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Introduction

The purpose of this guide is to teach you the most common functions of ADI Time so that you can get
started right away. For more detailed instructions, click the Help link on any page of ADI Time for
context-sensitive help information.

Accessing ADI Time

Type the ADI Time URL (provided by your ADI Time system administrator) into your Internet Explorer
web browser to display the ADI Time login page.

LOGIN

User ID 1
Passward 1

Type your User ID and Password and then click the Login button.

Depending on your system configuration, you may be greeted with the Punch on Login dialog when you
login to the application. Here your name appears along with any new messages.

If the welcome message appears as shown here, you have four options from which to choose: Punch,
Transfer, Main Time Card, or Cancel:

2 Login Options - Microsoft Internet Explorer, |:||:E|

Welcome
McCulloch, Melissa D.
Messages

System

Office

| Punch | | Tranzfer | | hdain Time Card || Cancel

@ Daone \j Local intranet:

e Click the Punch button to enter a time punch. When the Punch Confirmation page appears,
click OK to confirm the punch, or Cancel to cancel the punch:
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& Punch Confirmation -- Web Page Dialog

Punch
Employee Punch Confirmation

Click OF to punch on 01/23/2006 01:42:00 PM

I Gl 1 | Cancel

» Click the Transfer button to enter a punch to a different company, location, division,
department, or position. Choose your transfer destination from the hierarchy drop-down
lists and then click OK. When the Confirmation dialog appears, click OK to confirm the
transfer, or Cancel to cancel the transfer:

{2 http:/aditrainermm/?id-6beffabe-B2f6-4ddb-abTc-f07... [ |[B][X]

Transfer
Transfer the Employee Department

Company | Melissa Training [il
Department | Training [il
Position | Director of Training [il

| [0 | | Cancel

e Click the Main Time Card button to open your time card.

e Cancel: Return to the Login screen.

If an Invalid Login message appears, it may be due to one of the following reasons:

* You have not correctly typed in your User ID and/or Password. Click OK and re-enter
them.

* You do not have permission to use ADI Time. See your supervisor or system administrator.

To exit the system, click Log Off on any page.
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Note - After a specified period of inactivity, ADI Time automatically logs you off from the system.

Employee Features

Time Card

There are three Time Card types: Punch Entry and Time In/Out Entry (which look the same), and
Bulk Entry. Each employee is assigned one of the three types.

Punch Entry

If your time card resembles the image shown below, you are configured for Punch Entry. Please note
that some features may not be available due to your system configuration.

FrOUUCL IUEISEU LU LA LR

Time Card Profile  Schedule ' Accruals Points  Leave Request Messages

<

User: McCulloch, Melissa

= Save | B | Re-Caloulate | Misc Pay | Conversion Chart | Time Sheet Report

Pay Period Select @ |10/20/2008 ﬁv Pay Period : 10/20/2008 - 10/26/2008 Department : TRAIN : Training
Employee Name : McCulloch, Melissa Pay Group : FT : Full Time Position : DIRT : Director of Training
Time Mon 10,20 Tue 10/21 Wed 10/22 Thu 10/23 Fri 10/24 Sat 10/25 sun 10/26 (o]

. i || o (0] e ][] | ]
out [p430pm |[ED]| fosiopM |[ip| [tzooew [ ] [pswoem |[L] [pswoem |[ L] | L]
In | L] | |[=] [z3em ][s] | L] | L | | |[-]
out | L] | L] [osooem ][] | L | L | | |[-]

