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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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Unopened Timesheets: 0

COpened Timesheets: 7

Approve this Page |

I MAME Absent Missed Punch SchHr Reg.Hr oT-1 0T-2 Timesheet Status

00077S  [FIELD, SHARDN JEAN i i annn 0.00 0.00 0.00 [opEN =0
000403 |FIZHER, THOMAS il il 80.00 0.00 0.00 0.00 |oPEN =0
000770 |GOODHUE, DOUGLAS 0 0 80.00 0.00 0.00 0.00 | OPEN =lo
00N7RE  [INGRAM, KRISTIN i i annn 0.00 0.00 0.00 [opEN =0
000486 |STAFFORD, SUSAN 0 0 50.00 0.00 0.00 0.00 |oPEN e
000595 [VANDERWAL, JILLLET 0 0 80.00 0.00 0.00 0.00 | OPEN =lo
000516 [YAGELD, CATHERIMES i i annn 0.00 0.00 0.00 [opEN =0
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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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Overview Summary Timesheet -]

| DEPARTMENT »|[ 060200 [SALES BRIGHTON x|

Opened Timesheet* 7 *_

ID NAME
000403 FISHER, THOMAS 4
000426 STAFFORD, SUSAN \
000516 YAGELD, CATHERIMES
000594 WARDERWAL JILLLET
ooavya GOODHUE, DOUGLAS
0oa7ya FIELD, SHAROGMN JEAMN

000786 INGRAM, KRISTIMN
1

Inopenead Timesheets: 0

D NAME

1

Search: I

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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: [ save Egl]nleh! «7 Undo =~ & Print E& Columns Recalculate @n Insert ! Repost
W | Pay Period: ™ [F12m272007 (Bun) 12162007 (520 =] 2] rimechoet Statue: open 0 Aperove """
4 7 [000403] FISHER, THOMAS
: » DEFARTMENT . 060200 rJOB: 1 ¥ Pay Policy: 1 ¥ Shift Mumber; 1 ¥ Pay Categony:  Hift » Holiday Rule: 1
E L Date PayCode In IN_EXP Out Out_EXP Schedule Reg OT-1 | Notes Reason Shift_Exp oT1-2
e i Mon 12/03/2007 O KHR] 8:05AM | * 5:00PM | * 08:00-17:00 9.00 0.00 000a1-mMa 0o
E Tue 12/04/2007 OfKHR] 8:00AM |* 4:48FM | *| E12 08:00-17:00 875 0.00 00001-Tu oo
E Wed 12/05/2007 OfKHR] 8:00AM | * 5:00PM | * 08:00-17:00 9.00 0.00 00001-Yve 0o
Ii Thu 120672007 OpYEHR] g:00AM [T 5:00PM | 08:00-17:00 9.00 0.00 0ooo1-Th 0o
_E; Fri 12i0752007 OpYEHR] B:00AM [T 5:30PM | L30 08:00-17:00 4.25 525 nooo1-Fr 0.0
»
M
4 | »f
Add Record
Timesheet Summary: Group By: IF'aycode j
Pay Code Reg Hrs | oT-1 | 0T-2 | Total Hrs | Earnings Deductions Reg Pay OT-1Pay 0T-2 Pay Prem Pay Total Pay
0pkKHR] 31.06 0.oo 0.00 31.06 $0.00 $0.00 T — T — T
1[HOL g.00 0.oo 0.00 .00 §0.00 §0.00 R o o o R
Accrual Summary \
Code Pay Code | Last Post Date Post Type AccruedUsed ‘ /nvailahle \L Notes
SICK AEICK] 111872007 | 45.94 4594 port Balance
WAL IMACA] 11182007 | 94.20 44.20 Jmport Balance

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.

Hotes Reason

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.




Motes:
The clock was not plugged in yet. Needed to add both in and out punches.

I OKM[ Cancel ]

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.

Hot . . .

