Employee Guide for Time & Attendance

Submit Timesheet

To access the Time and Attendance Portal, click on Timesheet on the navigation panel
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Step 1: Access to Timesheet
To access your current Timesheet click Clock
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OR from the top left menu > Select My Time > Timesheet > Timesheet
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Step 2:Enter your Time

Enter your time and click Save to save your current timesheet or Submit for approval.
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€ Timesheet Edit SAVE m SUBMIT FOR APPROVAL CHANGE REQUESTS UTILITIES m
¢ | Time Sheet: August 10, 2020 - August 23,2020 | > This Is Your Current Timesheet Needs Saving
I
Timesheet Calc. Detail Calc. Summary Summary By Day

Monday, August 10, 2020 - Sunday, August 23, 2020

. Mon Tue Wed Thu Fri Sat Sun Mon Tue
Budget Org Time Off 10 1 12 13 14 15 16 17 18 Raw Total
% 5304- Security v B v B 800 7.50 7.00 2250
Raw Total 8.00 7.50 7.00 0.00 0.00 0.00 0.00 0.00 0.00 22.50
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Request Time Off
Opening the left-side menu reveals new areas in which to navigate.
To Request Time Off click My Time > Time Off > Request. A new page will display.
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Select the Time Off Type on the left-side menu > Select Start Request on the right.

A new window will pop up > Select Request Type - Multiple Days OR Partial Day (1-day time off can be selected
under both types) > Fill out the necessary information > Submit Request
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Request Time Off X Request Time Off X

Time Off * Request Type * Time Off * Request Type *
PTO ‘ Partial Day (Bulk) v ‘ PTO ‘ Multiple Days v ‘
Date * From * To*
‘ 08/20/2020 ‘ ‘ 08/20/2020 ‘ ‘ 08/20/2020 ‘
I Duration * Total Hours * I I Hours Per Day * I
‘ Auto Populate 1/2 Day v ‘ 4.00 ® | @ ‘ 7.00 @ ‘
Projected balance CALCULATE Projected balance CALCULATE
Start Balance End Balance . Start Balance End Balance
303.21 209.21 - -
Comment | . Comment

doctor's appointment

CANCEL SUBMIT REQUEST ' CANCEL SUBMIT REQUEST

Time Off Balances

On the same page you can view your balance detail. To navigate to it select Ellipsis icon > Balances. You can
also access time off balances from the left menu > My Time > Time Off > Balances. A new page will display.
Toggle between day or hour time off balances. You can also request time off from this page.

4 Time Off Balances

|
- History AVAILABLE:
Balances 2900 DAY

Jan1,2019 - Jan 1, 2020

w

Jan1,2020

30.00 days

29.00 days
Taken 1.00 days
Scheduled 0.00 days
Pending Approval 1.00 days
Carry Over 10.00 days
Carry Over Used By Balance 0.00 days
Earned After L. rry Qver 20.00 days
Projected 30.00 days
Projected Balance 29.00 days

REQUEST



Time Off History

On the same page you can view your time off request history. To navigate to it select Ellipsis icon > History.
You can also access time off history from My Time > Time Off > History. A new page will display.

Select the period of time in which you want to review your time off requests. From this page you can
review the comments added to the time off requests or delete the request if it has not been approved.

€ Time Off History

Period
STA RT REQUEST nm ‘ Past year

- H IStD r}r Date Date Date

May 17,2019 Jan2,2019 Dec 26,2018

Amount 8.00 hours Amount 8.00 hours Amount 8.00 hours

B E]l ances Submitted On Dec 10,2018 Submitted On Dec 24,2018 Submitted On Dec 7,2018
Status Approved Status New Approved

Approved By Jacqueline Harris Approved By Jacqueline Harris
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Change Time-off request

e Time off request has not been approved and it is still pending:
You can delete the request and make a new one.
To delete the request: Left Menu > My Time > Time off > History > Delete icon

e Time off has been approved:
You can request additional hours by submitting another request for the same day.
Or you can request a change to the time off by submitting a timesheet change request via your
current timesheet, you can modify the time off or cancel the time off, this will send a time off
change request to the manager for approval.

< Time Off History ;@ @
Period
‘ Next year h ‘ SAVE m SUBMIT FOR APPROVAL CHANGE REQUESTS UTILITIES m
PTO I Timesheet Needs Saving

Date Sep 4,2020

Amount 3.50 hours

Submitted On Aug 20, 2020

Status New Tue Wed Thu Fri sar sun Mon Tue

n 12 13 14 15 16 17 18 =T
mf
7.50 7.00 2250

7.50 7.00 0.00 0.00 0.00 0.00 0.00 0.00 22.50




My Notifications - Check timesheet / time off request status

To access manager notifications for time off requests, timesheet submissions, and timesheet change requests,
click the Ring icon in the top right of SyncHR Time. A new page will display.

Notifications: View or manage Notifications from the left side panel
Action Buttons: Delete, Mark as Read, Mark as Unread, Forward
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Time Off Approved
e(@s!

Time Off Approved

Dec 10,

Time Off Approved
[ * poNotreply_syncHRNstice@syncHR.com
Dec 7,2018,1:10 pm

DoNotk syncHR.cos

Hi Denzel,

Timesheet Reje Your request of PTO time in the amount of 8.00 hour(s) on 05/17/2019 has been approved with the following comment:

[ * boNotreply_syncHr
Dec 7,2018, 11

e@synchiR.com Accepted:Have fun

Time Off Approved
[ * poNotreply_syneHRNotice@syncHR.com
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