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This is an overview of all the employees assigned to the supervisor that is currently 
logged in.  This screen is also a quick reference to check timesheet approval status.  
The Overview Tab can also be used to select employees by any group level.  You 
can click on the Group and see a summary of the employees assigned to that group. 
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The Summary Tab allows you to quickly access information about your employees.  
This includes total hours for the pay period selected, timesheet approval status, and 
exceptions.  All of the information on this screen may be sorted by heading, which 
makes it into an interactive exception report. 
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You have the ability to select any employee 
right from the timesheet screen.   
 
You can sort by all employees by their 
employee number, name or by the 
Department.   
 
Once the name is selected, you will see a red 
arrow telling you which employee is selected.   
 
If you have many employees they may not all 
be displayed on one page.  You can change 
the page number or simply do a search for the 
employee.  You can search by either 
employee name or number.  You do not need 
to have the complete name or number.  Any 
name or number that contains the text in the 
search box will be displayed. 
 
You can also minimize the employee search 
screen by clicking on the push pin, or close it 
by clicking on the X. 
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The Timesheet Tab is where you will edit the timecard for missing punches and/or 
absents.  You will also be able to see a summary of all hours worked at the bottom 
of the page.  Once the timesheet is finished being edited then it will need to be 
stamped approved. 
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The notes and the reason columns are very important.  
ANYTIME you make and edit on an employees timesheet 
you will need to apply a reason or enter in a note.  This will 
help payroll/hr if there are any questions or concerns, as well 
as track attendance occurrences. 
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The notes field is a free form area - you may type in anything that you want to.  
After you save your note, you will see a yellow envelope letting you know there has 
been a note entered.    
 
 

 
The reason column is a pre-defined drop down list.  These 
are generic reasons to explain an edit or to drive the 
attendance occurrences. 
 
 
 
 
 
 

 
 
If you make an edit and attempt to leave a screen without saving, you will see this 
message.  If changes were made and you want to save them, then you need to click 
cancel, save your changes, then continue on. 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 



 7 

 
    
 
The Accrual Tab allows you to see the balance of your employee’s CTO time.  You 
can see all activity or just the summary of the pay code.   
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The History Tab gives you the ability to see worked and non-worked days for each 
employee, for any range of dates that you choose.  This is a great area to reference 
for employee reviews. 
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The In/Out board will allow you to see at a glance if your employees are currently 
clocked In or Out.  You can filter the In/Out board to a specific group or look at all 
of your employees. 
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The Scheduler Tab is used to modify an employee’s schedule.  Each supervisor has 
nine templates (short cuts) that can be customized.  Once the schedule template is 
selected, just click into an empty day to apply the schedule.  If you are replacing a 
schedule, you need to remove the old schedule prior to adding a new schedule for 
each day.  You can clear the entire week in one click if you need to modify every 
day.   
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The Recap Tab works the same way as the Scheduler Tab except you have the 
ability to see multiple employees at the same time.  The templates that were created 
in the Scheduler Tab will also be available in the Recap Tab.  Adding and removing 
a schedule works the same way as in the Scheduler Tab.  Using the Recap Tab you 
do lose your 9 short cuts, but you can still use the templates that were created in 
either screen.  You can delete the entire week, or just one day.  You can drag and 
drop a schedule from one day to another day.  If a mistake was made to the 
schedule and you want to reload the default schedule, click on the shift button.  
Schedules can be updated at any time, even after the day has been worked.  To 
make sure the schedule changes are up to date you can click on the update 
schedules button at any time.  On the Recap Tab you also have the ability to create 
a custom schedule without using a predefined schedule template.  
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The Request Tab is where the supervisor can now either Approve or Decline the 
employees request for PTO.  This page can be displayed by showing only the 
employee that has a request or it can display just the declined requests.  It can also 
display both.   
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The Calendar Tab is used to quickly browse to see which of your employees have 
requested a day off or to see which day that have already been approved or 
declined. 
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The Web Reviews Tab is an optional screen.  This will allow you to create files for 
your employees that you can later look over prior to their review.  Every time you 
converse with the employee or just want to add a note about the employee you can 
create a file with a title of your choosing. 
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The Employee Category, Personal Tab will allow you to see the employees  
information.  This is a read only screen.    Any changes will be done by payroll/hr. 
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The Private Message Tab allows the supervisor to send an individual message to 
one of their employees.  This message will only be displayed when the employee 
logs onto the Employee Web Services.  The message can be entered for any time in 
the future. 
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The Report Generator allows you to create reports.  Each report is generated in the 
same way.  The options on the right side are what data the report is going to 
contain.  If changes need to be made to any item, click on the pencil.  You need to 
select the date range for your report, how you want it sorted, and who will be on the 
report. Once you are ready to print or view the report, choose the preview tab.  
Every report will be viewed to the screen first in Adobe.  Once the report is in 
Adobe, you can E-mail, print, or save to file. 
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Once the report has been selected and all options changed to the desired setting, you 
can save the report by using the publish option.  This is helpful to run a frequently 
used report that you have customized.  You can easily access that same report 
without having to change the settings for every use. 
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Here are some examples of commonly used sorts on your reports. 


