City of Saint Paul
Time Attendance and Scheduling Solution
YJC Time Approver Instructions

Timecard Approver-Youth Job Corps Employees

As a time approver for Youth Job Corps (YJC) emp
Timecard Interface ( VTl ) to approve your employees'’ hour s

I n order to do that, you’'ll have an account set
assigned an Employee ID number to use as a login. You will NOT be doing your own
timekeeping in VTI.

If you are also a City employee, you will use VTI for your own timekeeping. These
instructions will not replace your regular VTI training, but are specific to the timekeeping
process for YJC.

A. Dalily

Follow your current procedure for schedulingandr ecor ding your YJC empl oye
hours. You still need to forward signed timesheets to the City, however the time records in
VTI1 will be the official ‘system of record’

B. Atthe end of each pay period

Your responsibility as a YJC approver is to:
e Loginto IntelliTime VTI
e RetrieveyourYJCe mpl oyees'’ timecards (which wil!/ be
¢ Open each employee’'s timecard and enter the |
e Submit the timecard, which indicates your approval of the hours.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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City of Saint Paul
Time Attendance and Scheduling Solution
YJC Time Approver Instructions

1. Log in to IntelliTime VTI
Please refertothe® Get ti ng Started” handout for informati
your user profile, and technical requirements for using VTI.

2. Retrieve your employeesd timecards
These steps assume you have already logged in to IntelliTime VTI:
/2 IntelliTime: Virtual Timecard Interface - Windows Internet Explorer provided by City of Saint Paul =10l x|
@:\,v [ ite tascweby stpauloig TI_Test/Detal Frameet asps =l (42 % | PR Gocale 2l
| File Edt Yiew Favortes Teok Hep
o Favites 5 - | @ e Vitual Timecar. x|OMleﬂmme\/mualTlmecamlnt | | | Fi - B) - ) ® - Bager Seler Todk~ @+ 7
InteliTime: -52] €3 w0

Time Feview  Acmin PEP Schedule  Favorites  Help Logout

“npjelcome City of St Paulto InteliTime's Vitual Timecard* Wish
Punch Users: Mouse over the Time button and select 1Web Punch

CLICK HERE for TASS training support and reference materials on
SPhet

TEST

Customer Project Hame:
TASS: Time Attendance and Scheduling Soludion

[0 [T [ [ Trusted sites [%a - [®es - 4

Step Action

(1)

Click "===="to open the Review menu.

Notes

The VTI home page has a number of features that are not used for YJC time approval,
including the Inbox, and the Time, PEP, and Schedule buttons. In addition, the link to the
TASS learning support page is accessible only by users within the City network. If you are
outside the City network, this link will not work.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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Time Attendance and Scheduling Solution
YJC Time Approver Instructions

1B
1[4 x) PR 5o (2]

e Virtual Timecard Interface - Windows Intemet Explarer provided by City of Saint Paul

[@ Hitp#tassieh stpaul.cip/V T _Test/DetauFrameSet aspr
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melTime & £2 B3 @ B 2 @ B

Time Review | Adkmin PEP Schedule  Favortes  Help Lagout
Il bl d di d

Document Review

Role Supervisor (i Documents
PayQyeles "
Supervisor=] [two, test supervis(= e PayPeriod Start a g
Search Deseription Ciy of St P 127 S Workdlow Statis
or
Detalt Pay Week Stop Any Including Missing =
Perding count [l s 2013 Sort Order
™ Search by transaction date 1" 21" |
Deparument Division Sunbivision PayCode

— Jeiroasumerts 4

m Paysten AcciFlag Acend
— — Update Delete.
EmpID Enp lane Department Divisien SubDivision Do Date status Delete Enp Info Review Doe
T103 thiee, teet ussr 14 o o Misdng Timecard
Misdng Timecard

0 0

T104 faur, ted uger a
Update PrevPege || HexPage
1-20f2

Copstight 02013 Intelli Time SysemsGom

3d1%26Ck 3d2" "null’ 'hidden’.3 [0 [T [ [ [/ Trusted sites [7a - [®esz - ,

javascript:top.composeLink(".‘Review' " X2fTimecards X 2D ocReview. aspX’

Step Action

2
( ) . Revieww Documents ]
Click to open the Doc Review screen.
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\TASS Time Attendance and Scheduling Solution
YJC Time Approver Instructions

3 Open an employeebds timecard and enter th
/= IntelliTime Virtual Timecard Interface - Windows Intemet Explorer provided by City of Saint Paul 10| x|
G- spach =% x| ¥ ol
Fle Edl View Favoites clp
. Favortes g;H @ InteliTime Vitual Timecar... % ‘Q\nle“mme\/ulua\T\mecavd\nt ‘ | FivB) - mh v Baer Saleb~ Tmke @< 7
IntelliTime" a4 L o

Time Review Admin PEP Schedule Favortes Help Logout
Document Review
Duration Docunments
; Pay Gycles Pay Period start |
Search Description Cty of St. Paul 7| 127 - 582013 Workflow Status.
Default Searth PayWeek Stop [2ny including Missing 7]
Perviing count ’_" 0513172013 Sort Order
k| M I™ Search bytransaction date [ zortng |
Emror Types Department Division SubDivision Pay Code:
| a1 Docume: rts | J 4l Documents =l
Enp ID Erp Hame: PayStep AcciFlag Acen3
Undste Delete
Enp ID Enp Hame: Department Division SubDivision Doc Date Status. Delete Enp Info Review Doc
03 three, test ussr 14 o o Misdng | ] Timecard
Ti04 four, teg uger “ ] 0 Mising u o
Update
1-20t2
CopyightDi2013 Intell Time System scorp
3 ; Timecard | | ; d
3) Click to open an employee timecard.

