Report Writer gives you the ability to track labor expenditures,
. . . increase employee accountability and improve labor law compliance.

Objective 6 // Transfer Time to Payroll
i #:x: | VeriTime provides tools to help you get employee time into payroll quickly and accurately. The
_— Payroll Wizard will notify you of outstanding issues, and you can use Report Writer to pull extract
reports for payroll.
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Campus User Quick Start Guide for Verilime

VeriTime provides a full picture time and attendance by placing absences captured in Aesop alongside
working time captured in VeriTime, helping school districts better manage staff and ensure accurate pay
for hours worked.

Logging in on the Web

To sign in to VeriTime, navigate to veritime.aesoponline.com in your web
Verilime browser.

Enter your User ID number and PIN, then click Sign In.

Your User ID

starstosss Can’t remember your login info?

Your PIN

If you’re having trouble logging in, click the “Forgot your ID or PIN?” at the
TR bottom left for more information.

Connecting to Aesop

- : . _ Verilime
VeriTime makes it easy to connect to Aesop right from the homepage. Click Customer Support-Joes Trainil

on the Menu Grid in the top left corner, then click the Aesop button.
Absences that are entered in Aesop are pulled into VeriTime timesheets.

Aesop

nesheet
The absent time is then added to the working time captured in VeriTime | Verilime v

giving you a complete picture of time and attendance.

T

The People Locator

The People Locator is for kiosk users only, but provides real time insight into
users who are signed in and “on the clock”. Check out the Using the People reqple Eoomn
Locator article and video in the Learning Center to find out more about this @

helpful resource.

Finding a User

To find a particular VeriTime user, you can look for the user with the search

My Users bar at the top of the page or click My Users on the home page to see a list of
all VeriTime users in your visibility. Once you click on a user, you can view
a their working schedule, payroll reports pertaining to them, as well as viewing

— their timesheet.

Reviewing Timesheets

Once a timesheet is submitted, the timesheet will need to be reviewed for accuracy. To help to do this,
you have several reports at your fingertips including the Work Summary, Work Detail, and Payroll

Review. A great resource for quickly reviewing time is the Reviewing and Approving Timesheets article in
the Learning Center.
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Campus User Quick Start Guide for Verilime

Finding Missed Punches

This is primarily for kiosk users, but is vital to ensuring time is properly reflected prior to approval. The
Clock Exceptions report is how you can see if there are missed punches on a timesheet, if your staff is
clocking in on schedule, if staff members are consistently late, and so one. Reading the Using the Clock
Exceptions Report article for more details.

snions 1| 8 S emon | Eiting Timesheets

Coy Tmesneet The timesheet is where all working time, absent time, and leave time is stored

Move Timesheet Events

for a VeriTime user. We suggest you view the Getting to Know the Timesheet

View Payroll Summary

View Change Log

article in the Learning Center to familiarize yourself with the look and

functionally of the timesheet. The date range tool at the top allows you to select the range of time you
would like to edit and the Actions button beside it gives you options for adding timesheets or moving
time events. Editing time on a timesheet is as simple as clicking on the IN or OUT box for each day.

Approving Timesheets

N
g

Once timesheets have been reviewed =
and edited, approving time can be O_N
done with a few simple clicks. From TV ™
the Timesheet Review, select the
users that you would like to approve and click Approve, Reject, or Reset oo (D
Timesheets. Choose Approve Selected from the Actions dropdown, then click
Submit. As referenced above, check out the Reviewing and Approving

Approve, Reject, or Reset Timesheets Timesheet Status *

—- Select a Function -
Ll ~ Approve Selected 1. _|
Reject Selected L
. Reset Selected to Submitted
King s Reset Selected to Pending

Advanced Options

i

B uBs: Ebenicib el SN 4
©5y shi 7 | certity that these timesheets are a true statement of the hours
recorded in the pay period indicated.

B2

Timesheets article to see more detail.

Making Changes After Approval

If changes need to be made to timesheets after approval, the timesheet | i imoesocn

Reject Selected
Comm

needs to be reset to pending, as a timesheet in approved status cannot be ]
modified. In the Timesheet Review, select the users that need changes and | weshrempmeime "=
click the Approve, Reject, or Reset Timesheets button once again. Select o cee ([CED

Reset Selected to Pending from the Actions dropdown, then click Submit.

Changing Your PIN

To change your VeriTime PIN, click on your
name at the top of the screen and select

[>) Greg Reinert v Current PIN: | | ‘

New PIN:

& Change PIN N

Change PIN from the dropdown menu. A page

Confirm New PIN: ) .
O Logout will appear prompting you to enter a new PIN.

Getting Help and Training

If you have questions, want to learn more about a certain feature, or need more
information about a specific topic, visit the VeriTime Learning Center. Click the
Question Mark in the top bar and choose Learning Center from the dropdown.

& Learning Center A
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Using the People Locator

® Watch Video

From the side navigation click Reports, then choose People Locator.

Mavigation —

People, Time, & Payroll
# Home Timesheet Review

: Wark Summary
& Configure >

Waork Detail
Fayroll Lock
Clock Exceptions

Clock Log

My Users

Custom

Report Writer

Viewing Information in the People Locator

The People Locator is designed to give you a snapshot of where everyone is in real-time for the current day.
The key to learning this information is to focus on the "Status" column. It will tell you the last clock event for
someone or if they have scheduled leave.
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People Locator

Marrow by Location: User Type: User Status:

| All Options T Any $| [ Any

4k

| Schuylkill Middle School Search for User:

| Secondary Schools

| Valley Forge High School Filter By:
Virainia Ave EI InfOut Events
scr::;:“a Vi Cmel’“ﬂw Mlssing
Leave
Whitehorse Road Scheduled
Elementary School
2 of 11 sselected Clear
Run Report | Expand All Results
Date Range :
Export
Por | 08117/2015 15 results found.
User Schedule Status Comment
SUBSTITUTE . .
"/ Ashbee, John (Ashb104) 11:45 A Scheduled @ 11:45 AM
EMPLOYEE
" carey, Ben (BCare1030E) 10:00 AM Missing
EMPLOYEE . . .
™' DeSimone, Bernie (BDeSi1036E) 06:00 A IN: 07:58 AM
EMPLOYEE ) e an e
™ Gilligan, Louls (LGill1132E) 06:00 AM Holiday: 12:00 PM - 03:30 PM
EMPLOYEE
"/ |nterrante, Victoria (Vinte1179E) 06:00 A OUT: 11:05 AM Taking a break”
v| MROvEE 09:30 AM Absence: 12:30 PM - 02:00 PM

Jillian, Dennis (DJiNO72E)

Use the various filters at the top of the report to specify the info you are looking for.

