WorkFcrce

SOFTWARE

How to Approve Workforce Time-off Requests & Time Sheets

Workforce is where employees can view hours worked for extra duties, allotment
balances, and absences requested through Workforce or Absence Management.

***Only accessible from U-46 district grounds***

**All time off requests and exceptions for the processing week should be adjusted and
approved before you move on to approve the timesheets.

Dashboard

On the right side of your screen, you will see your exceptions for hourly time and the
time off requests that are pending for your employees.
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Time Off Requests

Status

(FOOD SVC TECHNICIAN
FOOD AND NUTRITION
SERVICES (45628-9015-
D72000074))

L—B SILVIA TILLIS (FOOD SWC | Unapproved | 114102017
TECHNICIAM FOOD AND
NUTRITION SERVICES
(23655-6016-DE7000960))

\_; SILVIATILLIS (FOOD SWC | Unapproved | 117102017
TECHNICIAN FOOD AND
NUTRITION SERVICES
(23655-5016-D87000960))
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Time Off Requests

When you approve time off requests, you are acknowledging the absence of your
employee whether they are scheduling a vacation or personal day or they are out sick.

This process should be done on a weekly basis, and is due by the end of business
each Wednesday.

Select the employee listed under Time Off Requests to approve time off.

School District U46

o Exceptions
5. Favorites 1% | Schedules = _
PV PO #O @
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Time Off Requests

s Status Date

[ KARLA MENDOZA LEON | Unapproved  11/08/2047 - 111002017

(FOOD SVG TECHNICIAN
FOOD AND NUTRITION
SERVICES (45628-9015-
072000074))

[ SILVIR T
TECHNICIAN FOOD AND
NUTRITION SERVICES

(23885-9016-D87000960))

L_.B SILVIA TILLIS (FOOD SVC | Unapproved | 114102017
TECHNICIAM FOOD AND
NUTRITION SERVICES
(23655-6016-D87000960))

By clicking on the employee name, the approval screen will appear, and you can
approve or reject the request.

L ents-

Time Off Approval

] wiew Reqiffest List & sApprove Request || Jif Reject R)quest

Request Summary = ey
ORTIZ, ALDO (CUSTODIAN-HEAD PLANT S=— L) e miSstocr, L)
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Exceptions

Exceptions occur when you have hourly employees or employees that do any hourly
work and they have a missing punch. You will see an exception for any employee that
has a missing punch or an error on their timesheet.
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You can select their name from the exception box and their timesheet will appear. In
the example below, there is a red pin on the date with the issue. Additionally, there is
an exception tab at the bottom of the page. This tab will also indicate the problem.

Payroll sends weekly emails to employees requesting the missing information

regarding their hours worked. These exceptions will need to be corrected before the
timesheet can be approved.

Manager Time Entry: SQIMEISSER, SUSAN L | ID # (42222) | Policy Profile : U46_NEX_SUB | Job : SUB-FOOD SERVICE | Month Status : SUB | Standard Daily H

| 4 10/22/2017 - 10/20/2017 [77) | | save || k) Save and Close || T Close Time Sheet| (More~ | |Table View - |

Time Sheet

Mon Tue Wed Thu Sat Sun

o EE 10/23 10/24 10/25 10/26 T A 10/28 10/29 EEEE )
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Approve Time Sheets

When you approve timesheets for your employees, you are validating that the

employee worked.

Select the “Approve Time Sheets” option to approve timesheets for your employees.
Be certain you are approving time for the previous week that ended and not current
time.
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12] Schedules
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Mo Favorite Items

# My Time Off

#% Review Time Off Requests
(3 Assion Schedules

£ Manage Group Schedules

Manage Refro-calcylation
v

ANQgers
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Time Off Requests

Details

L ALDO ORTIZ
(CUSTODIAN-HEAD
PLANT OPERATIONS
(12854.6005-023000006))

[3ALDO ORTIZ
(CUSTODIAN-HEAD
PLANT OPERATIONS
(12654-6005-02300000€))

[$ALDO ORTIZ
(CUSTODIAN-HEAD
PLANT OPERATIONS
(12654-6005-023000006))

|2 ALDO ORTIZ
(CUSTODIAN-HEAD
PLANT OPERATIONS
{12654-6005-023000006))

(5 ANDREW MARTIN (DIR-
TRANSPORTATION
TRANSPORTATION
(12629-1062-510000396))

|3 ANDREW MARTIN (DIR-
TRANSPORTATION
TRANSPORTATION
(12629-1062-510000396))

{5 ANDREW MARTIN (DIR-
TRANSPORTATION
TRANSPORTATION
(12629-1062-510000356))

|y CAROL STALLONE (SEC-
HS REGISTRAR
STREAMWOOD HIGH
SCHOOL (10973-4010-
095000021))

¥ CAROL STALLONE (SEC-
HS REGISTRAR
STREAMWOOD HIGH
SCHOOL (10973-4010-
085000021))

5 CHERYL WARD (SEC-HS
PRINCPAL BARTLETT
HIGH SCHOOL (12206-
4010-089000018))

Status
Unapproved

Unapproved

Unapproved

Unapproved

Unapproved

Unapproved

Unapproved

Unapproved

Unapproved

Unapproved

Date
0sn7RME

05172016

05162016

05162016

072472015

0772002015 - 0TI2272015

oTnsRNS

07222015

071222015

072372015

To approve timesheets, you should click on the Manager Approval check box and a

green check mark will appear.

k) Save Approvala| i Approve All| % Fing | Show: [ 40 Tme Sheets w] IE

¥ou have made changes that must be saved to be efective |

Approve Current Time Sheet for Period Ending 072672015

EmployeeiD & Employee Name Assignment
HATTA, SUSAN PLANT OPS ASSISTANT PLANT OPERATIONS (10
MEYER, WILLIAM COORD-CUSTODIAL SVICS PLANT OPERATIONS (1
CREADON, JOSEPH SUPVR-GROUNDS PLANT OPERATIONS (!