Miscellaneous Pay

Hours

Total Hrs. 07.75 08.25 08.00 07.50 08.00 o o
Reg Hrs. 07.75 08.25 08.00 07.50 08.00 e e
oT1 L L L L o L L 3
T2 T T T e T T T
SchIn 08:00 AM 05:00 AM 08:00 AM 05:00 AM 05:00 AM e e
Sch Qut 05:00 PM 05:00 PM 05:00 PM 05:00 PM 05:00 PM e e
Seh Hrs 03.00 08.00 08.00 08.00 08.00 e o
Approvals
Time Detail Mon 10,20 [-]
In Ex-In Ovr-In Out Ex-Out Ovr-Out Hours Pay Type Frz Ex Rea Comments ]
o765 1 ] e L] [ e @ r =C_8
[ [N IFs] r &=
P [T ot Foint Balance Fay Type Summary for the Pay Period
Aerual Type. [Available Hrs, I_n action Balance Pay Type Hours Pay Type Hours Pay Type Hours |
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Recording your hours

If your system is configured to Allow Punch on Login, you will see a Punch button on the ADI Time
Welcome page (the first page that appears after you log on to ADI Time). You can click this button to
punch in or out without opening your time card. You will then be prompted to confirm the punch; if you
click OK the punch is recorded and you are logged off from ADI Time. You can also access your time
card by clicking the Main Time Card button on the Welcome page, and you have the option to punch in
or out from the Time card.

1. Login to ADI Time by entering your User 1D and Password and clicking Login.
2. Topunchin, click Punch. A dialog box with the current time appears.

3. Click OK to finish punching in; click Cancel to return to your time card without recording the
entry.

4. To punch out, repeat steps one, two, and three.
Transferring to another department, position or job

If you have already punched in for the day and are changing to a different department, position, or job, or
if you are starting your day in a department, position, or job that is different from your schedule, follow
the instructions below:

1. Loginto ADI Time by entering your User ID and Password, and then click Login.
2. Click Transfer.
3. Select your transfer destination from the appropriate drop-down lists and then click OK.

4. A dialog box with your selections and the current time will appear. Click OK to complete the
transfer; click Cancel to return to the welcome screen without recording the entry.

5. Repeat the above steps each time you transfer.

6. Use the Punch button if you punch out for lunch and when you are finished working for the day.
Viewing your time card

1. Loginto ADI Time by entering your User ID and Password, and then click Login.

2. Click Main Time Card.

3. Click Log Off to close your time card.
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Recording hours charged against your accrual balances

(e.g. vacation or sick time) or against other worked time (e.g. travel or training) Depending on your
permission you may not be able to enter miscellaneous pay.

1. Click the Misc. Pay button on your time card screen.

Employee: McCulloch, Melissa
For Pay Period: Monday, October 13 2008 to Sunday, October 19 2008
Day Pay Type Hours Amount Ex Rea Comments
[ [Mon 10/13/2008  [w] [SICK |[,_] ls.00 | [o.oo | |:| |:| |:|
™ [Tue 10/14/2008  [v]| [RES |[,_] [o.50 | [o.oo | |:| |:|
™ [Thu 10/16/2008  [v] [RES |[,_] [-1o0 | [o.oo | |:| |:|
™ [Mon 10/13/2008 v | 2] fo.00 | [o.0o | ] =] [ ]
™ [Mon 10/13/2008 v | 2] fo.00 | [o.0o | ] =] [ ]
Total: 7.50

2. Click (] and select a day from the Day drop-down list.

3. (Optional) To enter a different Pay Type, click u and in the pop-up dialog choose the
appropriate pay type.

4. Type either the number of hours in the Hours field (use decimals for partial hours, e.g. 8.25) or
type a dollar amount in the Amount field.

5. (Optional) To enter an Exception Code, click the ellipse button (...) in the Ex column and then
select the appropriate exception code.

6. (Optional) To enter a Reason Code, click the ellipse button (...) in the Rea column and then select
the appropriate reason code.

7. (Optional) To enter comments, type them in the Comments field.

8. If there are any time card user-defined fields (fields that are unique to your organization), these
will appear to the right of the Comments field.

