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Logging In to Timepiece

User name: same as for the computer network

Password: Whplainsl
(Default — you will be prompted to change)

Timepiece

Options >>

Review Employee Punch

Click Review Employee Punch and select appropriate payroll period:

Timepsece - White Plains City S )

v Excepon | <All> w| Show Al -

) * Work Sub Group. (Al > Approval Status (A ~  CutrentApprover ronvele: ~  Approval Path (Al -
EMPIOYE0NAME i EMB| Work Sub Group. - CuientA  Leve Status. - o SCHOGHE. Actual His Adjusted. Event Hs Total Hi -
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i Pending I 3200 G 27.00
o Pending Approval 28.00
\ Pend va 2125
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Employee Dashboarg Pay Cycle  Normal Bweekly v Payroll 08122018 - 08252018 w Work Growp | (All) v  Excepion | <All>

M 8- WorkSubGroup (AN ~  Approval Status (Al * | Cutrent Approves  ronvele:

8839 Cle vele: Penaing Approva
5134 [T Sub-TA ronvelez 1 Pending Approval 3200 © 31079

v 8890 CierdT ronvelez 1 Pending Approval 2800 3049
Y 784 1T Sunh.TA maveler 1 Panmnn Annroval 00 6 4 55 €

w Show Al -

~ | Approval Path. (Al

Punch Summary 2018 - 08/25/2018)
Ele Eait View Help
B3 save [ saveanaciose | @ | K & & Ml | @ A Scheduier | Search- -
Employee — Payroll. 08/122015- 08252018 Approval Satus.  Pending Approv s
Work Sub =
Growe Cler [ ¥ Approve Employee Fay

WK E$ =) ,‘ Search~

-
|
Daie.von Shift Nam2.. . - Addual His Hes. Adiusted His B e iFolal s
1, Mon 081372018 M T"J0D 30 lun 7 hr cay 700 596 @ 5.50 550 550
L% 8:00a-3:30p 30 lun 7 hr day 700 9.66 7.00 700 7.00
o Wed 08152018 8:002-2:30p 30 lun 7 hr day 7.00 760 7.00 7.00 700
o Thu 08162018 800a-330p 30 lun 7 hr day 700 746 700 700 700
Totals. 2800 3068 2650 26.50 000 26 50
Punch Detail for Tue 34 Qay for 8147208 Pay for 081122078 - 08252078 Approval History

t 5 K @ Seaich - 4 k- O ViewPunch Audit
Punch in AM 045 DH Kitchen DH Kitchen |

Punch Out 30.00 PM, 03:30:00 PM 045 DH- Kitchen DH Kitchen v

If a punch needs to be adjusted, click on Punch In, Punch Out,

| Click on the date(s)
with the exceptions.

The punches will
appear at the bottom
of screen for the date
chosen.

etc. and click

the Pencil to edit the punch or Blue Plus Sign to add a punch or the Red X to

delete a punch.

Update Punch Detail 1'
Edit the punch details below. } Verlfy the Punch Type
Emcloyee and adjust punch time

Punch Date 1472 - v |

Punch Type
Punch Time
Punch Time

e S

Click OK when done.

(Rounded)

Original
Punch Time:

Comments
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Adding Events

(Sick, Vacation, Personal, Etc.)

Example:

e 8/13/18; Employee punched out early at 2:00PM. Shift schedule is
for 3:30PM. (The employee left early due to illness.)

e 8/15/18; Employee had no punches. (Employee requested a
vacation day.)
Approver needs to determine what the time is to be filled in with: Sick,

Vacation, Personal, etc. (This is called an event).

If the event time is not completed — it will be considered a DOCK by
payroll.

(Example: the employee does not have any sick, vacation, personal, etc.
time remainingor an employee is late and supervisor does not approve the
use of event time to cover thelateness).

To enter the Event, click Scheduler.

