CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

Procedure: Supervisor login, approve timesheets and time off requests

Supervisor:
Open https://completepayrollprocessing.payrollservers.us/pg/login.aspx

e Enter Login ID and Password
o Login ID is 3706 employee first initial last name
= In this example Amanda Nagle ID is 3706anagle
e Click on Log In button

COMPLETE
PAYROLL INTRODUCING

TimeWorks

Release Notes Summary

TimeSimplicity release notes for August 10th, 2017

= Notification release including new late/no show notification for
supervisors

TimeWorksPlus release notes for August 9th, 2017

NOTE: If not prompted to change your initial password:
Click on Settings Menu = Update Personal Info
In the Password section:

Enter your current password and new password in the appropriate fields.
Click on the Save New Password button

[Find employees Cortland County Community Action Program  Heiio Amanda Nagle | Home | Help | Log Out
Online Timekeeping <« [a] Update Personal Information

MAIN MENU

Password
Cortiand County Community Your Login: 3708anagle
Action Program
Your Currenf Password: [seseaces |
# Dashboard (Try Dashboard Your New Pdssword: [s00ss0ess |
Beta)
/ Confirm Your New Password:  [sesessese |

@ Time Off Requests
Time Cards Save New Password

f81 Yesterday's Entries

o Personal Information
() Today's Entries

First Name: [Amanda |
B3 Current Period - Start: 912 Last Name: [Nagle ]
fdl Previous Period - End: 9/1 Phone: [ ]

O select Other Periods Your email address can be used to reset your password in case you forget it

Email Address: marthaa@capco. or
# Maintenance Menu | @capeoorg ]

Confirm Email Address: [marthaa@capco.org |

11l Reports Menu

I Save Personal Information

i Settings Menu

#+ Employee Bulletins

| %+ Update Personal Info |

L Clock Status

W
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CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

e The Supervisor Dashboard opens
e To Review/Approve Time Cards:

0 Under Time Cards on the Main Menu, click the link for the correct time period

In this training we selected Current Period — Start 8/5
Cortland Col

Online Timekeeping « = Dashboard

MAIN MENU

Find employees Community Action Program

Hello Amanda Nagle | Home | Help | Log Out

Cortland County Community
Action Program

ii’i"illl.. SEE MY DASHBOARD

fick Stats - Cortland County Community Action Program

Dashboard (Try Dashboard
Beta)

Total Employees Clocked In: O
Total Current Employees: 1
Time Off Requests: 1

@ Time Off Requests (1) :
o
o Total Missing Punches: 0
o
o

Time Cards
. Total Employees with Web Clock Enabled: 1
&) Yesterday's Entries New Release: Release Notes
(¥ Today's Entries
s} Current Pericd - Start: 8/5 Quick Links
& Previous Period - End: 8/4 Getting Started
D Select Other Period o Update Personal Information
elec er Periods
Daily
o Correct Missing Punches
& Maintenance Menu ¢ Review Yesterday’s Punches

11l Reports Menu Each Pay Period

& ) o Edit time cards for the Current pay period
Settings Menu o Edit time cards for the Prior pay period
o Run the Summary Report

HELP & SUPPORT

Optional i )
Terms of Use o View account seftings Processing Rules
Help
COMPLETE
= PAYROLL

er: Production - BLADEAPPT2
\iersion: 1.2 643023835
Build Date: 8/8/2017 2:17:56 PM

o Click the name of the employee to review time card
In this training click on Smith, Jennifer

Find employees Cortland County Community Action Program Hello Amanda Nagle | Home | Help | Log
Online Timekeeping 4 = Dashboard
Clock At:llvlly

8/5/2017 - 8/18/2017 . w ‘ a I! ii SEE MY DASHBOARD
Pay Period Finder: ’i 'i
Show Missing Only ' ’ 7 r

(Back to Main Menu) Quick Stats - Cortland County Community Action Program
Search:

Employee M E A
SMITH, JENNIFER

Unmatched Punchg

Total Employees Clocked In: 0

Total Current Employees: 1

Time Off Requests: 1

Total Missing Punches: 0

Total Employees with Web Clock Enabled: 1
New Release: Release Notes

000000

=rRoyees listed: (0)

Quick Links

Getting Started
o Update Personal Information

Print All Time Cards

Alphabetically
By Home Department
By Home Location Daily o
By Home Supervisor o Correct Missing Punches
o Review Yesterday’s Punches