Click the arrow left of the name to see any details that are available. Here you will see related absence
information along with a complete schedule and clock activity for the day.
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Interrante, Victoria (Vinte1179E)

User Schedule Status
SUBSTITUTE
Ashbee, John (Ashb104) 11:45 AM Scheduled @ 11:45 AM
EMPLOYEE
Carey. Ben (BCare1030E) 10:00 AM Missing
EMPLOYEE
DeSimone, Bernle (BDeSi1036E) 08:00 AM IN: 0756 AM
Gilligan, Louls (LGill1132E) 08:00 AM Holiday: 12:00 PM - 03:30 PM
Whitehorse Road Elementary School
Teacher
SCHEDULE TYPE FROM TO DURATION PAID
Regular Work 08:00 AM 03:30 PM 07:30
EVENT IN ouT DURATION
_ 08:00 AM 11:25 AM 03:25
Shift
"‘Checking out early!”
Whitehorse Road Elementary School
Food Service
SCHEDULE TYPE FROM TO DURATION PAID
Haliday: Mational Hot Dog Day Leave 12:00 PM 03:30 PM 03:30 Yes
EVENT IN ouT DURATION
No events exist.
PLovEs 08:00 AM OUT: 11:05 AM

Comment

"Taking a break”

There are four different types of statuses:

* In/Out Event: A record of the most recent time a user signed in or out.

* Leave: Planned time away such as an absence for the day or a calendar event.

e Scheduled: A user is scheduled to work, but the current time is before their scheduled "IN" time.

* Missing: A user is scheduled to work, but the current time is past their scheduled "IN" time and no

clock event has been recorded.
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Work Summary Report

The Work Summary report provides high level information about Users for a given time period. By default
the data is broken down by date range but can be further broken down into the following: day, work week,
location, and job type.

To access the Work Summary report, click Reports in the side navigation, then choose Work Summary.

Navigation =

People, Time, & Payroll

#® Home Timesheet Review
%X Reports 5 People Locator
. Work Summary
& Configure B
Work Detail
Fayroll Lock

Clock Exceptions
Clock Log

My Users

Custom

Repaort Writer

At the top of the report, you can choose the pay period or date range, filter options, and choose which
columns you want included in the report.
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Date Range:
Weelkly

37-09/07-09/13 Current

Maone (Default)

Ak

Filter By:
Mone (Default)

£l

Run Report

User Type: User Status:
Any 3 Any
Group By:

ELANE |3

-

Show Columns:
All Options

Working Time

Paid Leave Time
Unpald Leave Time
Total Time

Total Scheduled

Net Difference

6 selected Clear

Narrow by Location:
All Options T

Bridge Street Elementary
School

Elementary Schools

George Washington
Elementary School

Virginia Ave Elementary
School

Whitehorse Road
5 selected Clear

Narrow by Job Type:
All Options T

Bus Driver
Custodian

Custoedian {Call-Back)
Food Service
Itinerant Teacher

Library Alde

Group By: The Group By drop-down menu lets you choose how to group information in your report. For

example if you choose “Day”, the info in the report will be grouped by individual date.

Filter By:

* Net Difference - This filter only returns users with a net difference (excludes zeros).

e Users With Time - This filter returns only users with time (total time).

To apply options and filters, click the Run Report button. The report itself shows a summary of the data for
your employees. By clicking on the user's name, you can access their user profile. You can also click the circle

( @ ) beside their name and choose Current Timesheet to view their timesheet. To see the user's Work

Detail report, click the Work Detail Icon (/&)
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Weekly
Export | 37-08/07-09/13 Current 36 results found.
Working Paid Leave Unpaid Total Net
S Time Time Leave Time e Scheduled Difference
—_ SUBESTITUTE
&) eram. Aaron 08:00 00:00 00:00 08:00 08:00 00:00
—_ EMPLOYEE
&E] | oroveheart. Barbara 12:00 04:00 00:00 16:00 20:00 04:00
—_ EMPLOYEE
] Diree Ward 00:00 07:30 00:00 07:30 a7:30 -30:00
(&S] | EMPLOvEE 12:00 04:00 00:00 16:00 20:00 04:00
= Carey, Ben
—_ EMPLOYEE
1] pecioco. william 06:30 04:00 00:00 10:30 12:30 02:00
View User
[&=] 22:30 07:30 00:00 30:00 37:30 07:30
Timesheet
] | Desimone Bermie 22:30 07:30 00:00 30:00 37:30 07:30
=]  EMOvER 00:00 03:30 00:00 03:30 17:30 -14:00

You may also access an employee's "Work Detail" report by clicking the side navigation and choosing Work
Detail under the "Reports" tab.

Mavigation —
People, Time, & Payroll
# Home Timesheet Review
X Reports b People Locatar
. Work Summary
& Configure >
Work Detail
Payroll Lock

Clock Exceptions
Clock Log

My Users

Custom

Report Writer
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Using the Work Detail Report

® Watch Video

The "Work Detail" report provides low-level information about users for a given time period. The data is
broken down by work week, then day, then location/job type combination.

Running the Report

To access the Work Detail report, choose Reports in the side navigation, then click Work Detail.

