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So your Admin has made you a Supervisor in the Easy Time Clock system... Now what?

Your login used to look like this: Now it looks like this:

BusiCo Time Card - Knorr, Theresa = BusiCo Time Card - Knorr, Theresa =
= - ' Logout r =
I Time Cﬂfdm Who's Inm!‘-cale"dar ‘ ( Favorites. Y Reporis YT\IT\E Card\{ Utility \ Logmﬂg
wrac72017 5 %a017—print Report [4/26/2011-5/9/2017 |print Report
The first workweek of this pay period started on 4/23/2017 The first workweek of this pay period started on 4/23/2017
Apprve For Payoh | whats i [ Aprovs For Payot ] whats i
The current time is 5/6/2017 8:18:15 AM The current time is 5/6/2017 8:12:34 AM
Note: to see the full name of a time abbreviation, hover your mouse over the abbreviation. Note: to see the full name of a time abbreviation, hover your mouse over the abbreviation.

These new tabs can help you navigate to reports, time cards, and other various tools. Let’s look at a few!

Approvals

Favorites Reports | Time Card |

Tirme Card - clock in and clock out
Edit - ndd or edit time cords by employes

(Favoritan Reporis YTimE CardY Utility \

Approvals display on the Edit page (Time Card tab), between the
filters and the time card. Once approved, the time card is locked LElz P LeesiiTy LS
. 4/26/2017 ‘ 51972017 | Department (Al /| F'TOE
and no changes can be made unless the approval is removed. Change Dato Employee [satory, eizaven /|8
The first workweek of this pay period started on 4/23/2
[What's This?]

There are 2 types of approvals:

Supervisor Only

V\ |Sa|es (Project)

Employee and Supervisor

lours ~||[Sick (PTO 0 Hrs Avail ) |

When set to Supervisor Only, you will always have the option to approve on the Edit page.

When set to Employee and Supervisor, the Employee must approve the time card first. If the Employee has
not approved yet’ the time card will specify_ nange vate II:lllpluyt:U |Bauory, ElZEDEL Ijl

The first workweek of this pay period started on 4/23/2017
Employee has not approved for payroll
tmcra~ I neaeamra sl b
Otherwise, you will have the option to approve at the Supervisor level, or remove the Employee’s approval. If
removed, the Employee will need to re-approve before the Supervisor approval will be available again.

Approve For Payroll | [What's This?]| Remove Approval For Payroll | [What's This?]
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Edit i

Favorites Reports | Time Card |
Timecards
Time Card - clock in and clock out
ﬁ’m- add or edit time cards by employee
Edit by Date - add or edit all employees’ daily time cards
Holiday Creator - post parallzl time card entries to several

employees at once
Change Request - approve or disapprove employes requests

Each employee may be assigned |
to a Location or Department.

Choose Pay Period Time Card Edit

or Date Range. { Favorites ) Reports Y Time card Y Utility [Menug‘.] [LOgOUt'@]

Pay Period Date Range Location [BusiCo - Proje

4/26/2011 -5/9/2017 __ ~]|[4/26/2017 |-|5/9/2017 || Department [l PR

14 Days, 10 Weekdays Change Date Employee |Bathory, Elizabeth vE

The first workweek of this pay period started on 4/23/2017
Employee has not approved for payroll

8h 44m Sales RR | 8h 44m Sales RR

8h 44m Sales RR

Fri 4/28/2017| a58AM||[ 5:42 PM| [in/Out ]

[Sales (Project) ~] [IRemove| 8h 44m Sales RR

Mon 5/8/2017 h Em [Hours ~||[Sick (PTO 0 Hrs Avail.) ~| [IRemove| 8h Om Sick PTO 8h_Om Sick PTO
16h 44m Total
New Time Card Entries |’J|
| gam||  530pm| [In/Out ]| [Client Management (Project) ]
Tue 51972017~ [ 8] m|[Hous ~|[Vacation 2-4 (PTQ 23.717 Hirs Avail) v
[Tue 692017~ | Il | [In/Out ]| [Client Management (Project) -]
’W‘ | ‘ ‘ | [In/out ~||[Client Management (Project) ~]
Tue 5/9/2017  ~ | ‘ ‘ | [In/Out ~||[Client Management (Project) ~|

Enter new time card entries and assign to a Project or PTO category.

Change the Entry Style to “Hours” to enter straight hours without specific times (ie. PTO entries).

. To apply changes, Save Changes
. at the bottom of the page.

What do the asterisks (*) mean?

This indicates the time has been edited by the Employee, a Supervisor, or the Admin.