Sort All Time Cards Each Pay Period

o Edit time cards for the Current pay period
o Edit time cards for the Prior pay period
o Run the Summary Report

By Home Department
By Home Location
By Home Supervisor

Choose another period Optional 7
@ View account settings Processing Rules

View First Name First
View by number

Back to Main Menu
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CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

e The Employee Time Card opens

[Find|  Cortland County Cammunity Action Program Hello Amanda Nagle | Home | Help | Log ¢

. o s
P SMITH, JENNIFER Cortland County Commuml)- Action Progra
e Code: 1377 017 thru 6181201

5 Depl 171BHSEH

#% < Previous Pay Period | Next Pay Period > Pay Period Finder Lecation: H3

{Back ) Time Card Options »

Date In Ot Deducted Time Category  Hours  Hrs/day  Amount Activity Code DeptProgram Funding Source Title/Position
Employse M E A | 595 : . - . - . . . X i E

SMITH_ JENNIFER 0 12 Sun 886

Unmatched Punches (0) Mon &7 ” 7.50 750 Program Operations ECIEHS 17.1BHSEHS EHS Teacher
Totad srnpicyess keted: (0] Tue &8 1.50 7.50 Program Operations CCDIENS 17A8HSEHS EHS Teacher
Wed B 7.50 7.50 Program Operations ECDIEHS 1T.13HSEHS EHS Teacher
Print All Time Cards Thu 8/10 ” .50 70 Program Operations FCIOIEHS 17 1BHSEHS FHS Teaches
Alphabetically Fri 8/11 i 4.00 1 Program Operations CCOIEHS 17.18HSLIIS NS Teacher
By Home Department
By Home Localio_n 3.50 1 Trainin g ECDIEHS 17.18HSEHS EHS Teacher
By Home Supervisor Mileage 7.50 ECDIEHS 17.18HSEHS EMS Teacher

. o Training in Ithaca - 42 miles rouna\gip Cortland/ithaca/Cortland
Sort All Time Cards.
Total hours clocked for week of 8/5 to 8/11: 37.50

By Home Department ,
By Home anal\on Satbrz s
By Home Supervisor SunB13
Choose another period Mon 814 7 Vacation 7.50 750 ECDIEHS 17.18HSEHS EHS Teacher
Tue 8115 7 Vacation 7.50 7.50 ECDI/EHS 17.18HSEHS EHS Teacher
View First Name First e
View by number Wed 816~ Vacation  7.50 7.50 ECDIEHS 17.18HSEHS EHS Teacher
- Thu 8117 7 Vacation 7.50 750 ECDIEHS 17.18HSEHS EHS Teacher
Back to Main Menu
Fri 8/18 rd Personal | 7.50 750 ECDIEHS 17.18HSEHS EHS Teacher
Total hours clocked for week of 8/12 to 8/18: 0.00 (plus 37.50 not considered for OT)
COMPLETE Totals. 7500 7500 $0.00
.. PAYROLL

HOURS

= Verify Employee has approved all the lines on the
e When approved the person on the right will be
» Review/Verify Timecard:
e Time is entered for each day worked
e Appropriate type (category) of time entered
(Regular, Vacation, Sick, Personal, Holiday, etc.)
Appropriate number of Hours per day
Appropriate Activity Code, Dept/Program, Title/Position
Any mileage entered must have a note with appropriate information
Verify Total Hours for Time Card:
At the bottom right side of the timecard is a summary of hours

HOURS
Total Regular hours 37.50
Total Vacation hours 30.00
Total Personal hours 7.50
Total Mileage hours 0.00
TOTALS 75.00
TOTAL EDITED PUNCHES 12
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CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

= When all entries are verified correct, in the upper left of the timecard
e click on Time Card Options = Approve Time Card 2
Approve All Entries

SMITH, JENNIFER
Code: 1377

F .’
¥ < Previous Pay Perio

Time Card Options

| Next Pay Period = Pay Pericd Fir

Show Only Missing Punches Out Dedu
Show All Activity -
Show Time Card Audit Log -
Approve Time Card » Approve All Entries
Tue 6/8 r - Approve Selected

Wed 8/9 7 i ]
= Click Confirm when prompted, “Are you sure...”