2/2018 - 08/25/2018)

7 Punch Summary - Bl

File Edit View Help

Save [ SaveandClose @ K <& = B

Employee S Payroll: 08/12/2018 - 08252018 Approval Status: Pending Approval

Search~ B

\Gvro;:‘tp_S“b Cler-IT {} Approve Employee Pay Period ‘;‘(Dosapwwe Employee Pay Period
K & = M| search b 8- Exception [V<NI> N
Dals Shift Name -~ Scheduled Hrs - Actual Hrs Rounded Hrs Adjusted Hrs - EventHrs  Total Hrs

:. Mon 08/13/2018 B 00a-330p 30 lun 7 hr day 7.00 596 @ 550 550 550
7 Mon 08/13/2018 Sick ( 2:00PM - 3:30PM) 0.00 1.50 150
8042018 8.00a-3:30p 30 lun 7 hr day 7.00 © 9.66 7.00 7.00 7.00
08/15/2018 8:00a-3:30p 30 lun 7 hr day 7.00 0.00

o/ 10/ 8:00a-3:30p 30 lun 7 hr day 700 7 46 7.00 700 700
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Schedule Screen
Click the date and click Assign Event
(FYI: You can select multiple dates — hold down CTRL key and cli

"3, #  Schedule for

78910Mn
12E] 14 15 16 17 18
192021 22 23 24 26
26 27 28 29 30 31

SMTWTF S

1
2 345678
910111213 141
16 17 18 19 20 21 2
23 24 25 26 27 28 2!
30

© N ;

Schedule shifts and events using the options below

SMTWTFS
123 456
78 910111213
14 15 16 17 18 19 20
2122 23 24 26 26 27
282930 1

dre ©

1

SMTWTFS
12 3
4 56678 910
1112 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 0

Cancel
Changes

] Save
%ﬂcmnqes

SMTWTFS

1
2345678
9101112131415
16 17 18 19 20 21 22
23 24 25 26 27 28 29

Calengni\f-mv
2 Week View -

»

SMTWTF S
123465

6 7 8 9101112
13 14 15 16 17 18 19
20 2122 2324 26 26
2726293031 1 2

30N 34567809
Monday Tuesday Wednesday Thursday Friday Sat/Sun -
o Aug 14 Aug 15 e Aug 16 Aug 17 Aug 18
8008-3:30p 30lun7hrd  8:00a-3:30p 30lun7hrd  8:00a-3:30p 30IlunThrd  6:00a-3:30p 30iun 7 hrd 8:00a-3:30p 30 lun 7 hr @
Aug 19
Aug 20 _ Aug 24 Aug22 Aug 23 Aug 24 Aug 25

Select the event type from the list

Verify/edit the date range.

Sedect Event 10 Aasgr

K & % W Secn- ~ EventGroup (Al

Select Partial or Full Day
(only select Full Day if the person will be
out the entire day under that reason)

Recess Unpaid

School Business
June onty

Sick without Pary

Snow Day

Snow Day Custodial

Snow Day Unpaid

Sick

Sich without Pay
PAID SNOW DAY
Custoal Snow Day

For Partial Day — enter in the Start Time
and End Time

Days to Assapn Event

SrtDste 08132018 Click Add
EndOme 08732018 ~
Evert Type Partal Dwy  [v]
Descrption ol Dey
Stats. ~ogrovec
= One or more punches enst dunng this partial event bime penod. Are
Schestte 4 1) you sure you want to contnue?

=) »

for o
;1 evpdogdon \ging thecptions bette Click Save Changes
B — i s when done.
ol | REN BRSNS QBN vk -
sIwiy LR T SMIwi “" sMmIiwt : ClICkXtOCIosethe
- e s o i g screen.
£ 67 80 9% ? 4 2
B o RTRT R AT a1 4 . 14
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Overtime

Example:

«

On 8/14/18 - the Actual Hrs column is 9.50 hours, which is over the approved shift
time. Employee worked until 5:30pm (shift was only approved until 3:30PM).

Punch Summary - BE

08/25/2018)

File Eot View Help

B3 save B saveandCiose @ KK & & B & ‘W Schequler Search~ n-
Employee -»s_ Payroll 08122018 Approvel Stas:  Pending Approval
Work b vt % Approve Employee Pay Period 3 Disapprove Employee
K ¢ % W P searcnt 8 B Eceoon [ —
Dale - . ShitName - — - AduatHis R His - Tolal His
1. Mon 0871372018 800a-330p 30 lun 7 hr day 700 96 @ 50 550
= Mon 08/132018 Sick { 2200PM - 3 30PM 000 150 150
O Tue 084472018 8:002-3:30p 30 lun 7 hr day 000 9, 7.00 7.00
= Ne:{bqseo-a Vacation 000 00 7.00
o Thu GB1672013 800a-3 30p 30 lun 7 hi day 700 0 0 700
Totals 2100 1950 1950 850 28.0C
Punch Defail for Tue 0BNU2018  Pay for 8142018 Pay /12/2018 - 08/25/2018  Approval History
b W @ P X search- B £ U ViewPunch Audit