9. Click Save to save your entry.

Approving your time card

Select the Employee approval check box to approve your time card and then click Save to save the
change. (This field is visible only if your system is configured to require Employee approval.)
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Time In/Out Entry

If your time card resembles the image shown below, you are configured for Time In/Out Entry. Please
note that some features may not be available due to your system configuration.

FrOUUCL IUEISEU LU LA LR

Time Card Profile  Schedule ' Accruals * Points ' Leave Request Messages

i<

User: McCulloch, Melissa

= Save | B | Re-Calculate | Misc Pay | Conversion Chart | Time Sheet Report

Pay Period Select @ |10/20/2008 i » Pay Period @ 10/20/2008 - 10/26/2008 Department : TRAIN : Training

Employee Name : McCullach, Melissa Pay Group :FT : Full Time Position : DIRT : Director of Training

Time Mon 10,20 Tue 10,21 Wed 10/22 Thu 10,23 Fri 10/24 Sat 10425 Sun 1026 fad
. T I T [ R —
out [p430Pm |[ED| [os;woem |[ip|  [w00em |[ | fosoorm |[ ] fpswoem |[ ] ] |
In | ] | [ [=z3pm |[s8] | B | B | I | |[-]
out | | [] [osoopm J[] | L | L | L |

Miscellaneous Pay

||

Hours

Total Hrs. 07.75 08,25 08,00 07.50 08,00 o o
Req Hrs. 07.75 08.25 08.00 07.50 08.00 e o
oT1 o o o o o o o 3
aT2 e e e e e e e
SchIn 08:00 AM 03:00 AM 08:00 AM 03:00 AM 08:00 AM T T
Sch Out 05:00 PM 05:00 PM 05:00 PM 05:00 PM 05:00 PM e e
SchHrs 03.00 08.00 08.00 08.00 08.00 e e
Approvals
Time Detail Mon 10/20 [-]
In Ex-In Ovwr-In Out Ex-Out Ovr-Out Hours Pay Type Frz Ex Rea Comments o]
GETY [] fsomm ] fE e @ r L8
[ [N s |l |
P e . Paint Balance Pay Type Summary for the Pay Period
Mecrual Type. [Available Hrs, I_nﬁachon Balance Pay Type Hours Pay Type Hours Pay Type Hours |

Recording your start and end time
1. Click the Time In box under the appropriate day.

2. Type your start time for the day. Type the hour, minutes, and a for AM or p for PM (e.g. 8a for
8:00 AM or 415p for 4:15 PM).

3. Ifyou are entering both your start and end times right now, type your end time in the Time Out
box.

4. Once you have entered the Time In, you can use the time detail section to enter additional
information.
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Pay Type—The default pay type is automatically selected. You can change this selection
by clicking the “ tothe right of the Pay Type field to select a pay type.
« Reason Code - click the ellipse button (...) in the Rea column and then select the

appropriate reason code.

e Job—To select a job, click - to the right of the Job field and select the appropriate job.
5. Click Save (near the top of the page) to save your entry.

Time card color codes
e Blue: System punch
e Red: Supervisor punch
e Green: Global punch

e Black: Employee punch
Approving your time card

Select this check box to approve your time card and then click Save to save the change. (This field is
visible only if your system is configured to require Employee approval.)
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Bulk Entry

If your time card resembles the image shown below, you are configured for Bulk Entry. Please note that
some features may not be available due to your system configuration.

FIVULLL ISHDTU LW AL BT

Time Card Profile Schedule ' Accruals  Points

Leave Request Messages

User: Kaeterle, Joseph

B Save | B | Re-Calculate | Conversion Chart | Time Sheet Report

Pay Period Select  : |10/27/2008 v Fay Period : 10/27/2008 - 11/02/2008 Department  : TRAIM : Training
Employee Name : Kaeterle, Joseph Pay Group : Bulk : Bulk Position : Trainer : Trainer
Pay Type Hours Total Amount Total Rea Comments |