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

MP [MISSING PUNCH] o
SE [SPECIAL EVENTS A _
——|SM [STAFF MEETINGS] Microsoft Internet Explorer X
SUSP [SUSPENSIONS] ]
WL [WORK RELATED INJY | "?r‘j You have made change(s), leave without save?
I ok I [ Cancel ]
L

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.
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¥ ¥ =~ mMmMmMmeOr-rTIm A & fo |

7 [1079] MOSSNER, KAREN
kBranch: 1 ¥ Department: 101 ¥ Pay Policy: 1 ¥ Shift Number: 5 ¥ Pay Category:  Ft ¥ Holiday Rule: 1
| 1D Name | Pay Category | Hire Date | Adjust Hire Date Title Change Date
=l 1079 MOSSMER, KAREN FT [FULL TIME] 05/05/1995
| Accruaicode | Paycode | Last Post Date | Posttwe | Accrued/Used |  avallable | Notes
=l SICK [A1SICK 111412007 | 4594 4594 Impart Balance
Pay Code ‘ Type Post Date | Hours | Carry Hours | Used ‘ Adjust | Earned ‘ Available | Hotes
[3]5ICK | 11146/2007 45.94 0.00 0.00 0.00 0.00 45.04 Impart Balance
=l WAC [2IVACA 11142007 | 8420 8420 Impaort Balance
| Pay Code ‘ Type | Post Date | Hours | Carry Hours | Used ‘ Adjust | Earned ‘ Available | Hotes
[2IVACA | 11i146/2007 9420 0.00 0.00 0.00 0.00 §94.20 Impart Balance

The Accrual Tab allows you to see the balance of your employee’s CTO time.

can see all activity or just the summary of the pay code.

You
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& 7 [000409] JANKOSKI, STEVEN
L |» Departent: Fw2801 »Job:  Fw6006 ¥ Pay Policy. 1 » Shift Number. 3 » Pay Category.  Ft8 ¥ Holiday Rule: 1
4 Calendar Detail Summary
E ‘ 2007 ’ O Mixed [ [0 I e | [0 .Y ACS] ESEICK] CI4[FML) sURY] CIEVCE]
': PRI EmESAl]  EmYFMLA]  mEER1OMLTY] EEm91[SHUT] Em1Z(PERS] mem13DAELL]  mEm14(BDAY]
L Em15A5RY] EE1T[PERL] EE1E(CALL] BEE19[4BS] mEEZ0LOW]  EE21LNCH] Em22vPO]  EEmF0[MLSF]
2 EGMLCR]  EER33S0T]  Ems4L0] I 35N
E January 2007 February 2007 March 2007
Sun, Mon  Tue  Wed  Thu Fri Sat Sun hon Tue  Wed Thu Fri Sat Sun, on Tue  Weed  Thu i et
L Week 1 2a Week Week
: GCCTON ¢ | 5 [0 [ 11 | 12 [ 13 [EEEEET Week 4
T UCCTINRENN 15 | 16 | 17 [ 18 | 15 [ 20 [SEEUEEEERE week 11
wvieek 21 [IEEER B Week 18 Wieek 18
> wieek 28 [EEERIEEC Week 25 Wieek 25
» Wieek Wigek Wieek
April 2007 June 2007
Sun. Mon Tue Wiied Thu il Sat Sun Sun. Mon Tue Wied Thu Fri Sat
Wigek Week Wigek
Week 1 Week B Week 3
Week 8 Week 13 Week 10
Week 15 Week 20 Week 17
Week 22 Wigek 27 Week 24
Wieek 29 Wigek Wieek
July 2007 August 2007 September 2007
Sun, ton Tue  Wed  Thu ti Sat Sun hon Tue  Wed Thu Fri Sat Sun, Mon  Tue @ Yed  Thu Fri Sat
Wigek Week 4 Wigek 1
Week 1 7 week 5 [HEHEIEEE 10 11 Week 2 3 4 g g 7 g
Wieek @ week 12 13 17 18 Wieek @ 10 11 12 13 14 185
Wieek 15 | 21 ] week 19 20 24 25 Wieek 16 17 18 19 20 21 22
Wieek 22 | 28 ] Week 26 27 31 Wieek 23 24 25 26 27 28 28
Wieek 29 Wigek Wieek 30

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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Attendance scheduler Employee Report Preferences

VAGIE .

