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Overview

The purpose of this document is to provide step-by-step instructions on processing a payroll from start to
finish using Timekeeper. This guide will walk you through the process of auditing, reviewing and finalizing
timesheets. You will learn how to create payroll file, run report, and export your time file into your Payroll
system.
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Supervisor Approval

Before the Payroll Administrator can process employee data to payroll, supervisors must review, and
approve all timesheets for employees under their jurisdiction. The supervisor prerequisites are detailed in
the following pages.

Approval Procedure
1) Log into SWS and view the Dashboard page.

2) If required change the pay period date range reflected. To display the correct date range for the
timesheets, use either the drop-down box or the arrows to display the appropriate period. (by
defaults the current pay period is displayed)

Assist Panel ® Bi-weekly Pay v_| Current Pay Period ¥ 4 11/17/2019 (Sun) - 11/30/2019 (Sat) ) | C: -

Timesheet Status

20 1 0 0 0

UNOPEN OPEN suBMIT Approved PAYROLL

ABOUT APPROVAL LEVELS/STATUSES

The system supports up to 8 approval levels, with customizable approval status descriptions that can be
adjusted by the implementation specialist. The four default timesheet statuses are OPEN, SUBMIT,
APPROVE, and PAYROLL.

a. OPEN status: Timesheets that have not been submitted by employees. Note: Employees using time
clocks do not typically submit their own timesheets. In such a case, the supervisor must review and
approve timesheets in the OPEN status.

b. SUBMIT status: Timesheets that have been submitted by employees, but not approved by the
supervisor. Note: Employees using web punch typically do submit their timesheets. In such a case, the
supervisor must review and approve timesheets in the SUBMIT status. However, if a “web punch
employee” is unavailable to submit his/her timesheet (e.g. on vacation, sick leave, etc.), the supervisor
is able to review/approve the timesheet in the OPEN status.

c. APPROVE status: Timesheets that have been approved by the supervisor and are ready to be
processed by the Payroll Administrator.

d. PAYROLL status: Timesheets that have been processed to payroll by the Payroll Administrator.
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3) Clicking on any of the numbers in the Timesheet Status ribbon will take navigate to the
Attendance > Summary page, displaying the timesheets of the selected status. Adjust the filters,
as necessary, and review the timesheet data.

Summary
Pay Period: Date Selection:
Bi-neekly Pay - Last Pay Period v le| 110372019 (Sun) - 11162010 Sat) v || »|[F] Last updated: Tuesday, 11/19/2019 10:53 AM = Update %] Update Schedules
Group [ Filter By: Al v Employee Search v Go
Status Filter: SUBMIT v ¥ Active Only [£] Pay Type ¥
Unopened Timesheets: 0
Opened Timesheets: 21 Save Approve this Page
D+ Name Absent Missed Punch No Meal Reg.Hr oT1 HOLI VACA SICK Total All Hrs Timesheet Status
9998 TEST EMPLOYEE, DAVID'S 2 0 0 76.00 14.00 0.00 000 000 9000 SUEBMIT Yo
9999 TEST EMPLOYEE, ALEJANDRO'S 2 0 0 76.00 5.00 0.00 0.00 0.00 21.00 SUBMIT vio
12348 SMITH, LINDA 2 0 0 72.00 000 0.00 000 000 7200 SUEBMIT \iFe}
71000 LU - SUPERVISOR, HAROLD 2 0 8 64.00 0.00 0.00 0.00 0.00 64.00 SUBMIT vio
71001 TAYLOR - ADMIN, MATTHEW 4 2 0 8 64.00 000 0.00 000 000 64 00 SUBMIT \iyel

4) If the timesheet data is accurate and complete, ensure that the status is set to APPROVE.
Timesheets can be approved individually or by page.

a. Individual approval — There are two methods of approving individual timesheets.

i. Timesheet > Summary page — Locate the applicable employee, click on the
corresponding Timesheet Status dropdown menu, and select the APPROVE status.

