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Select Timesheet For mat

The Online Timekeeping system hasabuilt intimesheet printing option
whichislocated on the EmployeeList screen. Beforeyou can print
timesheets, you must first select one or more employeesfromthelist. To
select employees, either click and drag or usethe CTRL key to make
multiple selections. You may aso usetheselect all buttonto auto select all
employeesontheligt.

Next, choosewhich timesheet format you wish to print (with Hours, W/O
hours, or Blank), and then click on the" Timesheets' button.

Timesheets

™ with Hours
™ WID Hours
" Blank

WITH HOURS- after timekeeping entries have been completed choose
thisoption to print an employeetimesheet documenting all hoursthat have
been entered. It isrequired that you provide employees atimesheet record
of their entered hours.

W/O HOURS- printsemployeetimesheet(s) with al the current pay
reporting lineinformation. Thiswill bethebest choiceto distributeto your
employeesat the start of apay period, so they can accurately report their
hoursand obtain authorized signatures. WWhen the compl eted and approved
timesheet isreturned to the timekeeper, it should be retained astheformal

audit copy per policy.

Suggestion: wehavefound it hel pful to print thetimesheetson colored
paper, so employeesarelesslikely tolosethem.

BLANK TIMESHEET - printsablank timesheet without any employee
information or pay reporting lineinformation.
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Acrobat Reader

After you have chosen atimesheet format and clicked onthe“ Timesheets’
button, the server will begin processing your timesheet PDFfile. Another
browser window will be opened displaying thetimesheet completed
message. Gotothe*“click here” link inthe messageand click to launch the
Acobat Reader application where your timesheetswill beready for printing.

Inthe Acrobat Reader application, you can click the* printer” icon or select
file>print form the menu optionsto start printing thetimesheets. Note: asthis
isaresourceintensive process, you will want to send your timesheet print
jobtoalarger network printer if possible.

Adobe Acrobat - [timekeeping6540-99091 2202056. pdf]
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Sample Timesheet
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Timekeeping Reports

Toview or print timeentry reports, click onthe* Timekeeping Reports’ link
from the Timekeeping Menu. The Timekeeper Select pagewill load Selecta
pay period and timekeeper codeyou wishto view. Theemployeelist page
will load. Youwill have several report format choicesand also an optional
sort list selection. Thelist page can also be printed asan employeeroster
report. Seethe sample EmployeeList page diagram below.

3 EmployeeLink - Timekeeper Reports - Netscape
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Generate Report Options

ENTRY VERIFICATION - generatesareport showing only selected
employeesand reporting ling(s) that have updated time entries (current or
prior). Thelistisdisplayedin aphaorder.

AUDIT REPORT BY NAME - generatesareport showing al selected
employeesfromthelist. All reporting lineswill bedisplayed whether time
wasentered or not. Thelistisdisplayedinaphaorder.

AUDIT REPORT BY INDEX - generatesareport showing all selected
employeesfromthelist just asthe Audit Report by Name above, only the 8
report will beformatted by index.

TheEmployeeList alsoalowsyouto optionaly sort thelist by the“yes’
and“no” indicatorsfor the Prior Entered or Current Entered columnsof the
list. You may aso check or uncheck the boxesin the Selected columnto
determinewhich employeeswill appear in areport. By default, all
employeesand sel ected boxeswill be checked whenthelist initially loads.

Employee Selection

Employee Selection
All
Friar = MO

Prior = YES
Current = MO

Current = YES
Frior & Current = N0
Frior & Current = YES
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After you have determined which employeesand report youwish to

generate, click onthe“GQO” button to display thereport. Thereport will be
formatted smilarly to other FinanciaLink reports. The* REG” hourscolumn

has been shaded for easy readability.

if you changeyour printer settingsto landscape.

Thereisasavetofileiconwhichwill let you export thereport toa
spreadsheet such asMicrosoft Excel. Thereport printing format works best
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Sample Report

Class Handout
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