~ Supervisor Web Servic

Overview Summary Timesheet Schedule Accrual History In/ Out Boardj

[ Taday Only

r Filters

DEPARTMENT (G1): |<..A||..} v| SHIFT (G2): |=..A||..; w | JOBCLASS (G3) |=..A||..=
Site: | oo |- v|

r Status Filter

First Name | Last Name Emp.ID| Out In Lunch Status Last Punch Time Clock| DEPARTMENT SHIFT JOB CLASS

Joy JACKSOMN 4271 n ouT 87372006 3:00:00 P 8 [RANGE HOME]|M [MIDMIGHTS] (12 [PROGRAM TECHM

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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User ID: | AOPFER
Name: Alda Opfer
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Atten
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E MHome ? Help Log Off

& 7 [000403] FISHER, THOMAS
L] ¥ DEPARTMENT : 060200 »JOB: 1 ¥ Pay Palicy: 1 ¥ Shift Mumber: 1 ¥ Pay Category:  Hft ¥ Holiday Rule: 1
4
| Week Of: [12/05/2007 (Sun)- 127152007 (Sal) = T
M
t r Muttiple @m: Maintain Templates @Imert Templates u Save Templates
2 Please insert termplate Flease insert terplate ‘ Flease insert template
E Flease ingerttemplate Please insert template \ Please insert template
E Fleasze insert template Please inzer template \ Please inzerttemplate
II' [E save x> Undo \
s
T | | Schedute: E *—
» Sunday Monday Tuesday Wednesday Thursday Friday Saturday
N 121092007 12/110:2007 12111/2007 12122007 12/13/2007 12142007 12/152007
[5] 08:00AR-05:00F M [S] 08:00AM-05:00P M [S] 08:00AM-05:00P M [S] 0&:00AM-05:00P M [S] 0&:00AM-05:00PM
Default Default Default Default Default
[T =+ DR =+ DR =+ DR -+ D[] -+ DR -+ I -+ [ ]]

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.

10
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p y Y = p
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nnnnnnnnn Scheduler Empioyes  Report  Preferences
& | Week of: [12/05,2007 (Sun)-12A15/2007 (Sat) [7| E
"] Esave «2 Undo |z| Add or Maintain Templates g Update Schedules
4 12/09/2007 - 12/15/2007
E Employee Sunday Monday Tuesday Wednesday Thursday Friday Saturday
M 12/092007 121072007 1211172007 12122007 121372007 121142007 12152007
P | 'moos0s
o Thomas |z| [5] 08:00AM-05:00PM [S] 08:00AM-05:00FP M [5] 08:00AM-05:00P M [S] 08:00AM-05:00PM [S] 08:00AM-05:00PM
¥ | |[Fisher Default Default Default Default Default
E =]
E <
L | [000486] +
; Susan L& | [S] 02:00AM-05:00F M [S] 08:00AM-05:00F M [5] 08:00AR-05:00FPM [S] 02:00AM-05:00P M
T | |Stafford _ Default Default Default Drefault
[EI0E00 440500 P
v De Gult
> . [«<] 4=+ [2[]
M| fo0os161 A
Catherines || [5] 08:00AM-05:00PM [S] 08:00AM-05:00FP M [5] 08:00AM-05:00P M [S] 08:00AM-05:00PM [S] 08:00AM-05:00PM
Yagelo - Default Default Default Default Default
]
¥ e
[000595] A
Jilllet L | [5] 08:00AM-05:00PM [S] 08:00AM-05:00PM [5] 08:00AM-05:00P M [S] 08:004M-05:00PM [S] 08:00AM-05:00PM
Vanderwal - Default Default Default Default Default
—
¥
[000770] A
Douglas [~ | [S] 0&:00AM-05:00F M [S] 08:00AM-05:00P M [3] 0B:00AR-05:00P M [S] 0&:00AM-05:00P M [S] D8:00AM-05:00P M
Goodhue - Default Default Default Default Default
o [~