= |fan entry is not correct, enter a note on the line and notify the employee to
make the necessary changes and re-approve the appropriate line.
e To add a note to a line:
o Click on the Pencil Icon

Sat 8/5 @

o Enter the note and click on the Save button

SMITH, JENNIFER
Code: 1377

=
" < Previous Pay Period | Next Pay Period > Pay Period Finder:[ |

Time Card Options v

Date In Out Deducted Time Category  Hours  Hrs
Sat 8/5 Ed = - -
Sun 8/6 e .
Mon 8/7 rd - 7 80 7
Tue 8/8 rd Notes %7
Uz R i Jennifer, Please correct the Activity Code, should be 7
Thu 810 rd [Training. When corrected please approve the change. 7
Fri 811 1

- Training in Ithaca |
or
Sat8/12
Sun 813
Mon 8/14

Tue 8/15
(m

aximum charactars: 4000)
You have 2854 characters remaini

Wed 8/16

Thu 8117

VY NN YN Y
JE T

o The note is displayed below the last line for that day.

7.50 7.50 Program Operations

= Jennifer, Please correct the Activity Code, should be Training. When corrected please approve the change.

CAPCO Supervisor Approve Timecard and Time Off Request Page 4 of 8 rev_9.6/2017



CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

= |f all lines are not correct, use the option to Approve Selected Lines
e To select a line for approval click on the people icon
In this training Tue 8/8, Wed 8/9, Thu 8/10 and Fr¥8/11 have been
selected for approval

SMITH, JENNIFER
Code: 1377

>
# < Previous Pay Period | Next

Time Card Options
Date
Sat 8/5
Sun 8/6

Mon 8/7

Wed 8/9
Thu 8M10
Fri 811

= When all entries to approve have been_selected, in the upper left of the

timecard
e click on Time Card Options 2>Approve Time Card 2>Approve
Selected
Time Card Options
Show Only Missing Punches Out
Show All Activity

Show Time Card Audit Log
Approve Time Card »  Approve All Entries

" Jennifer, Please correct they Approve Selected

- e - =]

= Click Confirm when prompted, “Are you sure...”

0 Repeat the above steps until all employee time cards have been approved

e To return to Main Menu, on the top right of screen, click on Home
Hello Amanda Nagle | Home | Help | Log Out
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CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

e To Manage Time Off Requests:
o Click Time Off Requests (2) in the Main Menus
NOTE: The () after Time Off Requests indicates # of requests waiting approval

[Find employees [Fing| Cortland County Community Action Program

Online Timekeeping « Y lashboard

MAIN MENU
Cortland County Community @ ’? L; 1s overtime SEE MY DASHBOARD
Action Program - » -

# Dashboard (Try Dashboagh Quick Stats - Cortland County Community Action Proegram

Beta)

Hello Amanda Nagle | Home | Help | Log Out

= Total Employees Clocked In: 0
& Time Off Requests (2) = Total Current Employees: 1

= Time Off Requests: 2

Time Cards = Total Missing Punches: 0

= Total Employees with Web Clock Enabled: 1
= New Release: Release Notes

Yesterday's Entries

3

ff) Today's Entries
¥ Current Period - Start 8/5 QUiCk LinkS
f@  Previous Period - End: 8/4 Getting Started

= Update Personal Information
O Select Other Periods

Daily
= Correct Missing Punches
& Maintenance Menu = Review Yesterday’s Punches

11l Reports Menu Each Pay Period

= Edit time cards for the Current pay period
= Edit time cards for the Prior pay period
= Run the Summary Report

14 Settings Menu

HELP & SUPPORT Optional

= View account settings Processing Rules
Terms of Use £ 2

Help

= This opens Time Off Request

= Click on the Pending (2) to view time off requests
Tt T —)

MAIN MENU > WNS\RUCTIONS

F—

Cortland County Community \
Action Program
( > CALE\lDAR
Dashboard (Try Dashboard *
Beta) %
Pending (2
@ Time Off Requests (2) ( ¥ Pendmig 2) 5
Time Cards I\ > Approved (0)
Yesterday's Entries ' o =
| » Conditionally Approved (0}
i1 Today's Entries .
i Current Period - Start: 8/5 ( » Rejected (0)
@ Previous Period - End: 8/4