Navigation =

People, Time, & Payroll

# Home Timesheet Review
% Reports b People Locator

. Waork Summary
& Configure >

Wark Detail

Payroll Lock
Clock Exceptions
Clock Log

My Users

Custom

Report Writer

At the top of the report there are a number of filter options including pay period/date range, location, and
Job Type. You can search for the employee by typing their name in the Search for User box and clicking the
Run Report button.
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WORK DETAIL

Work Detail

Date Range: Narrow by Location:
Weekly All Options T

37-08/07-09M13 Current

am

ar

Bridge Street Elementary
School

Elementary Schools

George Washington
User Type: User Status: Elementary School

Any Any

Ak
an

Virginia Ave Elementary

Search for User: School

Run Report

Whitehorse Road
5 selected Clear

Marrow by Job Type:
All Options T

Bus Driver

Custodian

Custodian (Call-Back)
Food Service
Itinerant Teacher

Library Alde

17 selected Clear

Display Options: Filter By:
~| Hide Work Week Summary Events and Wages
| Hide Days

Hide Day Details

Hide Day Totals

Hide Job Summary

Hide User Signature Line
Hide Manager Signature Line

(<<}

A

Using the Report

In the report, you will see 3 main sections: Dates (scheduled time), Events (recorded time), and Wages. You'll
also see a "Job Summary" at the bottom of the report for each employee that summarizes all events and
wages, and splits them into different job types (if the employee works multiple roles).

EMPLOYEE = i
DeCicco, William a0
WORK WEEK SUMMARY
Dates Events Wages
DURATION TIME DURATION REGULAR PAY PREMIUM PAY OTHER
DAY LOCATION & JOB SCH TOTAL PAID CODE TYPE IN out TOTAL PAID TYPE DUR TYPE DUR TYPE DUR
Mon 09/07 Bridge Street Elementary School 02:30 02:30 02:30 MC Labor Day = 07:00 AM 09:30 AM 02:30 02:30 HOLIDAY_PAID 02:30 | - - - -
Custodian
ACC: Account A - - - - -
Mon 0907 Total 02:30 02:30 02:30 02:30 02:30 02:30 -
Tue 09/08 Bridge Street Elementary School 02:30 02:30 02:30 ET Shift 07:00 AM 09:30 AM 02:30 02:30 REGULAR 02:30 | - - - -
Cuslodian
ACC: Account A - - - - -
Tue 0908 Total 02:30 02:30 02:30 02:30 02:30 02:30 -
Wed 09/09 Bridge Street Elementary School 02:30 01:30 01:30 Lv Personal 08:00 AM 09:30 AM 01:30 01:30 PERSOMAL o1:30 | - - - -
Custodian
ACC: Account A - - - - -
‘Wed 09/09 Total 02:30 01:30 01:30 01:30 01:30 01:30 -
Thu 09/10 Bridge Street Elementary School 02:30 02:30 02:30 ET Shift 07:00 AM 09:30 AM 02:30 02:30 REGULAR 02:30 | -- - - -
Custodian
ACC: Account A - - - - -
Bridge Street Elementary School - 01:30 01:30 ET Shift 03:00 PM 04:30 PM 01:30 01:30 REGULAR 01:30 - - - -
Bus Driver
ACC: Account C [1886] - - - - -
Thu 0910 Total 02:30 04:00 04:00 04:00 04:00 04:00 -
Fri 08/11 Bridge Street Elementary School 02:30 - - - - - - - - - - - -
Custodian
Fri 09/11 Total 02:30 - - - - - E
Work Week 09/07 - 09/13 Total 12:30 10:30 10:30 10:30 10:30 10:30 =
Work Weeks 09/07 - 0943 Total 12:30 10:30 10:30 10:30  10:30 10:30 -
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JOB SUMMARY

Jobs
JOB CODE
Custodian MC
ET
LV
Custodlan Total
Bus Driver ET
Bus Driver Total

Jobs 09/07 - 09/13 Total

TYPE

Labor Day

Shift

Personal

Shift

Events

DURATION

TOTAL

02:30

05:00

01:30

01:30

01:30

10:30

PAID

02:30

05:.00

01:30

01:30

01:30

10:30

REGULAR PAY

TYPE

REGULAR

PERSOMAL

HOLIDAY_PAID

REGULAR

DUR

Wages
PREMIUM PAY
TYPE DUR

05:00 -

01:30 -

02:30 | -

01:30 -

01:30

10:30

OTHER

DUR

Master Calendar

If a Master Calendar event occurs during that pay period, it will be listed under the "Events" column. For
example, in this particular report, you can see the holiday Labor Day is listed as a Master Calendar event.
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Events

TIME DURATION

CODE TYPE IN ouT TOTAL PAID

MC Labor Day § 07:00 AM 09:30 AM 02:30 02:30

ACC: Account A

ET Shift 0700 AM 08:30 AM 02:30 02:30

ACC: Account A

LW Personal 08:00 AM 09:30 AM 01:30 01:30
ACC: Account A

01:30 01:30

ET Shift o700 AM  09:30 AM 02:30 02:30
ACC: Account &

ET Shift 03:00 PM 04:30 PM 01:30 01:30

ACC: Account C [1886]

Accounting Codes/Account Allocations

Each time event can have an associated accounting code or account allocation that can be set up
automatically or set manually on the timesheet. You can see the different accounts connected to each time
event here in the Work Detail Report.
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Events

TIME DURATION
CODE TYPE IN ouT TOTAL PAID
MC Labor Day 0700 AM 09:30 AM 02:30 02:30
ACC: Account A&

ET Shift 0700 AM 08:30 AM 02:30 02:30

ACC: Account A

LV Personal 08:00 AM 09:30 AM 01:30 01:30

(ACC: Account .ﬁ.)

01:30 01:30
ET Shift 0700 AM 09:30 AM 02:30 02:30
ACC: Account A

ET Shift 0300 PM 04:30 PM 01:30 01:30

( ACC: Account C [1886] )

Wage Codes

Under the "Wages" section, you can see wage codes for time captured, including regular time, overtime, and
paid/unpaid holidays. For example, this particular employee had a paid holiday, and worked more than his
weekly scheduled hours (as specified by GAP).
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Wages
REGULAR
TYPE DUR

REGULAR 07:30
07:30
HOLIDAY _PAID 0700
07:00
REGULAR 08:00
08:00
REGULAR 07:30
07:30
REGULAR 05:00
GAP 02:30
07:30
3730
37:30

Aesop Absences
You can also open Aesop absence details right from the work week summary under the "Events" column. For
example, this employee took a personal day on September 9th. A link to the absence details appeared on his

work week summary's "Events" column under "Type."