Date: Mon 10/27/2008 Wl supervisor Approval |l Employee Approval

r [Res 2] poo ]
[~ [stcx [[2] .00 | [s.00 | |o.oo | [o.00 |

Date: Tue 10/28/2008

I~ [rEG |[22] [g.00 | [e.00 | |o.00 | [o.00 |

Date: Wed 10/29/2008

L]
L]
L]
= 2 B | pw | b | b | [ | |
L]
L]

Date: Thu 10/30/2008

I~ [rEs |[,_1] [g.oo | [g.00 | |o.0oo | [o.00 |

Date: Fri 10/31/2008

I~ [reEg [[2] [o.00 | [p.oo | |p.oo | [o.00 | | |
~|
P L I— —
Accrual Balance — Point Balance Fay Type Summary for Pay Period
accrual Type | Available Hrs, L=z Balance Pay Type Hours Pay Type Hours Pay Type Hours
SICK 22.00 ype REG 29,00 SICK 3.00
! PNT 0.00

VAC 45.00

Tetal Hours:
Point Balance: 0.00 32.00

Recording your hours worked or hours charged against accrual balances

Under the correct Date:

)
1. Select a pay type by clicking the [A to the right of the Pay Type field and choose the
appropriate pay type.

2. Type either the number of hours worked or charged against accrual balances in the Hours field
(use decimals for partial hours, e.g. 8.25) or type a dollar amount in the Amount field.

3. (Optional) To enter a reason code, click the ellipse button (...) in the Rea column and then select
the appropriate reason code.

)
4. (Optional) To select a job, click ‘ to the right of the Jobs field and select the appropriate job.
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5. (Optional) To enter comments, type them in the Comments field.
6. Click the Save button to save your entry.

Note - You will not be able to record any entries if the time card has already been approved for the pay
period or the system administrator has closed the pay period.

Approving your time card

Select this check box to approve your time card and then click Save to save the change. (This field is only
if your system is configured to require Employee approval).
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View schedule

You can view your schedule for any pay period.

: Fle Action Help Schedule:Accruals, Atester
: [ oave [fsaveandclose 2] F ose @ = € Profile | Time Card
General
baypoiossonct  [ouierand | [Bv] F—
Employee: Accruals, Atester Department: Dev
Week: Mon 01,/16-Sun 01,22 Position: Dev
Man 01/16 Tue 01/17 wed 01/18 Thu 01/19 Fri 01/20 sat 0121 Sun 0122
-~
Start | Monday M | Tuesday M | Wednesday M | Thursday M | Friday M | M | M ¥
[p7:00:00am | [07:00:00 AM | [o7:00:00 am | [o7:00:00 am | [o7:00:00 am | | |
Stop | Monday M | Tuesday M | Wednesday M | Thursday M | Friday M | M | M
[p3:30:00 1 | [o3:a0:00Pm | [o3:a0:00Pm | [o3:a0:00Pm | [o3:a0:00Pm | | |
Postn  pev 2] Per 2] Per 2] per 2] Per 2 2 | & =
g | @ | @ | @ | @ | @ | @ | |2l
B | | | | | | | | | | | | | |
(= 1S [ L 1 [ L 1 [ L 1 [ L 1 [ L 1 [ L 1 [ L 1

1. Click the Schedule tab at the top of the page or the Schedule icon on your time card. This will
display your schedule for the week in which the selected date falls. (If this feature is inactive, you
will not have a Schedule tab.)

2. To view a different week, click the calendar button and select a date within the week you wish to
view.
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Leave Request
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When you click the Leave Request tab, the Leave Request page opens. Here you can enter new leave
requests, view accrual balances, and view intended, pending, approved, and denied leave requests. When
you submit a leave request, your supervisor receives email notification (if email notification is activated).

Lisk Maonth k.