Summary
Pay Period: Date Selection: =
. . =
Bi-weekly Pay v | | LastPay Period v | []| 111032010 (Sum) - 111162019 (sat) ¥ |[] [ LaStupdated: Tuesday, 11/19/2019 10:53 AM | Update | | ] Update Schedules
Group / Filter By: Al v Employee Search v Go
Status Filter: SUBMIT v [ Active Only [£] Pay Type v

Unopened Timesheets: 0
Opened Timesheets: 21 Save Approve this Page

ID* Name Absent Missed Punch No Meal Reg.Hr oT1 HOLI VACA SICK Total All Hrs Timesheet Status
9933 TEST EMPLOYEE, DAVID'S 2 0 1] 76.00 14.00 0.00 0.00 0.00 90.00 [ SUBMIT

9999 TEST EMPLOYEE, ALEJANDRO'S 2 0 0 76.00 5.00 0.00 0.00 0.00 21.00

12346 | SMITH, LINDA 2 0 0 7200 0.00 0.00 000 000 7200 SUBMIT

71000 LU - SUPERVISOR, HAROLD 2 o 8 64.00 0.00 0.00 0.00 0.00 64.00 Approved

71001 TAYLOR - ADMIN, MATTHEW 4 2 0 8 64.00 0.00 0.00 0.00 0.00 54.00
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ii. Attendance > Timesheet page — While still in the Timesheet > Summary page, click on
an employee’s name or ID. The system will automatically navigate to the employee’s full
timesheet in the Attendance > Timesheet page. Review the employee’s hours for the
entire pay period and click on the Approve button to submit the approval.

Summary
Pay Period: Date Selection:
Bi-weekly Pay v | LastPay Period v [<|| 11032019 (Sun) - 1111612019 (Saty v |[|[F LOstupdated: Tuesday, 11/19/2019 10:55 AM | Update
Group | Filter By: Al A Employee Search v Go
Status Filter: Approved ¥ ¥ Active Only [£] Pay Type ¥

Unopened Timesheets: 0
Opened Timesheets: 21 Save Approve this Page

[2] Name Absent Missed Punch No Meal Reg.Hr oT1 HOLI VACA SICK Total All Hrs
71000 LU - SUPERVISOR, HAROLD 2 0 8 64.00 0.00 0.00 0.00 0.00 64.00
71001 TAYLOR - ADMIN, MATTHEW 2 0 ) 64.00 0.00 0.00 0.00 000 64.00
12348 SMITH, LINDA 2 0 a 72.00 0.00 0.00 0.00 0.00 72.00
9999 TEST EMPLOYEE, ALEJANDRO'S 2 0 0 76.00 5.00 0.00 0.00 0.00 81.00
9998 TEST EMPLOYEE, DAVID'S 2 0 0 76.00 14.00 0.00 0.00 0.00 90.00

= < NOVAtimeAnywhere® Tue Nov 19, 2019 11:08:09 AM
- G S ADMNIGTRATOR WES SESWICER o'ﬂmesheels x - Lucy SALDA(!XADMS’:"STEM ADMIN
Timesheet

Pay Period: | Bi-weekly Pay v | Last Pay Period v 4 | 11/03/2019 (Sun) - 11/16/2019 (Sat) b | & Daily: Status: Approved  Q

= Timesheet .” SMITH,LINDA-12346 L& =5 @

FlSave  ®@Delete ¥ Undo (¥ Recalculate & Insert/Repost  / More Functions +

Audit Note Shift Exp Schedule ‘071 Daily Hours* Weekly Total Hours =

L S @ (] 00001-F8 Mon 11/04/2019 O[WKHR] 08:00 AM 05:00 PM 9.00 0.00 9.00 9.00

L Bl o} W~ 00001-FS Tue 11/05/2019 O[WKHR] 08:00 AM 05:00 PM 9.00 0.00 9.00 18.00

mm<0r T=MmMe

b. Page approval — To approve all timesheets in the current view of the Timesheet > Summary
page, click on the Approve this Page button. NOTE: This will change the status of all
timesheets displayed on the page only (this will not change the status of ALL employees if
additional pages are available).