Clicking the link takes you to the "Absence Details" page, where you can see all the details for the absence
that you would see in Aesop, but without leaving VeriTime!
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Events

TIME DURATION
CODE TYPE IN ouT TOTAL PAID
MC Labor Day — O7:00 AM 09:30 AM 0230 02:30
ACC: Account A

ET Shift o700 AM  09:30 AM 02:30 02:30
ACC: Account &

02:30 02:30

LW 08:00 AM 09:30 AM 01:30 01:30
ACC: Account A

01:30 01:30

ET Shift 0700 AM 09:30 AM 02:30 02:30
ACC: Account A
ET Shift 03:00 PM 04:30 PM 01:30 01:30

ACC: Account C [1886]

Exporting and Payroll Summary

If you would like to export the report, click the Export button at the top of the report.

Run Report

Weekly
?-UQ;'G?-UQH 3 Current

SUBSTITUTE
Asham, Aaron

WORK WEEK SUMMARY

Dates
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To see the user's payroll summary, click the Payroll button in the same row as the user's name.

Payroll

Wages

REGULAR
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Using the Payroll Review Report

The "Payroll Review" report shows all the different types of wages an employee will receive for a given date
range. The default date range is 14 days.

If you do not see the Payroll Review report under "Reports", you may not have
permission to use it. For more information, please contact your VeriTime Administrator.

To access the report, click on the Payroll Review option from the side navigation under "Reports".

lavigation - People, Time, & Payroll
# Home Timesheet Review
X Reports Y Feople Locator
L CGI"IﬁEL.II'E > Ll
Waork Detail
Payroll Lock

Schedule Summary
Clock Exceptions
Clock Log

My Users

Custom

Repaort Writer

At the top of the report, you can filter the results by user type, location, job type, and wage code. You can also
group the results by wage code or interface ID.
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What's the difference between Wage Code and Interface ID?

“Wage Codes” are what determines how hours are paid for the employees. These codes
come pre-loaded in VeriTime as the default codes. An Interface ID is a custom code that
you can assign to replace the default Wage Codes. These usually are used in order to
integrate with a third-party payroll system.

Click here to learn more about Wage Codes and Interface IDs.

The results of the report will show all the wage codes applied to an employee for the date range given. It will
also show the Wage Duration and Total Duration.

Payroll Review

Date Range: Narrow by Location: Narrow by Job Type: Narrow by Wage Code:
05/09/2015 08/22/2015 < Al Options T L All Options T Al Options T
User Types: ¥ No Location ¥ Aide ¥ REGULAR
Employee ¥ Calvin Coolidge Middle ¥ Bus Driver ¥ GAP
School
Substitute ¥ Cafeteria ¢ oT15
¥ Chester A. Arthur
Search for User: Elementary Schoaol < Custodian 7 oT20
¥ Cordell Oberholtzer ¥| Instructional Aide ¥ siCK
Unified School District
v v -
Group By: & Micnn | viasATIOM
® \Wage Code "' Interface ld [ aelected Clear  selected Cloar
Options:

lgnare OT calculation rules

Run Report

The most used feature of this report is filtering the results by wage code. In other words, if you don't want to
see every wage code on this report you could specify the ones you want to see. For instance, if you only want
to see time paid at regular rate, only select the filters that are associated with a regular rate of pay (Regular,
Gap, Holiday_Paid, etc.).

Click here for definitions of each wage code.
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Let's pretend you only want to run this report to show overtime hours for custodians only. The filters would

look like this before you ran it:

Payroll Review

Date Range:
05/09/2015 05/22/2015
User Types:

Employee

Substitute

Search for User:

Group By:

® Wage Code "' Interface Id
Options:

Ignore OT calculation rules

Run Report

Narrow by Location:

#| All Options T
¥ No Location

#| Calvin Coolidge Middle
School

¥| Chester A, Arthur
Elementary School

¥| Cordell Oberholtzer
Unified School District

-

7 selected Clear

Narrow by Job Type:

Narrow by Wage Code:

All Options A
Aide
Bus Driver
Cafeteria
¥ Custodian

Instructional Aide

-

10of 7 selected Clear

All Options
REGULAR
GAP

¥ 0745
oT20

SICK

1of

e —————
13 selected Clear

-

After you click Run Report the results will only show overtime hours for custodians:

Substitute

Search for User:

Group By:

* Wage Code ' Interface Id

Options:

lgnore OT calculation rules

Run Report

Custom Date Range

Expont | 051092015 - 052272015
User

o [ EMPLOYEE

© =5  Fingers. Rollie (28)
= [ EMPLOYEE

© 5  Geisal Theodore (59)
o = EMPLOYEE

© =5  Pphillips. Tony (87)
= EMPLOYEE

© =5  santiago. Mike (98)

School

-

1 of 43 selected Clear

Cafeteria ¥ 0145
#| Chester A. Arthur
Elementary School ¥ custodian 0720
¥ Cordell Oberholtzer Instructional Aide SICK
Unified School District
h Murma T MAT AT M
7 selected Clear 10of 7 selected Clear
Job Type Wage Code
Custodian OT15
Custodian oT15
Custodian OT15
Custodian OT15

T results found.

Wage
Duration

07:30

01:30

07:30

Total
Duration

07:30

01:30

07:30

07:30




Another option is to ignore OT calculation rules:

-

Unj
Group By:

* Wage [2] Interface Id

Options:

Ignore OT calculation rules ﬁ

Run Report

In the staff group, you need to specify whether particular absence reasons or master calendar events count
toward an individual's OT calculation for a week. This would apply regardless of whether the time off is paid
or unpaid. So even though a day worked and a sick day are both paid at regular time (they share a wage
code), on the Payroll Review report they will appear in separate rows because one of them counts toward OT
calculation and the other one does not. If you check the Ignore OT calculation rules box, those lines (the
durations of hours) will be combined into one row.