Tue 5/9/2017 10:21AN(E> 5:08 PM
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Entering Lunch

1. No Specified Time — Easy Edit

New Time Card Entries [7]

Tue 5972017 -Oh 30m |[EINEIETEY | |[ Client Management (Project) v

| 10:21 AM| ‘ 5:08 PM| 6h 47m[[In/Out ||[Client Management (Project) v
Tue 5/9/2017
-0h 30m |[30 Min Lunch ~|[[ Client Management (Project) v
2. Specified Time — Employee Clocks Out and Back In
| 10:21AM| | 12:00 PM| 1h 39m|[In/Out ~||[Client Management (Project) ~|
Tue 5/9/2017
| 12:30 PMl | 5:08 PM| 4h 38m|[In/Out ~||[Client Management (Project) N
3. Specified Time — Employee Uses Lunch Button
10:21 AM||| 12:00PM 1h 39m|[In/Out ||| Client Management (Project) |
Tue 5/9/2017) 12:00PM||| 12:30 PM Oh 30m||In/Out ~||[Lunch (Lunch) v|
12:30 PM 5:08 PM 4h 38m||In/Out ~|[Client Management (Project) ~|

Entering PTO
New Time Card Entries |2

[Mon 5/8/2017 /| h Dn | Hours ||| Sick (PTO & Hrs Avail ) v

Once entered, the available balance will adjust.

|
Mon 5/8/2017 [ 8jp[ 0m][Hours v[|| Sick (PTO 0 Hrs Avail ) V] ]
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Reports

Favorites [ Reports | Time Card
etailed - totaled report of all time card entries
Most Popular Reports ‘ _
UWIMMary - pay period totals for payroll and export
Individual - detailed report displayed by individual
Authorization - individual report with space for employee and
supernvisor signatures
Worloweelk - employee totals displayed by day, week, and pay
period

Detailed Report — View all clock-in details and daily, weekly, and pay period totals.

Filter by Location, Department, or Employee.

View all hours or specify OT, PTO, or Projects.

............................................................

e e L e e

Detailed Report
: (Fa\rurites. Y Reporis YTime Card

(Menu= ] [Logout 4]

Utility |

Pay Petiod Date Range i )
[4/26/2017-5/9/2017 | |4,f25,r201? |, 5/9/2017 | Location [Busico & Project E:'rmrtt ?eEortI
EXPOrt 1o EXGEl
14 Days, 10 Weekdays Change Date Department [all ~ PTO [An ~ OrL 20 LXce
9 - Export to Excel (CSV)
Employee |All ~ || Approvals [Hide -~

The first workweek of this pay period started on 4/23/2017 at 12:00 AM

8h 44m Sales RR | 8h 44m Sales RR

8h 44m Sales RR
8h Om Sick PTO | Edit
16h 44m Total

Bathory, Elizabeth|Fri  4/28/2017| 8:58 AM | 5:42 PM | 8h 44m | Sales 8h 44m Sales RR

Bathory, Elizabeth |Mon 5/8/2017 8h Om | Sick 8h Om Sick PTO

Berkowitz, David |Thu 4/27/2017| 9:02 AM Client Management | 7h 46m CM RR 7h 46m CM RR 7h 46m CM RR

Berkowitz, David |Fri 4/28/2017( 9:14 AM | 6:22 PM | 9h 8m | Client Management [ 9h 8m CM RR | 16h 54m CMRR | 16h 54m CMRR | Edit
Berkowitz, David |Mon 5/8/2017| 8:58 AM 0Oh Om | Client Management 16h 54m CM RR Edit

What do the blue cells mean?

The Week column is color coded to indicate a new workweek within the pay period. Overtime calculation starts
over on each new workweek.

Summary Report — View totals only and export to your payroll company.

BusiCo Summary Report
rFavonlesY Reports YTimeCaldY Utility \

[Menu=] [Logout { ] Rt '
i Click the export link that

specifies your payroll

Pay Period Date Range Display [active ] Hours Print Report i company. This will
[4/26/2017-5/9/2007  ~]|[4/26/2017 |-[5/9/2017 _||Location [Busio - Project Export to Fxcel i
14 Days, 10 Weekdays Change Date Department [an PTO[al | Export to Excel (CSV)
Employee |an ~ Export Tardies (CSV !
Export to SurePayroll com puter that you can

use to import into your
payroll software.

4/26/2017 - 5/9/2017 with 2 people

+ download a file onto your
The first workweek of this pay period started on 4/23/2017 :

8h 44m Sales RR
Bathory, Elizabeth| 8h Om Sick PTO None
16h 44m Total
Berkowitz, David 16h 54m CM RR None
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