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Slide notes

THIS is not w/ Daily view – remove the slide
Text Captions

Select the Daily Time Calendar link
To get to Daily view
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Slide notes

NOTES:  when this view is selected the DTA may enter one employee affiliate ID 
Text Captions

The Daily Time Calendar page appears
Select the text box
Should be slide 2
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Slide notes

Once an “EmplID” has been selected this will show the actual clock in/out times within a 24 time frame for the selected employee.  This one shows 7/26/07

NOTE the elapsed box shows 8 hours, and the employee shows clocking in at 7.02, meal at 12.06, in from meal at 13.04.

With the “Shows symbols” box checked you can see if the time in the elapsed box is REG, PTO, etc.

Without the “Show symbols” you can only see the time reported for the date, IE: 8 hours, 6, etc.

Text Captions

SHOULD be slide 3
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Slide notes

From here you can select “previous/next day” bar or do a drop down on the calendar to select a different date

NOTE:  If you select the date from the calendar please use click the “View Time” bar to refresh the date

Text Captions

Select the 16 link
Why is this helpful
1) If a DTA, supervisor, or someone else with permissions wants to view/verify if an employee reported to work shift they can do it daily through this source
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If DTA, supervisor wants to view the punch-in/out for a group of employees they can enter one of the other selections, IE: Business Unit, Workgroup, etc., to see a list of employee’s that report to them
REMEMBER each time your “Employee Selection Criteria” changes you must click 
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