Let's Look at an Example:

Usain Bolt has a holiday on Friday, May 22" due to Memorial Day. This will be a paid holiday, however the
holiday hours do not count toward his total hours in his week that would give him overtime. If you were to
run the Payroll Review report without changing anything (only running the report for Usain), this is what it will
show:
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Payroll Review

Date Range: Narrow by Location: Narrow by Job Type: Narrow by Wage Code:
05/18/2015 05/22/2015 ¥/ il Options Y | All Options Y ¥/ Al Options T
User Types: | No Location ¢ Aide ¥ REGULAR
Employee #| Calvin Coolidge Middle ¥ Bus Driver ¢ GAP
) School
Substitute ¥ Cafeteria ¢ o115
¥| Chester A, Arthur
Search for User: Elementary School ¥ custodian ¥ 0T20
bolt < Cordell Oberholtzer ¥ Instructional Aide ¢ sick
Unified School District
Group By: h P st h Z viacaTiom h
® \Wage Code ) Interface Id 7 selected Clear 7 selected Cloar 43 selecled Clear
Options:
lgnore OT calculation rules
Run Report
Export | CUStom Date Range 2 results found
_— | 05M8/2015-05/22/2015
Wage Total
User Job Type Wage Code 9

Duration  Duration

© :Bo:& :.Ui‘zain (29) Custodian REGULAR 16:00 16:00

W

HOLIDAY_PAID * 04:00 04:00

* Does not apply toward overtime

Notice that the Regular and Holiday_Paid wage codes appear on separate rows. The reason those rows have
not been combined to show 20 hours total is because the Holiday is not counting toward OT (note the red
asterisk), while the Regular work hours are being included in that calculation. So if we want them combined,
select Ignore OT calculation rules and they will be combined to reflect 20 hours:
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¥ Chester A. Arthur

Search for User: Elementary School ¥ Custodian Y oT20
bolt ¥/ Cordell Oberholtzer ¥l Instructional Aide 4 sick
Unified School District
Group By: M W Misean - o LacAaTINM M
Wage Code ® Interface Id selected Clear selected Clear 43 selected Clear
Options:
¥ Ignore OT calculation rules
Run Report
Export g'lfll.b.[:l_'ll-l:. l.:I;’EE.JE?d._r:_“:I-J - 1 results found
Wage Total
User Job Type Interface ID e o i
i = EFLETES r i 20: 20:00
[} Bolt. Usain (29) Custodian Regular 20:00 20:00

On the left side of the row there are two icons:

User

Fingers, Rollie (28

The first one is the Timesheet icon which will show the timesheets for the date range for which you are

running the Payroll Review report.
The second icon is for the Payroll Summary report. This report is the same information of the Payroll Review

report however it breaks down the data by day so you can see which hours were worked on a specific date.
You can also group by Interface ID and ignore OT calculation rules just like in the Payroll Review report.
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Payroll Summary

Display: Group By: Options:
Run Report
& All Flagged Wage Codes Only '® Wage Code " Interface ID lgnore OT calculation rules
olt, Usain (29) V
Custom Date Range 05/09/2015 - 05/22/2015 * Does not apply toward overtime
Jobs Summary Wages
REGULAR
JOB TYPE TYPE TOTAL DURATION
Custodian REGULAR 36:00
HOLIDAY_PAID* 04:00
Day Details Wages
REGULAR
JOB TYPE DAY LOCATION TYPE TOTAL DURATION
Custodian Maon 05/11 Ronald REGULAR 04:00
Reagan High
School
Tue 0512 Ronald REGULAR 04:00
Reagan High v
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Reviewing and Approving Timesheets

® Watch the Quickly Reviewing Time Video

® Watch the Reviewing and Approving Timesheets Video

To access the Timesheet Review click Reports in the side navigation, then click Timesheet Review.

Navigation =

People, Time, & Payroll

# Home Timesheet Review

% Reports » People Locator
: Work Summary
& Configure >
Waork Detail
Fayroll Lock

Clock Exceptions
Clock Log

My Users

Custom

Report Writer

Depending on your permissions setup you may not have access to all the functions you see here.

On the "Timesheet Review" page, pick the desired date range. The VeriTime Administrator will have set up
the date ranges, but you can also select “Custom Range” at the top of the drop-down list. You can also use
the "Filter" and "Sort" drop-down menus to filter and sort the timesheet accordingly.

Filter Options:

e Outstanding Timesheets - Show only the timesheets that are not completely approved on all

levels.

* Rejected Timesheets - Show only the timesheets in rejected status.
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* Payroll Exceptions - Show only users who have payroll records that are marked as exceptional in
the "Wage Option Assignment" page.

* Net Difference - Show only users whose timesheets have a net difference.

* Needs Approval - Show only users whose timesheets are in "Submitted" status

Timesheet Review

Date Range: Filter By: Sort By:
Mon-Exempt

15-04/05-04/11 Previous

— MNone -- 3 User Name - Ascending 3

ELARE 13

Advanced Options

Q, Search

For more advanced filtering, click the Advanced Options link. Here, you can change the duration format
from "Time" to "Decimal". With the "Time" setting, "7 hours and 15 minutes" would show as “7:15". With the
"Decimal” setting, it would show as “7.25".

You can also narrow by user name, locations, job type, and Custom User Groups.

To apply the date range and filter options you have selected, click the Search button.

Search for User: Narrow by Locations: Narrow by Job Types: Narrow by Custom User Groups:
#| All Options #| All Options #| All Options

Duration Format: Ld Er::lgel Street Elementary #| Bus Driver L Appvd by Jacob Unger

choo
* Time (00:00) ¥ Custodian #| Teacher Type Employees (imported)
Decimal (0.00) NE DA
o ¥ Custodian (Call-Back) Ld Training Employee Visibility Profile

#| Cc5-Joes Training District {imported)

¥ Food Service
#| Elementary Schools

Q, Search T e

zelected | Clear All 15 zelected | Clear Al 3 selected | Clear All

The timesheets will display for the date range selected. Each row gives the Total Scheduled, Total Working
Time and Paid Leave, Total Time, and Net Difference for the employees for that week. The status of the
timesheet is also shown.
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User Total Total Working Time and
Scheduled Paid Leave

© = ¥ ;.Iva;ez_ :Erlan 40:00 40:00

© = ¥ :llva;ez_ :Thamas 0:00 40:00

OS5y :El:al;jr‘,.:l::ehorah 16:00 00:00

Total
Unpaid
Leave

00:00

00:00

00:00

Total
Time

40:00

40:00

00:00

Net
Difference

00:00

00:00

-16:00

Status

Pending

Pending

Pending

* Total Scheduled - This is the number of hours based on the recurring schedule. For the date range

you have chosen, this is what the person would have worked if all days were typical days (no

absences or closed days).

e Total Paid - This is the total time that the user will be paid for.

e Total Time - This is the total time for the date range you have selected. Worked hours as well as

paid absence durations count toward this time. Admin time is also calculated into this total.