Card  Profile ' Schedule ' Accruals

¥ Intended
¥ Pending
V¥ approved
¥ Denied
Start Date

End Date

End Date,

Entering a new leave request

1. Onthe Leave Request screen, click New Leave Request. The Leave Requests:

Requests

o
@
L]
]

s |
CETa—]

To view leave requests for all the
dates do not specify Start Date and

appears.
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Faints Leave R

User: McCulloch, Malissa

Submit @ Mew Leave Request

[T Reguested Date Hours Skatus Is Partial Day? Pay Type Reason 2~
0zjz2i06 8.00 approved ] o Yacation
0z/23/06 8.00 Approved No VaC Yacation
022406 8.00 Denied Mo WaC Yaration
02/24/06 8.00 Pending No WA FrMLA
0212706 8.00 Pending No WA FrMLA
0zf2a/06 8.00 Pending Mo WAC FMLA
.

< | &3
_D of & selected. Paoe 1_

New dialog



ADI Time 10 Quick Reference Guide - Employees HDIOTIME

& http:/faditrainermm/?viewtype=Supervisor - Leave Request: Mew - Windows Internet Explorer p... |:||E||X|

File Help Leave Request: New

d Close | View Accruals

General

Employee |Mcﬂullnd’|, Melissa | o

Begin Date |10f30.|"2008 | [m v] W skip Weekends

End Date |11.|"06f2008 | [m vl W skip Holidays

Leave Request Dates
= Sep 2005 = = oot 2008 > < Mow 2005 =
M|T|W|T|F[IS|S M|T|W|T|F|S|S M|T|W|T|F 5
1 (2|3 |4|5|6(7 112|345 1|2
8 |9 [10]11|12|13 |14 6|7 |8 |9|10|11]12 Q(@|5 |67 g
15|16 |17 |18|19(20(21 13|14 |15(16(17 (18|19 1011112 |153|14(15(16
22123 |24 |25|26(27 (28 20 (21|22 |23|24(25|26 17|18 |19 |20|21(22(23
29|30 27|28(29|30|31 24|25 |26 |27 |28(29(30

Pay Type |'u'AC | 0 Reason VAC | 0

Hours 8 v vinues [0 [v]

rSpedﬁc'I'lme

Comments * single Day Al Days

| Accrual Balances

| Accrual Type || Current Balance " Future Time Off Requests || Available

SICK 97.00 - 97.00

VAC 129.00 - 129,00

2. Enter the Begin Date and End Date of your new leave request in the corresponding date box.

By

You can enter the dates manually, or simply click to choose the dates from the pop-up
calendar.

Note - If weekdays and/or holidays do not factor into your schedule and accruals balances, leave
the Skip Weekend and Skip Holidays fields checked (default).

4

3. Click “ to select a pay type from the pop-up list.

el

4. Click ‘ to select a time off reason from the pop-up list.
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W
5. Click to enter the number of hours and minutes you are requesting per day. To specify a
W
time range, click to place a check mark next to Specific Time and then click to select From
and To times from the corresponding drop-down lists.

6. You can provide notes in the Comments box. If you do enter comments, select either Single Day
to apply the comments to the first day in the date range or select All Days to apply the comments
to all days.

7. Click Save and Close to save your request and retain it in your “Intended” queue; click Submit
and Close to send it immediately to your supervisor for approval.

Important! Saving your request does not submit it to your supervisor. When you save a request,
the status of the request becomes Intended. You can view, modify, delete, and submit your
intended requests on the Leave Requests main screen.

Modifying a saved leave request

You can easily make changes to a leave request. Depending upon your security level, you may be able to
modify a request that is pending or has been approved. If the request has been approved, it will be re-sent
to your supervisor in “pending” status.

1. On the left side of the Leave Requests main screen, click to place a check mark next to
Intended. To clarify your display, it is helpful to remove the other status check marks.

W
2. You can specify a different date range by clicking and selecting the Start Date and End
Date.

3. Click View. A listing of your Intended (saved) leave requests are displayed.
4. To open the request you want to modify, double-click anywhere on the Request’s display line.