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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Attendance Schiduler Employee Report Preferences

Tuesday, February 22, 2005 12:13:25 PM

Reguest

4 2005 P Group by: | Employee == Paycode == Date v| Status: | Pending +
| Employee Id Employee Total Approved Declined Pending
= 52 BALOWIN, ROBERT 1 a a 1
Paycode Last Post Date Total Available Total Approved Declined Pending
=l 2[WACA] 0.o0 1 i a 1
| Date Joh Start End Hours Notes Status
¥ S/902005 0 [MONE] ] Pending
Detail Information:
Status: | Approved v| [ OK ] ’ Cancel
Employee's Comment:
Superizsor's Comment:
Have a great time moving into your new house.
@ Cone ‘:} Local intranet

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.

12



\ A A ; ) A = - By - 5 %
Q-0 HEAG PO RSB -Jad B
: R Tuesday, February 22, 2005 11:38:15 AM

User ID:

Name: DEMO USER

CH'I"!”L'E” T—JA_JA _] ﬁ
[¥] Active 2=l | g [109] JOM ANDERSON
» Department: 2 » JobMachiCrd: O » Pay Policy: 2 » Shift Mumber. 1 ¥ Pay Category.  Exem  » Holiday Rule: 1
1D NAME ‘ 2005 ’ [ Pending Request [ Approved Request Il Declined Request
109 JON ANDERSON 4 January 2005 February 2005 March 2005
110 LEWAS BARTOM Sun Mon Tue Yed Thu Fri  Sat Sun Mon Tue Yed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
112 ROBERT BROSK] Edit 1 Edit 1 2 3 4 a Edit 1 2 3 4 a
113 DALE BUSH Edit 2 3 4 5 & 7 8 Edit &8 7 8 3 10 11 12 Edit & 7 8 @ 10 11 12
Edit @ 10 11 12 13 14 15 Edit 13 14% 158 168 178 188 19 Edit 12 14 18 16 17 18 19
118 DONALD PRATT, I Edit 16 17 18 19 20 21 22 Edit 20 21R 228 238 248 258 25 Edit 20 21 22 23 24 25 26
145 VINCENZOD MESSINA Edit 23 24 28 26 27 28 29 Edit 27 28 Edit 27 28 22 30 M
162 LMWREMCE EGBERT Edit 30 31 Edit Edit
1758 DOMALD LEE
177 ABID BALAS April 2005 May 2005 June 2005
188 ANTHONY ALMAN Sun Mon Tus Wed Thu Fri  Sat Sun Mon Tue ed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Edit 12 Edit Edit 12 3 4
188 CHAD JOHNSON Edt 3 4 5 6 7 8 9 Edt 1 2 3 4 & 6 7 Edt 5 6 7 & 9 10 11
207 MARK ORSINGER Edit 10 11 12 12 14 15 1B Edit & & 10 11 12 13 14 Edit 12 13 14 18 16 17 18
718 TREYIS ENGELHARD Edit 17 18 19 20 21 22 23 Edit 16 16 17 18 19 20 21 Edit 18 20 21 22 23 24 25
1 Edit 24 26 26 27 28 28 20 Edit 22 23 24 26 26 27 28 Edit 26 27 28 29 20
Edit Edit 28 30 Edit
Search: _
Juby 2005 August 2005 September 2005
Sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat
Edit 12 Edit 12 3 4 5 B Edit 12 3
Edit 3 4 & & 7 8 4 Edit 7 & @ 40 11 12 13 Edit 4 5 & 7 & @ 10
Edit 10 41 12 13 14 18 1B Edit 14 15 16 47 18 19 20 Edit 11 12 13 14 15 16 17
Edit 17 18 19 20 21 22 23 Edit 21 22 23 24 28 326 27 Edit 18 19 20 21 22 23 24
Edit 24 26 26 27 28 28 20 Edit 28 29 20 Edit 28 26 27 28 29 30
Edit 21 Edit Edit
October 2005 Hovember 2005 December 2005
sun Mon Tue Wed Thu FEri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri st
Edit 1 Edit 12 3 4 5 Edit 12 3
Edit 2 23 4 &8 B 7 8 Edit & 7 & 9 10 11 12 Edit 4 5 & 7 & @ 10
Edit @ 40 11 12 13 14 15 Edit 13 14 15 46 17 18 19 Edit 11 12 13 14 15 16 17 v