Punch in 08:00:00 AM 750:00 AM 045 DH- Kitchen DH Kitchen v

Punch Ou 053000 PN A 033000 FM 045 DH- Kitchen DH Kitehen v

Double click the date to review
REQUIRED (if approving overtime):
/ Overnde Hours Worked ? X

L Override Hours Worked

M- ®  Ovemide the rounded hours worked for this employee by entering an adjusted number of

hours worked

Employee:
\Work Sub Group Cler-IT
Date Tue 08142018
Scheduled Hours 7.00
T Actuzl Hours 950 :
‘ Rounded Hours 7.00 5
Adjusted Hours;

Please leave a comment here on the
reason for the overtime approval
example: Work on Timepiece instructions

=

Overmde
Comment

Overridden By

Overridden On

Click OK when done

Leave a note as to the reason for the overtime.

If you are approving the overtime, then
increase the Adjusted hours to match the
Actual hours.

If you are NOT approving the overtime, then
leave alone and click OK.

NOTE: Please check your overtime
budget by running the appropriations
report in nVision before approving
overtime.
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Click Save

You will see the overtime updates made under the Total Hrs
column.

Punch Summary - BELDC

View Help
@)

& saveanaciose & 4 <= = B | & M Scheauler | Search~ -
Employee B_ Payroll. 08/12/2018 - 082672018 Approval Status. | Pending Approval
Work S [ ClariT & Approve Employee Pay Period /5 Disapprove Employee Pay Period

K < =% W @ searcn- & a- P ———————————
Date - S . GHis  Actual Hrs Rounded His Adjusted His — EventHrs - Tolal Hrs
1. Mon 08/13/2018 8 00a-3 30p 30 tun 7 hr gay 700 596 0 550 550 550
5T Mon 08/13/2018 Sick ( 2:00PM - 3:30PM) 0.00 1.50 1.50
[ Tue 08/14/2018  8:00a-3:30p 30 lun 7 hr day 700 O 9.50 700 ¥ 9.50 9.50]
™ wed 08/15/2018 Vacation 000 7.00 7.00
« Thu 08/16/2018 8 00a-3 30p 30 lun 7 hr day 700 7 46 7 00 7.00 700
Totals

2100 2292 1950 2200 850 3050



Submitting Employees for Next Level Approval

NOTE: PLEASE PAY CLOSE ATTENTION TO THE PAYROLL CALENDAR

Once you have reviewed all of the employee punches, you must approve everyone so the next level of
approvals can take place and/or move on to payroll.

You can click one, multiple (hold CTLR key and click) or click Select All.

Names will highlight a darker green.

| Eie Edt View Nawigation Jools Window Help |

[ & & e PR
‘ R re————
5] ~ Review Employee Punch
Employee Dashboard PayCycle | Normal Biweekly | Payroll (08122018-08252018 | \ork Group | (all) v Excepton |<All> v Show |AN -
— ‘
|

Search~ & 8- workSubGroup. (Al ~  Approval Status  (All ~ | Cument Approver. ronvelez ~ | Approval Path. (All v
Review Employee Punch

28.00

Pending Approval 200U N7OG 2000 2700 2100

| Pending Approval 28000 22920 1950 > 2200 2200

Pending Approval 32000 24550 2125 2125 2125

| Pending Approval 32000 2439@ 2100 2100 2100

[ Pending Approval 2000 24229 2100 2100 2100

| Pending Approval 2000 241@ 2100 2100 2100

Pending Approval 2800 2415 2100 2100 21.00

Pending Approval 20040 20100 2100 2100 21.00

| Pending Approval 20040 240700 2100 2100 21.00

RE Pending Approval 20040 24060 2100 2100 21.00
Pending Approval 320040 24049 2100 2100 2100