Notes

There are 2 kinds of timecards: Start-Stop (for employees who punch the start and stop of
their workday) and Timecard (t he ‘el apsed timecard, for
total hours worked).

YJC employees use the elapsed timecard.

Timecard Status: The status lets you know where a timecard is in its workflow.
Missing This status indicates a timecard that has never been opened
and holds no data. This is the typical status that you will see
when you start your timecard approval. In order to fill it out,
you will need to open and [Get] it.

Saved Typically you will not see this status. The timecard has been
opened and saved. When you open this timecard it will be in
‘“read only’ mode. I n order
and [Get] it.

Pending Approval This status will show after you have done the open and [Get]

steps, and saved the timecard. It does NOT necessarily
mean that the timecard is complete and ready to submit to
Payroll.

Approval Complete | This status will show after you have used the [Submit] button
to approve the timecard and clicked [Submit] to pass the
Certification (signature) page. You can Vi ewnlil

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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City of Saint Paul
Time Attendance and Scheduling Solution
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/2 InteliTime Virtual Timecard Interface - Windows Internet Explarer provided by City of Saint Paul
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Done T

[/ Tiusted sites [7a - [®esz - ,

Step Action

4
@ Click ﬁto open the timecard for editing.

Notes

When you first open an employeenbkbyti medar
indicated by the blue-shaded rows. Inor der t o modi fy the ti mg

the employee’s stage of the workflow intgqg
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/2 InteliTime Virtual Timecard Interface - Windows Internet Explarer provided by City of Saint Paul
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a3 HO TEMP Detauit S20011 - PKS AND REC WORKER I
FLEA Status Schedule HourtyRate ot usedt Available Leave Balances
[245 hrs1 5 Pay] P arks-| 500-2000:4hr-NoBreak{ JAF] 2 I o
HoL

Sat Sun Mon Tue Vid Thu Fi  Sst Sun Mon Tue Ved Thu Fri

User Signature:

o) i) 58 S8 520 SP1 522 523 524 525 526 527 S8 509 530 531
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Save Retur Documert | Submit Oveniide | Previous

Documert 2 of 2

Deone
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4

Step

Action

()

Click I to select a Pay Code.

Notes

All hours on a timecard must be associated with a pay code. The list of pay codes
includes vacation, personal, Leave of Absence, etc. These are available to City
employees based on their employment status.

YJC employees will ONLY work Regular hours, so that is the only pay code you should
select.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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Step Action

(6) Select Regular to record hours worked.

Notes

YJC employees will ONLY work Regular hours, so that is the only pay code you should
select.

If you supervise other City employees, you may see other pay codes used on their
timecards.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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/2 InteliTime Virtual Timecard Interface - Windows Internet Explarer provided by City of Saint Paul o [=] 7]
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Step Action

@) Start recording the hours worked: Click in the first day and enter the number
of hours.

Notes

Enter the number of hours the employee has worked directly into the timecard. All hours
with the same pay code should be entered on the same row.

Move from one day to the next using the <Tab> key or clicking with the mouse.

Always make sure to <Tab> or click outside of the day just entered, so that the number of
hours is ‘read’ by the timecard.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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/2 InteliTime Virtual Timecard Interface - Windows Internet Explarer provided by City of Saint Paul
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Done. P00 [T [ Tusted sites [7a - [®esz - ,

Step Action

(13) This example shows hours entered for several days.

You can modify or remove hours anytime if necessary.

If you open the timecard but are not ready to Submit it, ALWAYS remember
to [Save] your changes. VTI may lock the timecard if you close the browser or
open a different VTI screen without saving. The current lockout period is 60
minutes.

[Save] will close the timecard without changing its status, so you will be able to
open it at a future time.

Notes

As you add hours to a timecard, you will see the total for each day display in the bottom
row of the grid, and a cumulative total for worked hours in the header.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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Step Action

14 ,
(14) When you have finished recording hours, click M

Notes

wi |
contract

When you click [Submit],] nt el | i Ti me
against the employee’s

| timeagand, m.e. ¢hécle therhouts ¢

rul es. |

benefit, shift differential, etc. the Submit process will display those details.

Most YJC employees will not have those benefits.

Another way to make changes to a timecard without' r unni ng

tsibmitting it is & 9

click the [Save] button. This will save any changes you have made and close the timecard

without changing its status.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
Approver-YJC | Author: simonson | Date: 2013-06-07
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Certification
“By submitting this form | certify 10 the best of my knowledge the preceding information is true and correct.”
Click [Submit] to forward this document ta complete the process far Payroll processing.