D Select Other Periods

# Maintenance Menu
11l Reports Menu

1+ Settings Menu

HELP & SUPPORT

Terms of Use

= A list of time off requests are displayed

s ] ™
» Pending (2)
' ™
| >'@201? SMITH, JENMNIFER Thursday, August 17, 2017 PENDING * ¢|
k.
e~

p
[ » 8;1?;20WNN|FER Monday, August 21, 2017 - Tuesday, August 22, 2017 PENDING J§ f |
h

e

= Click on> to view detail the detail information of time off requested
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CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

= To approve time off click on the green check mark — if any changes are
made to the request comments must be entered in the Supervisors
Comments section

'd .
» Pending (2)

~

- ~
(» 8MB/2017 SMITH, JENNIFER Thursday, August 17, 2017 PENDING 3¢ & |
{

p

On 8/16/2017 JENNIFER SMITH requested the following days off using time: Thursday,

August 17, 2017

This equates to:

Thursday

Total 5

This employee has accrued the following amount of time:
PERSONAL 0.00

SICK 0.00

WACATION 0.00

Employee Comments: No comment provided

— \
<Qpervisor Comments: [ /M * f)

\ e ——

= When you approve the request it moves the request from Pending to
Approved

- ™
» Pending (1)

e ™
(> 8M772017 SMITH, JENNIFER Monday, August 21, 2017 - Tuesday, August 22, 2017 PENDING ¢ o |
\. J

/

.
- ™
3 Approved (1)

(» 8/16/2017 SMITH, JENNIFER Thursday, August 17, 2017 APPROVED g @)
J

o

= To deny time off click on the red X — when denying time off comments
must be entered in the Supervisors Comments section.

4 .
» Pending (1)

~

e ™
(> 81772017 SMITH, JENNIFER Monday, August21, 2017 - Tuesday, August 22, 2017 PENDING $§ o |
£

~

On 8/17/2017 JENNIFER SMITH requested tne following days off using[Personal | time: Monday,

August 21, 2017 - Tuesday, August 22, 2017

This equates to:

Monday

Tuesday
Total 15

This employee has accrued the following amount of time:
PERSONAL 0.00

SICK 0.00

VACATION 0.00

Employee Comments: No comment provided
Supervisor Comments: Approved by Amanda Nagle and no comment provided.
Supervisor Comments: Unapproved by Amanda Nagle

( Supervisor Comments: [These are mandatory training dates request denied * f)
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CAPCO TRAINING MATERIAL for Complete Payroll Self Service Portal

= To return an approved request to a pending state, click the Blue Circular

Arrow button for that request AN
N » Pending (1) \
> Approved (1) ‘\
\() 8/16/2017 SMITH, JENNIFER Thursday, August 17, 2017 APPROVED * e)

When time off is requested, approved, denied, or unapproved email notifications are sent to the
employee requesting the time off and their supervisor.

The email is sent from no-reply@payrollservers.us. If you are not receiving these emails
check your spam folder, then add as trusted.

no-reply@ payrollservers.us Time Off Request submitted for JEMMIFER SRMITH Wed 8/16/2017 4:30... 30 KB
A Time Off Request has been submitted from JENMNIFER SMITH

From the email you can click on the link that takes you to the Login for Supervisors

A Time Off Request ias been submitted from JENNIFER SMITH

Please click on tie link, login and go to the Time Off Requests page to
approve, reject gr change (conditionally approve) this pending request.
(https://completepayroliprocessing.payrollservers.us/pq)

Day(s) / Time(s) Requested:
Day: 8/17/2017  Hour(s): 5

Employee Comments: Employee Comments: No comment provided

Request generated from:
Time and Attendance Employee Self Service Portal or Mobile Application

NOTE: Do not reply to this email, itis an automated message.

When supervisor approve, deny or unapprove the time off the employee receives an email.

Your supervisor has approved your request for Sick time off for 8/17/2017 to

8/17/2017 (5 Hours). The details regarding the change are included below.

Changed On: 8/17/2017 7:09 AM

Changed By: Amanda Nagle

Change Details: Request State changed from "Pending” to "Approved”
Comments: Supervisor Comments: Approved by Amanda Nagle and no

comment provided.

If you did not request this time off, talk to your supervisor immediately.

Note: Do not reply to this email, it is an automated message. If you have any
questions, please talk to your supervisor.
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