* Net Difference - The difference between scheduled and total paid time. If the total time is less than

scheduled, it shows up as negative.

e Status - The status of the timesheet will be shown by an icon if you have multiple levels of approval.

Clicking on the status brings up the status pop-up. The pop-up will show the last update made to that

timesheet record whether it was submitted automatically by the system or if the user submitted it. It will also

display comments if any have been entered, and list a time and date stamp for the last update. Also included

in the pop-up is the "Status Log" button that will bring up the full status log for that timesheet record.

40:00 40:00 00:00 Approved

Approved

Level 1 - Technologies, Frontline

Fending
Comments: Pending

Fending

Updated 03/26/2014 at 03:45 PM Status Log

Here is what the Status Log looks like:
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Timesheet Status

03/17/2014 Grandview Middle School - Security

Level 1
Status User Date Comments Options
Approved Frontline Technologies 03/26/2014 03:45 PM
Pending System 03712014 12:06 AM

03/18/2014 Grandview Middle School - Security

Level 1
Status User Date Comments Options
Approved Frontline Technologies 031262014 03:45 PM
Pending System 03182014 12:05 AM

To expand a row on the timesheet, click the expand/collapse icon and VeriTime will give you each day’s
timesheet summary data for that person.

O w Total Total Working Time and UTnm:ild Total MNet Stehus
et Scheduled Paid Leave i Time Difference
Leave
= = EMPLOYEE ) ) ) ) ) '
€54 Alvarez. Brian 40:00 40:00 00:00  40:00 00:00  Pending
Total
Working Total
Total Total Net
Date Location Detalls Scheduled Time and Unpaid Time Difference Status
Paid Leave
Leave
Pad Thai High ) . . ) ) )
04/06/2015 Cafeteria Server 08:00 08:00 00:00 08:00 00:00  Pending
Pad Thai High . . . ) ) )
04/07/2015 Cafeteria Server 08:00 08:00 00:00 08:00 00:00  Pending

To see the actual Timesheet or the Payroll Review, click the corresponding icon next to the user’'s name. The
Timesheet icon is the one with the clock. The Payroll Summary icon is the one with the dollar sign.

O w Total Total Working Time and U.:;m:ild Total Net Stehus
=/ o Scheduled Paid Leave LB';VE Time Difference
EMPLOYEE ) ) ) ) ) )
Alvares. Brian 40:00 40:00 00:00  40:00 00:00 Pending
= = EMPLOYEE ) ) , , . )
© 5%  Anares Thomas 40:00 40:00 00:00  40:00 00:00 Pending
— — EMPLOYEE . a | | -6 j
© 5%  Baker Deborah 16:00 00:00 00:00  00:00 16:00  Pending

To take any action on timesheets use the Approve, Reject, or Reset Timesheets button at 'fahe tozg of the
age
page. You will get a pop-up window where can choose from the following options. ?



Timesheet Status

Action: | Approve v

| —Select a Function —

Comme
Reject
Reset to Submitted
|_Resetto Pending

A

Click Approve, Reject or Reset as appropriate. Once a timesheet is approved, it cannot be edited unless it is

reset to submitted or pending.

If you reject a timesheet you may be required to select a "Reject Reason" and leave a
comment. You should only reject a timesheet if that employee has the permission to edit
their own timesheet and make a correction.
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Using the Clock Exceptions Report

The "Clock Exceptions" report is a quick way for you to search for answers related to Clock Exceptions, such
as:

Are there timesheets with missed punches?

Is my staff clocking in on schedule?

Is a staff member trying to get paid for extra time by clocking in early or staying late?

Are any staff members consistently late?

Are there specific staff members who consistently require supervisors to make corrections?

The Clock Exceptions report can help you answer these questions and any more you might have!

This report is primarily used for monitoring those who use the web clock/kiosk.

To get started, first click on Reports in the side navigation, then click on Clock Exceptions.
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Navigation

People, Time, & Payroll

#® Home Timeshest Review
%X Reports 5 People Locator

) Work Summary
£ Configure >

Waoark Detail

Fayroll Lock

Clock Exceptions

Clock Log

My Users

Custom

Repaort Writer

At the top of this report you can select a date range, location, job type, and mark the exceptions you want to
see. To select a date range, click the text box beside the calendar icon to type in the date range, or click the
calendar icon to select the date from a pop-up calendar.

CLOCK EXCEPTIONS
Clock Exceptions
ate Range: Narrow by Location: Narrow by Job Type: Narrow by Exception:
08/03/2015 09/10/2015 All Options T All Options T All Options T
User Type: : Bridge Street Elementary Bus Driver Early In - Actual
School
Any * Any ' Custodlan Early Out - Actual
Search for User: Elementary Schools
Custodian (Call-Back) Late In - Actual
George Washington
Elementary School Food Service Late Out - Actual
Virginia Ave Elementary Itinerant Teacher Missed In - Actual
School
Library Aide Missed Out - Actual
Whitehorse Road
5 zelected Clear 17 selected Clear 16 selected Clear
Run Report

You can also search for a specific user's name. Simply click in the text box and type the name.
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CLOCK EXCEPTIONS

Clock Exceptions

Date Range: Narrow by Location:
09/03/2015 09/10/2015 All Options T
User Type: User Status: Bridge Street Elementary
School
Any $ 1 Any *

arch for User: Elementary Schools

George Washington
Elementary School

Virginia Ave Elementary
School

Whitehorse Road
5 zelected Clear

Run Report

Narrow by Job Type:
All Options T

Bus Driver

Custodlan

Custodian (Call-Back)
Food Service
Itinerant Teacher

Library Aide

17 selected Clear

Narrow by Exception:
All Options T

Early In - Actual
Early Out - Actual
Late In - Actual
Late Out - Actual
Missed In - Actual

Missed Out - Actual

16 selected Clear

You can narrow your search by location, job type, or exception. To select an option, check the box beside it by

clicking it. To select all options within a category, like "location" for example, check the box beside "All

Options".