NOVAtime®

Summary
Pay Period: Date Selection: =
Bi-weekly Pay v Last Pay Period v [« 11032019 (Sun)- 11162010 (Sal) v || [ LA5tUPdated: Tuesday, 11/19/2019 10:53 A | Update | %] Update Schedules
Group / Filter By: Al v Employee Search v Go
Status Filter: SUBMIT ¥ ¥ Active Only [£] Pay Type v

Unopened Timesheets: 0

Opened Timesheets: 21 Save

1D Name Absent Missed Punch No Meal Reg.Hr o141 HOLI VACA SICK Total All Hrs Timesheet Status

9938 TEST EMPLOYEE, DAVID'S 2 0 0 76.00 14.00 0.00 0.00 0.00 90.00 SUBMIT T O
9939 TEST EMPLOYEE, ALEJANDRO'S 2 0 0 76.00 5.00 0.00 0.00 0.00 81.00 SUBMIT Ve
12346 SMITH, LINDA 2 0 0 72.00 0.00 0.00 0.00 0.00 72.00 SUBMIT T O
71000 LU - SUPERVISOR, HAROLD 2 0 8 64.00 0.00 0.00 0.00 0.00 64.00 SUBMIT T O
71001 TAYLOR - ADMIN, MATTHEW 4 2 0 3 64.00 0.00 0.00 0.00 0.00 64.00 SUBMIT T O

5) Return to the Dashboard and ensure that all timesheets are in the APPROVE status. All

timesheets must be approved prior to being processed to payroll by the Payroll Administrator.

Assist Panel ® Bi-weekly Pay » LastPay Period v 4 11/03/2019 (Sun) - 11/16/2019 (Sat) )

Timesheet Status

0 0 0 21 0

UNOPEN OPEN SUBMIT Approved PAYROLL
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Process Payroll

Approval to Payroll
Log into AWS and view the Dashboard page. By default, the current pay period will be displayed.

Assist Panel ® Bi-weekly Pay '_l Current Pay Period ¥ 4 11/17/2019 (Sun) - 11/30/2019 (Sat) ) | o -
Timesheet Status
20 1 0 0 0
UNOPEN QOPEN SUBMIT Approved PAYROLL

The Assist Panel allows users to update filters, follow steps 1-2-3 below:

1) Pay Frequency: If you have multiple pay frequencies, select drop-down arrow to see available
options. (select, weekly, bi-weekly, semi-monthly, e.g.)

2) Pay Period filter - To change the pay period displayed, click on the Pay Period dropdown menu
and select the appropriate pay period (Select, current, previous or next pay period).

3) Pay Period filter - To change the pay period displayed, use the arrows. (select, previous or next
pay period

Q

(o) +

(1] 4
Assist Panel ® Bi-weekly Pay[7] Current Pay Period EI 11/17/2019 (Sun) - 11/30/2019 (Sat) El

Hiookly Current Pay Period I emppeey| | Nertpoy poos |

| Semi-monthly (1st and 16th) revious Fay ierod

Next Pay Period

4) If all timesheets have been approved, click on the APPROVE status (text or number) in the gadget.
NOTE: If timesheets exist in the OPEN or SUBMIT statuses, request the supervisor(s) to review
and approve the timesheets.

Timesheet Status

0 1 1 190 0

UNOPEN OPEN SUBMIT Approved PAYROLL
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5) The system will automatically navigate to the Attendance > Summary page. If the timesheet
data is accurate and complete, approve the timesheets to advance them to the PAYROLL status.
Timesheets can be approved individually or by page.

a. Individual approval — To approve a specific employee’s timesheet, click on the corresponding
Timesheet Status dropdown menu and select the APPROVE status.

Summary
Pay Period: Date Selection: =
B . =
Bi-weekly Pay v Last Pay Period v e 11032018 (Sun) - 11162019 (Sat) v ||| [E] Last updated: Tuesday, 11/19/2019 10:53 AM  Update [ Update Schedules
Group / Filter By: Al A Employee Search v Go
Status Filter: SUBMIT ¥ ¥ Active Only [£] Pay Type v

Unopened Timesheets: 0

Opened Timesheets: 21 Save Approve this Page

D~ Name Absent Missed Punch No Meal Reg.Hr oT1 HOLI VACA SICK Total All Hrs Timesheet Status