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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User ID: | GKERN ; N ; ;
Name: |Gretchen Kern 0 45’ )

E #Home ? Help Log Off

Attengance  Emploves  Report  Preferences
oo roviews YL =

& 7 [1079] MOSSNER, KAREN

L »Branch: 1 » Depanment: 101 » Pay Policy: 1 » Shitt Number: 5 » Pay Category,  Ft » Holiday Rule: 1

4 Review Date Review By Title

E 1003172007 GKERM 1st¥ear Review

M ‘___,

p 04i30/2007 GKERM 6 Month Review

Iﬁ 02i28/2007 GKERM 120 Day Review

Y 01i24/2007 GKERM 90 Day Review

E

E

1

L

I [E New [ Save w7 Undo [5Delete

.?- Revigw Title: Review Date

, |15t vear Review [1ostaor [E

M| | Review Motes:

GBI USEE=EEA-ZTTEE==
Times Mew Roman = Size

Gave a . 10 mcrease to the pay rate.

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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User ID: [ AOPFER
Name: Alda Opfer

Attendance  Scheduler EmDLWEE Report

E #Home ? Help LogOff

Preferences.

& ] [000403] FISHER, THOMAS
M » DEPARTMENT : 060200 vJOB: 1 » Pay Policy. 1 » Shift Mumber: 1 » Pay Category:.  Hit » Holiday Rule: 1
4
Esave 1 Undo

51 Personal Info
E Gender: “W ‘ Marital Status |m
E Contact Information
E Email: ITF\SHER@Tm Phone #1: W Phone #2 I—
'; Emergency Phone: I— Emergency Contact: I— Relationship I—
-?— Address #1: |531 0 Supetior Drive Address #2 |
» City lErlghtnn— |State‘ Zip IF W Country: ||—
d User Defined

PTO [oamzneer [ UserDate2 =

COL EXP [ @ DLExP @

DRILIC # — UserField2 —

UserField3 — UserFieldd —

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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User ID: | AOPFER

E M Home ? Help LogOff

p - . = -
9H @ D
nnnnnnnnn Scheduler  Emplow por Preferences.
Private Messageq

& 7 [000403] FISHER, THOMAS

L] » DEPARTMENT : 060200 rJOB: 1 ¥ Pay Palicy: 1 ¥ Shift Mumber: 1 ¥ Pay Category:  Hft ¥ Holiday Rule: 1

4

E [ Save  FiDelete, &> Undo

M

t Date Time Message Read

1] 3 -

vl

E Add Record

L

I

5

I

>

L]

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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User 0:
Mame: | Cincinnati Time

E #Home ? Help LogOff

Licenzed to: FOLR WINN: 4TS

Report G cncmm_‘r]