If you are looking exclusively for missed punches, filter your search by only checking the

boxes by "Missed In- Adjusted" and "Missed Out-Adjusted" under the "Narrow by

Exceptions" column.

CLOCK EXCEPTIONS

Clock Exceptions

Date Range: Narrow by Location:
09/03/2015 09/10/2015 All Options T
User Type: User Status: Bridge Street Elementary
School
Any $ Any &

Search for User: Elementary Schools

George Washington
Elementary School

Virginia Ave Elementary
School

Whitehorse Road
5 selected Clear

Run Report

Narrow by Job Type:
All Optlons T

Bus Driver

Custodian

Custodian (Call-Back)
Food Service
tinerant Teacher

Library Alde

17 selected Clear

Narrow by Exception:
All Options T

Early In - Actual
Early Out - Actual
Late In - Actual
Late Out - Actual
Missed In - Actual

Missed Out - Actual

16 selected Clear
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To clear your selections, click the Clear button underneath the section you want to deselect.

CLOCK EXCEPTIONS

Clock Exceptions

Date Range: Marrow by Location: Marrow by Job Type: Narrow by Exception:
09/03/2015 09/10/2015 All Options T All Options T All Options T
User Type: User Status: Bridge Street Elementary Bus Driver Early In - Actual
School
Any ¥ Any ' Custodlan Early Qut - Actual
Search for User: Elementary Schools
Custodian (Call-Back) Late In - Actual
George Washington
Elementary School Food Service Late Out - Actual
Virginia Ave Elementary Itinerant Teacher Missed In - Actual
School
Library Alde Missed Out - Actual

Whitehorse Road
L sclcc:ed 17 selected 16 selected

Run Report

When you are ready, click Run Report.

CLOCK EXCEPTIONS

Clock Exceptions

Date Range: Marrow by Location: Marrow by Job Type: Narrow by Exception:
09/03/2015 09/10/2015 All Options T All Options T All Options T
User Type: User Status: :;i::g:l Street Elementary Bus Driver Early In - Actual
Any ' Any ' Custodian Early Out - Actual
Search for User: Flementary Schools Custodian (Call-Back) Late In - Actual
George Washington
Elementary School Food Service Late Out - Actual
Virginia Ave Elementary Itinerant Teacher Missed In - Actual
Scheel Library Alde Missed Out - Actual

Whitehorse Road

5 selected Clear 17 selected Clear 16 selected Clear

Run Report (—

A list of clock exceptions sorted by day, user, location, job type, schedule details, exception details, event

details, and comments will appear on the same page. Each user's clock exceptions will be organized by date-
range from most recent to oldest.

Under the "Schedule Details" column, you can see the scheduled time the user was supposed to work. The IN
and OUT times under "Event Details" are the actual times the user signed in and out.
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Custom Date Range

BXPort | 08/31/2015 - 09/04/2015 L
Day User Location Job Type Schedule Details Exception Details Event Details Comments
Wed, 09/02 EMPLOYEE Virginia Ave Food Service 11:30 AM - 12:00 PM Early Out - Adjusted IN: 11:30 AM
Jillian, Elementary 12:30 PM - 02:00 PM
Dennla School OUT: 12:00 PM
Wed, 08/02 EMPLOYEE Virginia Ave Food Service 11:30 AM - 12:00 PM Late In - Adjusted IN: 12:30 PM
Jillian, Elementary 12:30 PM - 02:00 PM
Dennts Schoot OUT: 02:00 PM
Tue, 09401 EMPLOYEE Virginia Ave Food Service 10:00 AM - 02:00 PM Late In - Adjusted IN: 10:15 AM
Carey, Ben Elementary Late Out - Adjusted
School Hand .
QUT: 02:30 PM "l antered these times for
Entered/Changed Bon - JE"
If you would like to export the list, click the Export button at the left upper corner of the report.

Export

Day

Wed, 09/02

Wed, 09/02

Tue, 08/01

Custom Date Range
08/31/2015 - 09/04/2015

User

EMPLOYEE

Jillian,
Dennis

EMPLOYEE

Jillian,
Dennis

EMPLOYEE

Carey, Ben

Location

Virginia Ave
Elementary
School

Virginia Ave
Elementary
School

Virginia Ave
Elementary
School

Job Type

Food Service

Food Service

Food Service

Schedule Details

11:30 AM - 12:00 PM
12:30 PM - 02:00 PM

11:30 AM - 12:00 PM
12:30 PM - 02:00 PM

10:00 AM - 02:00 PM

Exception Details

Early Qut - Adjusted

Late In - Adjusted

Late In - Adjusted
Late Out - Adjusted
Hand
Entered/Changed

Ewvent Details

IM: 11:30 AM

OUT: 12:00 PM

IN: 12:30 PM

QUT: 02:00 PM

IN: 10:15 AM

OUT: 02:30 PM

3 results found.

Comments

"l entered these times for
Ben - JP"

To see a user's details page, click the user's name.

Export

Day

Wed, 09/02

Wed, 09/02

Tue, 0901

Custom Date Range
08/31/2015 - 09/04/2015

User
EHF'LDYEy
Jillian,

Dennis

EMPLOYEE

Jillian,

Dennis

EMPLOYEE
Carey, Ben

Location

Virginia Ave
Elementary
School

Virginia Ave
Elementary
School

Virginia Ave
Elementary
School

Job Type

Food Service

Food Service

Food Service

Schedule Details

11:30 AM - 12:00 PM
12:30 PM - 02:00 PM

11:30 AM - 12:00 PM
12:30 PM - 02:00 PM

10:00 AM - 02:00 PM

Exception Details

Early Out - Adjusted

Late In - Adjusted

Late In - Adjusted
Late Out - Adjusted
Hand
Entered/Changed

Event Details

IN: 11:30 AM

OUT: 12:00 PM

IN: 12:30 PM

OUT: 02:00 PM

IN: 10:15 AM

OUT: 02:30 PM

3 results found.