9993 TEST EMPLOYEE, DAVID'S 2 0 0 76.00 14.00 0.00 0.00 0.00 90.00 SUEMIT yel
9999 TEST EMPLOYEE, ALEJANDRO'S 2 o 0 76.00 5.00 0.00 0.00 0.00 21.00 yeol
12346 SMITH, LIMDA 2 0 Q 7200 0.00 0.00 0.00 0.00 72.00 SUBMIT yeo)
71000 LU - SUPERVISOR, HAROLD 2 o 8 G4.00 0.00 0.00 0.00 0.00 64.00 Approved yeol
71001 TAYLOR - ADMIN, MATTHEW 4 2 0 g G54.00 0.00 0.00 0.00 0.00 64.00 PAYROLL Fel

b. Page approval — To approve all timesheets in the current view, click on the Approve this Page
button.
NOTE: This will change the status of all timesheets displayed on the page only (this will not
change the status of ALL employees if additional pages are available).

Summary
Pay Period: Date Selection: =
Bi-weekly Pay v Last Pay Period v |«| 11032018 (Sun)- 11162018 (S v ||| (@ Last updated: Tuesday, 11/19/2019 10:53 AM  Update [ Update Schedules
Group / Filter By: Al v Employee Search A Go
Status Filter: SUEMIT ¥ ¥ Active Only [£] Pay Type v

Unopened Timesheets: 0

Opened Timesheets: 21 Save Approve this Page

D~ Name Absent Missed Punch No Meal Reg.Hr oT1 HOLI VACA SICK Total All Hrs Timesheet Status

9993 TEST EMPLOYEE, DAVID'S 2 0 0 76.00 14.00 0.00 0.00 0.00 90.00 SUBMIT 0
9999 TEST EMPLOYEE, ALEJANDRO'S 2 0 0 76.00 5.00 0.00 0.00 0.00 81.00 SUBMIT Vel
12348 SMITH, LINDA 2 0 a 7200 0.00 0.00 0.00 0.00 72.00 SUBMIT \aFel
71000 LU - SUPERVISOR, HAROLD 2 0 8 G54.00 0.00 0.00 0.00 0.00 64.00 SUBMIT v 0
71001 TAYLOR - ADMIN, MATTHEW 4 2 0 8 6400 0.00 0.00 0.00 0.00 6400 SUBMIT \aFel
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Process Employee Data

Procedure

1) Navigate to the Payroll > Process Data page. In the Pay Period section, ensure that the correct
date range is selected for the pay period that is being processed to payroll.

Process Data

H save 1 Process %4 Undo H Data validation Note: Before processing payroll, please review "Timesheet Status" on Aftendance/Summary page

to ensure all timesheets have been approved.

Payroll Bridge:  Ascentis Payroll Bridge v

Payroll Process Info

) Update existing payroll file (@ Generate a new payroll file

Pay Period Refresh Period Bi-Weekly (Thu thru Wed [ 01/01/2015]) v Date:

From: 103172018 [E To:

1132019 8

2) Inthe Filter section, select the appropriate groups to process.
Example: If the database includes data for several companies, and payroll is to be processed for
a specific company (or companies) only.
a. Click on the corresponding All button in the Company filter line.
b. In the Company Filter prompt, move the appropriate companies to the Selected
Items field.
c. Click on the OK button to apply the filter.
i Filter Employee
¥ Display Active Employees only Pay Folicy:
Resel Pay Category:
View Company :
Department : -
Company Filter m— ey i
I«
Notes: Use the buttons in the center of the screen to move items between the Availabe and Selected lists. To disable this filter, leave the 1
list on the RIGHT SIDE empty. This will have the same effect as moving ALL The lteghs from the LEFT SIDE to the RIGHT SIDE ] P |4
Sortby: 1D [=]
Available Items: Selected lems;
200 [New York] [100 [Los Angeles]
1 300 [Chicago]
500 [Detroit] ,
510 [Miarmi]
600 [Sammy] m
;gg {;:nwg]ranchcn] EI @
© L
«
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3) To process the data, click on the Process button in the upper left-hand corner.

# Payroll » Process Data Reports  Export

Process Data

¥ save | | | Process | | %9 Undo | | [g Data validation

4) The system will display the export status below the Process button. When the process is complete,
a confirmation will be displayed. Important: Wait for message that states Process has completed

Process Data

[ save | Process | | &y Undo | | [ Data validation

The Payroll Process was completed at 1/7/2020 5:36:39 PM
Schedule Update was completed at 1/7/2020 5:36 PM

5) Next, navigate to the Payroll > Reports page and run the report titled “Summary Report.PR” to
verify that the export data is acceptable.