overview [IEENELEER] Preview
@ Published
=42 Public Reports Time & Attendance: [Employee Timecard
P Attendance Review-un
L cTD's Repotts [l pefinition 8 Employee Timecard
i )
WReport Template & Output Format 4 | outputFormat: Adohe PDF View
=142% Time & Attendance
(5= rnpioyee Timecard ;
! & Primary Filter 4 | Employee: All 4 Selected
Detail Report. TA v
Exception Report - _ ; X X ¥ -
H= = Fields to Display / Ernployee Fields: 9 Fields Selected
Timesheet Approval Status
i Managernert & Additional Fitters 7 mgdtional Fiters: None.
Owertire Sumrmary
- InQut Status 2 Data Selections 4 | Time Fields: 11 Fields Selected
B3 Human Resource
-~ Emplayee Listing & Date Range # | Date Range: Current Pay Period
Attendance Review
E‘@ hEdL”E & Primary Sort 4 | Primary Sort: None.
Schedule Posting
A Sehedule vs Actual ¥ Additional Sort J | additional Sort; Mone.
&l Additional Options 7 | Page Breaks: Employee ID
Report Message: Yes
Decimal Places: 2
Ineluded Report: 1.Accrual
Included Summary. Hone.
& Publish To / Published To: None.

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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User ID:

Name: | Cincinnati Time

E #Home 7 Help Log Off

D @ 9 B
nnnnnnnnn Scheduler Employee  Report  Preferences
~

S output Format 4 | outeutFormat: Adobe PDF View
& Primary Filter 7 | Employes: 146 Selected
Timeshest & | Stat ; ; i
: IMEshast Approval staius 2 Fields to Display 7 | Employee Fields: 1. Shift{G4)
-@ Managernent
@ IR (MR Eﬁ Additional Filters ; Addtianal Filters: Hone.
#1428 Schedule
2 Data Selections 4 | Time Fields: 12 Fields Selected
EE pate Range ] Date Range Current Pay Period
2 Primary Sort 7 | Primary ot 1. Division(G1)
2. Department{G2}
+# Rdditional Sort 4| addiional Sort None.
&l adaitional Options # | Paue Breaks: None
Decimal Places 2
Included Surmrmary, Hone.

& Publish Te

Publish Mare |Dela\IRepDn.TA—untitled ‘

Description |CTD-DSJ’DQI200? ‘

Fublish Ta Mysell w

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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Thursday, August 09, 2007 10:42:38 AM

User ID:

Cutput Format

Adobe PDF View

E #Home ? Help

Ok || Cancel ||Use Default

O All Employees

@ Use Group Filters

O 8elect From List by Employee 1D
O elect Fram List by Last Name
O Use Assign To Filter

[1Emplovee Status

[ Divisionia1y

[ peparment(c2)

Cuobiza

[ ahiftiz4)

] Supeni=sor{Ga)

[ Pay Palicy

[ shift Mumber

[ Holigay Rule

[l Pay Category

ﬂ Awailable tems: Selected tems:

/ Fulltirne Hourly 10hr Temp Employee

Fulltirme Hourly Ghr

Part Tirne
Salary Exernpt

Salary Mon Exempt

I Pay Method

CIPay Type

@ Done
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@ Published

Thursday, August 09, 2007 10:45:53 AM

Name:

B 9099

Attendance  Scheduler Employee  Regort

E #Home ? Help LogOff

P

=

Preferences.

-~
-3 Public Reports Human Resource: [Employee Listing]
A28 CTD's Reparts -
= Definition Marne: Employee Listing
Report Template
#-33 Time & Attendance & output Format 7 | outeutFormat Adobe PDF View
8 Management
=8 uman EFRITHEE & Primary Filter ] Employee: All 941 Selected
uf = Listing|
! Attendance Review 2 Fields to Display
528 Schedule | Ok || Cancel ||Use Default
Available Hems: Selected lterns
Country ~ Eadge Mumber
Email Address Pay Category
Phone #2 Fay hethod &
Emergency Phane b | Pay Type
Contact Persan Hire Date |
Relationship Employee Status
Gender Termination Date
Supervisar Id bl FPhone # 1
i
& Additional Fitters # | addtional Filters: None.
& primary Sort 7| Primany Sort: None.
' Additional Sort 4 | moditional Sort: None.
& maditional Optiens 7 | Page Breaks: None
Decimal Places: 2
& Publish To 7 | Puslished To None.
™

@ Done

#® Intemet

Here are some examples of commonly used sorts on your reports.
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