BEU, JOSHUA
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If there are exceptions on the timesheets, the exception column will say “Yes” and from
there you can click on the employee to view their timesheet and make any updates
before your approval.

Employee a
ID

13065

18019

26560

27157

27174

27186

27555

42222

43539

44985

Approve Current Time Sheet for Period Ending 10/29/2017

Employee Name
CARDENAS, MARY
ABELLA, MARY

BAYNE, =

BATTAGI 1A
THERE!

CHAVEZ. SANDRA

CARDENAS, JESUS

BORISOVA,
VLADIMIRA

SCHMEISSER,
SUSAN

MESSER, LARRY

LOPEZ, MIRIAM

Employee Assignment
SUB-FOOD SERVICE FOOD AND
NUTRITION SERV
SUB-FOOD SERVICE FOOD AND
NUTRITION SERV
SUB-FOOD SERVICE FOOD AND

SLIR-FOON SFRVICE FOON AND

SUB-FOOD SERVICE FCOD AND
SUB-FOOD SERVICE FCOD AND
NUTRITION SERV
SUB-FOOD SERVICE FCOD AND
NUTRITION SERV
SUB-FOOD SERVICE FOOD AND
NUTRITION SERV
SUB-FOOD SERVICE FQOD AND
NUTRITION SERV
SUB-FOOD SERVICE FQOD AND
NUTRITION SERV

jom e Owtme em  CompTme L poens Mo

a5 95 0o 00 00 00 Yes | Bapprove|
975 975 00 00 00 0.0 No | Bapprove|
0.0 00 0.0 0.0 0.0 0.0 No ‘EAppnwE‘
0o 00 00 00 00 00 No | B approvs|
975 975 0.0 0.0 00 0.0 No | approvs|

975 975 0.0 00
00 0.0 0.0 00 | approve|
65 65 0o 00 0o |[Caprove|
0o 0o 0o 00 | Bapprove|
0.0 00 0.0 0.0

Once you approve your timesheets, select “save approvals”.

ove All | S% Find | Show:| All Time Sheets v|

| I\ You have made changes that must be saved to be effective |

Approve Current Time Sheet for Period Ending 07/26/2015

EmployeeID &

Employee Name
HATTA, SUSAN

MEYER, WILLIAM
CREADON, JOSEPH
BEU, JOSHUA
TEBELL, JAY
RAMOS, RICHARD
BERNA, GREG

Assignment Total

PLANT OPS ASSISTANT PLANT OPt
COORD-CUSTODIAL SVCS PLANT (
SUPVR-GROUNDS PLANT OPERATI
COORD-CUSTODIAL SEC PLANT Of
SUPVR-MAINTENANCE PLANT OPE
COORD-FACILITIES PLANT OPERAT
ARCHITECT PLANT OPERATIONS (2
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Manage Delegations

You would use this delegation when you are going to be on vacation or unavailable to
approve your timesheets. When you set this up, you are giving your approval rights to
another employee.

Select Manage Delegations
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\;\? Favorites 1 Schedules
& Edit Employes Time * My Time Of

% Beview Time Off Reguests
_3 Assign Schedules
& Manage Group Schedules

(» ) Time Entry

> Enter My Hours
£5 Edit Time for Groups
> Approve Time Sheets

Settings

Manage Deleqgations

|d Reports

lad View Reporis

Select Delegate Authority, then select Search to view your delegation options.

Q:g; Manage Delegations

View/Hevoke My Delegations

Enter Search Criteria

Group Description:

Cancel @

You may use * 55 a wildcard. For
inmstance, ab* wowd mafch abc or
abbey.
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To delegate your employees, select the check box next to your name and update the
effective date range for the time of the delegation and select the Next button.

?";‘i] Choose Delegate Options
Assignment Group Role to Delegate Effective Date End Effective Date w Re-delegation
VI DIANEBELTON Emplayees (7) Manager, Group v| [ 11zar017] 7 [ 11282018 7E] O

Cancel Next

Enter the employee id or name of the employee that you wish to delegate your
approval rights and their information will appear on the screen. Select their name and
the delegation of approvals will be in place for the period of time requested.

Delegate

Search Results

Search for Delegation
Recipients | Select

User ID:
| Name User ID

(42002
First Mame: (3 CREDE, SHAUNA 42002

Last Mame:

| _ Select

Only those who can receive ocne
af the selected roles will be
shown.

Cancel Search

Max Results:

You may use * 55 a wildcard. For %
instance, ab*wouwld maltch abe or

abbey.
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If you wish to modify your delegation request, select the View/Revoke My Delegations
and select the search button to view all delegations assigned. From this screen, you
may revoke a delegation by selecting the Revoke option.

*.

.l | Manage Delegations

L

Delegate Authority
View/Revoke My Delegations

Enter Search Criteria

Group Description:

First Name:

Last Mame:

User ID:

As Of Date:

[ MMddryyyy]fE]

Cancel

You may use * 55 a wildeard. For
instance, ab* wouwld maltch abc or

abbey.
?..ij Delegations
Assignment Group Recipient Effective Date End Effective Date Delegated Role Role After Delegation My Current Role Actions
2 B BT wm— | | 02/04/2016 01/01/3000 Manager, Group ~ Manager, Group Manager, Gro

| Back |
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