5. Make changes to the leave request as needed. For more information about the various fields, see
Entering a new leave request above.

6. Click Save to save your modified request.

Note - Saving your updated request does not submit it to your supervisor. When you save a
modified request, the status of the request remains Intended. You submit your intended requests
on the Leave Requests main screen.

Submitting a saved leave request

You can submit one or more Intended (saved) leave requests to your supervisor at one time. When you
submit a request, its status becomes Pending. Note that you can modify a pending request if you have
security permission to do so.

1. On the left side of the Leave Requests main screen, click to place a check mark next to
Intended. To clarify your display, it is helpful to remove the other status check marks.

Page 14 of 20



ADI Time 10 Quick Reference Guide - Employees HDIO

W
2. If you want, specify a different date range by clicking and selecting the Start Date and
End Date.

3. Click View. A listing of your Intended (saved) leave requests are displayed.

4. Click to highlight the row of the leave request you want to submit. To select multiple leave
requests, hold down the Ctrl key. To select all requests, click the check box in the header row.

5. Click Submit.

To view submitted requests that have not yet been approved/denied, click to place a check mark
next to Pending and click View.

Deleting a saved leave request

You can, depending upon your security level, delete a leave request that is in Intended, Pending,
Approved, or Denied status.

1. On the left side of the Leave Requests main screen, click to place a check mark next to
Intended. To clarify your display, it is helpful to remove the other status check marks.

h W
2. If you want, specify a different date range by clicking and selecting the Start Date and
End Date.

3. Click View. A listing of your Intended (saved) leave requests are displayed.

4. Click to highlight the row of the leave request you want to delete. To select multiple leave
requests, hold down the Ctrl key. To select all requests, click the check box in the header row.

5. Click Delete Leave Request.

6. A confirmation prompt appears. Click OK to delete this leave request.
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Employee Leave Request (Month View)

» Click the Month link of the Employee Leave Request tab to display all of your leave
requests for one calendar month. You can click any request to view details of the request.
To view a different month, click the Month heading on the calendar display; this will
enable you to select a different month and to move easily to a different year.

Time Card Profile Schedule ' Accruals Points  Leave Request Messages

List Month Week User: McCulloch, Melissa
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
= Ock 2005 =
= 29 30 1 2 3 1 5
M| T(W|T|F|S|5
1 (2|3 |45
6|78 |9 |10|11|12
13|14 (15 |16|17|18|19
20|21 |22 |23 |24|25|26
27028 |29|30|31
6 7 B 9 i0 11 12
Requests
W Intended o
V¥  Ppending Q
v
M appoved @ 13 14 15 16 17 18 19
W  Denied [ ]
20 21 22 23 24 25 26
QHcGraw,
Tim
27 28 29 30 31 1 2
() Kaeterle,
Joseph
3 4 5 & 7 B 9
2 Mctulloch, | McCulloch,
Melissa Melissa

Leave Request Icons

These icons will appear on the monthly calendars on the Leave Request page.
Intended Request: A request that has been saved, but not yet submitted to your supervisor.

Q
Pending Request: A request that you have submitted to your supervisor.
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Approved Request: A request that your supervisor has approved. Once the day in which
the leave is taken has been calculated, your the time card will reflect the leave.

Denied: A request that your supervisor has denied.

Accruals

Viewing your accrual balances

Click the Accruals Tab. Here you can view your accrual information including both current balances and
expired accruals hours. Note that a summary of current pay period accrual balances can be viewed on
your time card:

Time Card ' Profile  Schedule | Accruals Points Leave Request Messages

User: McCulloch, Melissa

Pay Period Select  [10/30/2008 | [ 6o | Pay Period : 10/27/2008 - 11/02/2003

Accrual Type | Description Beginning Balance  Hours Earned Hours Used | Hours Expired  Ending Balance CurrentBalance  Future Time Off Regues
SICK Sick 17.00 0.00 0.00 0.00 97.00 97.00

VAC Vacation 25.00 0.00 0.00 0.00 125.00 125.00
Expiration

Accrual Type Date Hours

No Expiration Data

1. Select the Pay Period for which you want to view your accruals; by default the current pay
[Pl
period is displayed. To view accruals for a different pay period click , choose the pay
period by clicking any day within that pay period, and then click Go.