Comments

"l enterad these times for
Ben - JP"
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Getting to Know The Timesheet

The VeriTime timesheet can be broken down into three parts: Timesheet Navigation, Timesheet Details,

and Timesheet Job Summary. This article shows a brief overview of each part. You can click on the
corresponding article in each section to learn how to use each part of the timesheet in greater detail.

Reinert, Greg (greinert123589)

R - Weekly
@ Actions ~ || B | ogp0/0015 - 07/08/2015  +37:30  + 28:00

v Expand All || A Collapse Al

MON June 29, 2015 Total + 07:30 Paid + 05:30 ~

TUE June 30, 2015 Total + 07:30 Paid +07:30 ~

LOCATION JOB TYPE DUE STATUS
Bridge Street Elementary School Paraprofessional 07/05/2015 Pending

il Delete Timesheet

SCHEDULE Type From To Duration Paid
Regular Work 08:00 AM 11:45 AM  03:45
Braak  11:45 AM 12:45PM  00:30 Mo

Work 12:15 PM 04:00 PM 03:45

© Add New Event
TIME EVENTS IN ouT Total Pald
08:00 AM 04:00 PM

# | shit * etsa) ) +08:00 +08:00 |®@

Account: Account D Change

ADMIN TIME Start End Total Pald

# | Auto Deduct Time 11:45 AM 12:15 PM - 00:30 -00:30  Disable
TIMESHEET COMMENT

. +07:80 +07:30

WED July 01, 2015 Total + 07:30 Paid 00:00 -
THU July 02, 2015 Total + 07:30 Paid +07:30 ~

FRI July 03, 2015 Total + 07:30 Paid +07:30 ~

Weekly 06/29/2015 - 07/03/2015 Summary

LOCATION JOB TYPE TYPE TOTAL PAID
Bridge Street Elementary School Paraprofessional Time Events 22:00 22:00
Bridge Street Elementary School Paraprofessional Leave 08:30 00:00
Bridge Street Elementary School Paraprofessional Heoliday / Holiday Break 07:30 0730
Bridge Street Elementary School Paraprofassional Admin Time -01:30 -01:30
Total 37:30 28:00

D 20
Fage o0




Timesheet Navigation (Top of the Timesheet)

At the top of the timesheet, you will see the name of the user as well as the Actions Menu, Date Range,
Summary of Hours and buttons for Saving, Canceling, Expanding and Collapsing the timesheets.

Reinert, Greg (greinert123589) o

- = et Weekly
achone 27-06/29-07/05 Previous ~ +37:30  + 28:00 x Cancel All Changes | ICRECIEReUEl e

o o o e w Expand All A Collapse All

1. Actions Menu - This allows you to preform functions including adding, copying, or moving a
timesheet as well as viewing the payroll summary or the change log.

2. Date Range - This allows you to view past timesheets by choosing a particular week or selecting a
custom date range.

3. Summary of Hours - This shows you at a glance both hours accounted for as well as hours that are
paid.

4. Saving and Cancelling Buttons - These buttons allow you to save or cancel any changes you make
on a timesheet. The buttons will turn grey if no changes have been made.

5. Expanding and Collapsing Buttons - These buttons will allow you to expand or collapse all of the
timesheets at once. You can also expand a single day by clicking the arrow in the top right corner of
that day.

To learn how to greater use the Actions Menu, read the Using the Timesheet article.

Timesheet Details (Middle of the Timesheet)

The Timesheet Details section is the main part of the timesheet. It includes the user's Schedule, Time Events,
Admin Time, Leave, and Timesheet Comments.

Page 37


http://help1.frontlinek12.com/customer/portal/articles/2078465-using-the-timesheet?b_id=8045

MON June 29, 2015

LOCATION JOB TYPE

Bridge Street Elementary School Paraprofessional

SCHEDULE Type From
Jury Duty: 173202797 Leava 08:00 AM
o Regular Work 10:00 AM
Break  11:45AM

Work 12:15 PM

o TIME EVENTS IN
; 10:00 AM
i Ghift == [Actual)
o ADMIN TIME Start
& Auto Deduct Time 11:45 AM
LEAVE From
o Jury Duty 08:00 AM
o TIMESHEET COMMENT
4 What a crazy day!

To

10:00 AM
11:45 AM
12:15 PM

04:00 PM

DUE

STATUS

07/05/2015 Pending
Duration Paid
02:00 No
01:45
00:30 No
03:45

ouT
04:00 PM
= (Actual)

End

12:15 PM

To

10:00 AM

Total + 07:30 Paid + 05:30

© Add New Event

Total Pald

+ 06:00 + 06:00 o

Account: Account D Change

Tatal Pald
- 00:30 - 00:30 Disable
Tolal Pald

+02:00 00:00

+07:30 +05:30

Schedule - This is the time a user is expected to work in a given day.

Time Events - These events are actual time worked. Time events can be recorded from a scan at a

kiosk or manually entered directly into the timesheet. If time is manually entered, the time will
appear as orange. Additionally, an accounting code or account allocation can be set manually or by

default for each time event.

day.

Admin Time - This is auto-deducted time, typically an unpaid break.

Leave - This is time deducted due to an absence or a calendar event such as a holiday or calamity

Timesheet Comments - This is a field where optional comments can be left for the approver.

To learn how to greater use the Timesheet Details, read the Using the Timesheet article.
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Timesheet Job Summary (Bottom of the Timesheet)

At the bottom of the timesheet, the total hours for the time period as well as those hours that are paid will be
broken down by Location, Job Type, and Event Type.

Weekly 06/29/2015 - 07/03/2015 Summary
LOCATION JOB TYPE TYPE TOTAL PAID
Bridge Street Elementary School Paraprofessional Time Evenis 22:00 22:00
Bridge Street Elemeantary School Paraprofessional Leave 09:30 00:00
Bridge Street Elementary School Paraprofessional Holiday / Holiday Break 0730 0730
Bridge Street Elemeantary School Paraprofessional Admin Time =01:30 -01:30
Total 37:30 28:00
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