= @T’A timeAnywhere®

5000 S33S ADVINISTRATOR WES SERVICES . #MReports X
¥ Payroll > Reports Process Data  Export
X Reports
QPublished z
NP ublic Reports Overview Properties Preview Stored Reports
2y LSALDANA's Reports Payroll:
JReport Template ot Nae Description
=&y Payroll The report displays a summary of hours and pay that were processed to payroll for each employee. This includes shift number,
£ Detail Report PR Summary Report PR regular and overtime hours, other pay code absence hours, pay details, and more. A grand total and premium total for each field
g P are also provided

{) Detail Signoff Report PR The report displays a summary of hours and pay for each pay code that was processed to payroll for each employee. This includes

ﬁ Exception Report. PR Summary Report By PayCode.PR  regular hours, overtime hours, total hours, and more. Grand totals of each field (i.e. pay code, employee totals) are also
) Monthly Payroll Report PR provided.
£ Reconciliation Report PR The report displays a summary of payroll, timesheet, and pay matrix details, including regular and overtime hours, other pay code
- P Reconciliation Report PR absence hours, earnings/deductions, and more. A discrepancy summary and grand total are provided for each field, which indicates
£ mmary Re ode PR when payroll hours do not reconcile with timesheet hours
R joumma The report displays Monthly details g hours that were to payroll for each employee. This includes the day, pay
Monthly Payroll Report PR code, hours and more. The employee totals hours of regular and overtime are also provided. (Notes: This report only work with any

payroll has detail data.)
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Generate Payroll Export File

Procedure

1) Navigate to the Payroll > Export page and click on the Process button.

¥ Payroll > Export Process Data Reports

Export

[ Process

Payroll Bridge #1 || Payroll Bridge #2

MOVAtime Standard Payroll Format
Payroll Date Range: 12/29/2019 - 01/04/2020

Status: ***The Export Payroll Process completed at 1/7/2020 5:37:05 PM*

NOVA TXT 4 Download

2) When the process is complete, a confirmation status will be displayed.

¥ Payroll = Export Process Data Reports

Export

H Process

Payroll Bridge #1 || Payroll Bridge #2

NOVAtime Standard Payroll Format
Payroll Date Range: 12/29/2019 - 01/04/2020

Status: *™*The Export Payroll Process completed at 1/7/2020 5:37:05 PM*™

MOVA.TXT 4+ Download

10
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3) Click on the Payroll Bridge tab to refresh the page, if necessary. Important: Wait for message that
states Process has completed. Validate time/date stamp.

¥ Payroll = Export Process Data Reports

Export

Y Process

Payroll Bridge #1 | | Payrall Bridge #2

NOWVAtime Standard Payroll Format
Payroll Date Range: 12/29/2019 - 01/04/2020

Status: ™ The Export Payroll Process completed at 1/7/2020 5:37:05 PM*™=

NOVA.TXT 4+ Download

4) The export file will now be available. Click on the Download button.

#Payroll = Export Process Data  Reports

Export

| Process

Payroll Bridge #1 | | Payroll Bridge #2

NOWVAtime Standard Payroll Format
Payroll Date Range: 12/29/2019 - 01/04/2020

Status: *The Export Payroll Process completed at 1/7/2020 5:37:05 PM*™~

NOVA.TXT 4+ Download

11
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5) Select the “Save File” option and click on the OK button to save the export file to your C:\ or
preferred location.

Opening PAYABC._ ==

You have chosen to open:

PAYABCTXT
which is & Microsoft Excel 97-2003 Worksheet (8.9 KB)

from: " ¥ i g P

What should Firefox do with this file?

() Openwith | Microsoft Excel (default)

@ Save File

7] Do this automatically for files like this from now on.

r 1

[ ok b”! Cancel |

6) The export file will be available in the location selected in Step 5.

Mame Date modified Type Size

| _ PAYABC.TXT 4/5/2013 510 PM Text Document 1KE

Next, Login to your Payroll system, and import the time file.

Technical Support

If you need further assistance, please contact our Support Team.
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