2. In the accruals window is a listing of all the accrual types for which you accrue hours. Displayed
for each accrual type is the beginning balance of hours, the hours earned, hours used, and hours
expired in this pay period, as well as ending balance (for this pay period) and current balance.

3. To view details for an accrual type listing, double click the accrual type's display line. This view
is helpful in seeing a bigger picture of your accrual activity; you can select a date range by
selecting a Start Date and End Date on the corresponding pop-up calendar.
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4. If you have accrual hours that will expire in the future, the Accrual Type, Date, and number of
Hours are displayed in the Expiration window

Preferences

Use Preferences to set the display and performance of the program to your liking. When you login, the
program remembers your saved settings.

Note - Selections available in Preferences are based on the permissions assigned to your security role. Not
all options are available to all users.

1. Click Preferences. The Set User Preferences dialog appears. By default the General tab is
displayed.

(= hitp:/faditrainermm/?id-6beffa6c-B2f6-4ddb-ab7c-f0790e... [= |[B

X
Set User Preferences

Spedfy your preferences so that the prog way you prefer, Note
=

that some of the changes take effecta

sh the application.

General | Time Card

Set the calendar week begin date

Lse week begin date * ves  No

Set the confirmation options

Confirm exit  Yes * No
Confirm save " Yes f* Mo

Confirm save on exitichange ™ Yes No

Change Password

Current Password | |

Mew Password | |

Confirm Password | |

Ok | | Cancel
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2. Setthe calendar week begin date. Click Yes to set program display calendars to the pay period
week. For example, if the first day of the pay period is Monday, program calendars display
Monday as the first day of the week.

3. Set confirmation options.

» Confirm exit: Click yes if you want to be prompted before closing a page (e.g. an
employee profile).

» Confirm save: Click yes if you want to be prompted before saving changes to a page.

e Confirm save on exit/change: Click yes if you want to be prompted to save changes to a
page when you close the page and changes have not been made.(Recommended)

4. If you want to change your password, type your current password, and then type your new
password in both the New Password and Confirm Password fields.
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5. Click the Time Card tab.

ADI Time 10 Quick Reference Guide - Employees

/= http:/Haditrainermm/?id-6beffabc-B2f6-4ddb-ab7c-f0790ebe... [= |[B]X]

Set User Preferences

zeneral | Time Card |

Spedfy your preferences so that the program displays the way you prefer. Mote that
some of the changes take effect after you refresh the application.

Set the default view of time card on load

Time Card View

| Pay Group default

[l

Miscellaneous pay " Expanded & Collapsed
Hours * Expanded i Collapsed
Approvals " Expanded i+ Collapsed
Time details * Expanded  Collapsed
Summary section * Expanded i Collapsed
Set the hours visible in hours summmary
Total hours & show {7 Hide
Regular hours % Show " Hide
Overtime 1 @ show 7 Hide
Owertime 2 & show {7 Hide
Owertime 3 " show % Hide
Owertime 4 " show % Hide
Premiurn hours " show % Hide
Schedule time & show {7 Hide
Schedule hours & show {7 Hide
Position Display | System Default [il

| Ok | | Cancel |

» Set the default view of time card on load: For each timecard section, select whether you
want the default view to be expanded or collapsed. This affects only the default view;
once you've open your time card, you can expand/collapse any section.

e Set the hours visible in hours summary: Choose to either show or hide the various types

of hours worked.

6. When you are finished setting your preferences, click OK
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