If changes were made o the timesheet, | will ensure the employze is notified

Retum ‘I Submit |

Deone

P00 [T [ Tusted sites [7a - [®esz - ,

Step Action

15 . : .
(15) If you are not ready to submit the timecard, click m to return to the
Document Review screen.
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/2 InteliTime Virtual Timecard Interface - Windows Internet Explarer provided by City of Saint Paul
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Step Action

(16) Notice that T104's timecard status is now "Pending Approval." This shows

that you have used [Get] to open and edit the timecard.

IMPORTANT: this status does not necessarily mean that the timecard is
complete; you will need to review it at the end of the pay period to be sure.

Timecard |

To reopen the timecard, click

Notes

The timecard will remain i n ¢oRmgeaedhe S8upmitAp pr
process. You can add or modify hours anytime while the card shows this status.
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4. Submit the timecard, which indicates your approval of the hours.
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Step Action

17)

When you are sure that the timecard is complete and accurate, click M
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/2 InteliTime Virtual Timecard Interface - Windows Internet Explarer provided by City of Saint Paul o [=] 7]
@ 3% [@ hitp:/rtascwch stpaulcity VTI_Test/D elauliFrameSet aspr B NS ﬁﬁuug\e P-
| Ele Edt Yew Faw Iook Help

< Favaites gg'-' @ InteliTime Vitual Timecar. )(|0\nls\hT\me\/mualTlmecaldInl | |

IntelliTime- & E4 E3 2 4 |
Time Review Admin PEP Scheduls Favortes Aém Logaut

Certification
“By submitting this form | certify 10 the best of my knowledge the preceding information is true and correct.”
Click [Submit] to forward this document ta complete the process far Payroll processing.

If changes were made o the timesheet, | will ensure the employze is notified

18 Submit |

Done. P00 [T [ Tusted sites [7a - [®esz - ,
Step Action
(18) The [Submit] button on the Certification Page is the final step in processing each

timecard for payroll. DO NOT SKIP THIS STEP.

Depending on the size of your computer screen, you may need to scroll down to
see the [Submit] button.

To complete the process, click M.

Notes

After you click [Submit] on the Certification page, you will NOT be able to make any more
changes to the timecard. Only Payroll staff will be able to make changes after this point.
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City of Saint Paul

Time Attendance and Scheduling Solution

YJC Time Approver Instructions

/2 IntelliTime Virtual Timecard Interface - Windows Internet Explorer provided by City of Saint Paul [
@’\, % [@ Hhiip //tasswch stpaulcitp/\TI_Test/D efauliFiameSet asps B NS ﬁﬁuug\e P-
| Ele Edt Yew Faw Iook Help
.7 Favaiites 55' ~| @ InteliTime Vitual Timecar... X | @ InteliTime Virtual Timecard Int. | | ] -8B = - Page- Safetp- Tods- @
InteliTime &1 E4 E3 (3]
Tine | Review | Admin PEP | Schedie | Favortes  Help Logout
Document Review
Role Supervisor (i Docunents
PayCyeles i
Supervisorz] [two, test superviss LI PayPeriod Start Al 7
SearchDescription Chy ofSLPaul 3] 127 DSAER0TS Worklow Status
Detalt Search Pay Week Stop Any Inluding Missing =
Pending count = Da12013 Sort Order
] Retum B
1 Timeoard Approval Gomplete I Search by transaction date. 1@ 208
Error Types Department Division Subivision PayCode
|1 Documents = 411 Documerts: -]
EnpID Enp Hame Paystep AcciFlag Acend
— Updte Delete
EnpID Enp Hame: Department Division SubDivision Doc Date Staws Delete Enp Info Review Doc
Ti03 three, ted user 14 o o Missng Timecard
Ti04 four, ted user a o o 0573120 Aoproval Complete Timecard
Update Prevpege | | et Page
1-2012
CopsightI2013 Intelli Time SyzemsCo
Done [0 [T [ [ [/ Trusted sites o~ %z ~
19 Notice that the status for T104's tim di "A | Complete." Y ill
otice that the status Tor S timecard IS how "Approval Complete.” You wi

not be able to edit the timecard further.

Notes

The next step of the
that need correction, for example:
- timecards that still show a status of Missing, Saved, or Pending Approval
- timecards whose hours total less than the schedule that the employee has been
assigned

- timecards with pay codes that are not used correctly.

process is in probeemsCi

Payroll staff may need to contact you to clear up these issues. Make sure the email
address and phone number in your User Profile are correct, so the issues can be resolved
without delay.

C. Questions / Problems?

Contact Brendon Johnson or Vicky Molina on the City’s payroll staff (their contact info
should be in your YJC Supervisor’'s Toolkit) - or -

Submit a Service Request ishelg@rui.stbanlennBi t y’ s
Make sure to put TASS in the subject line so the request can be routed to TASS support
staff without delay.

support
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