. Pending Approval 32000 2403@ 2100 2100 2100
e Enr Pending Approval 20040 23270 2025 2025 2025
R _PendngApproval 32000 2262 2100 2100 T 2100
_PendmgApproval 32000 16020 1400 1400 1400]

| Offine Punch Processing

Pending Approval

IT Sub-TA ronvelez 1 Penaing Approval 3200 000
| 7 ITSub-TA ronvelez 1 Pending Approval
’ IT Sub-TA ronvelez 1 Pending Approval
‘ | 6188 [T Sub-TA ronvelez 1 Pending Approval
5984 [T Sub-TA ronveler 1 Pending Approva
L | 848  Sum-Tech-Cler ronvelez 1 Pending Approval

i: “ Totals 53200 39001 34000 34250 000 34250~

: Rounded Hrs Over ctual Hrs Over | Under
i / NoExceptions [ Late n /Early Out U:::,’;M;w;m B e A Unscheaviea wor @) Unscheauied absence © nvaio/ mssing Puncn

B e s, TG Ottt WSO e my Scunt S|

Organization White Plains City SO User ID ronvelez 32 Rows Loaded )!

Click Approve Selection for the employees you want to submit to the next approver level and/or
payroll.

**If the above is not done per the payroll schedule, employees in your school or
department will not be paid. **
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Adding or Changing a Schedule Shi

(Generally for Level 1 Approvers)
Notes:

e This must be done annually in June for the following school year for each employee that

uses the Timepiece clock (each school or department is responsible for this).
e This must be done for every new employee that uses the Timepiece clock (each school or

department is responsible for this).
Click on an employee’s name

file Eot View Nawigation JTools Window Help

? & & ¥ w DF
= e |
e U
Employee Dashboa Pay Cycle  Normal Bweekly v Payroll |08/122018- 08252018  w| \Work Group | (All) v Excepbon <Al w| Show |l
0
Search~ & 4B workSubGroup (Al ~ | Approval Status. (Al ~ | Cumrent Approver ronvelez ~ | Approvai Path. (Al -

Review Employee Punch
oo CunentA Leve -

8839 ClerdT ronvelez 1 Pending Approva 2800 3234 2800 2800

5134 [T Sub-TA ronvelez 1 Pending Approval 3200 & 3107 @ 27.00 2700 27 00
8890 ClerdT ~ ronvelez 1  Pending Approval e 28.00 3049 2800 M_‘_A_Ma‘
2784 T Sub-TA mnveles 1 Peanding Annraval VEE 28 2128 2195 2198

Click Scheduler

’ Punch Summary - 38/12/2v:2 - 08/25/2018)

| Elle Edit View Help
|3 save [ saveandciose | @ | [ <= =& B | ¢ |8 Scheduler ‘ Search~ -
Scheduler =
Employee: [N Payroll: 08/12/2018 - 08! Approval Status:  Pending Approval
Work Sub > 7 "
\Group Cler-IT I?,AwME!wbyuPIy Penod—l [ Disapprove Employee Pay Period
| K & & M @ search- 45 8- Exception: [<All> v
| i,Mon08/13:2018  8:00a-3:30p30n7 hrday —TT 596 @ 550 550 e
© Tue 08/14/2018 8:00a-3:30p 30 lun 7 hr day 700 © 9.50 7.00 _)‘ 950 950 |
@ Wed 08/15/2018 8:003-3:30p 30 lun 7 hr day 7.00 000 E
o Thu 08/16/2018 8:00a-3:30p 30 lun 7 hr day 7.00 7.46 7.00 7.00 7.00
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Click Assign Shifts:

e Schedule for BEIINNN

Schedule shifts and events using the options below

@ Oun.

Calendar View
2 Week View -

MMTw SMTITWTF S SMITWTFS SMTIWT FS SMTWTF SMTIWTFS
WM 123 s 1 1234668 123 123458
£ 678910 2346678 T8 802N 23466738 € 78 910112
2EE 14151697 18 NN 1415 16 17 18 19 20 9101112131418 13 14 16 16 17 18 19
102012 M25 1] 19 200262020 171819202 22 20212224282
BN 3 2829 30 2 2222626272020 890N

XN J 45867 89

Monday Wednesday Thursday Frday Sat Sun res
— Mm% Asg 16 Aug 16 — AW S ]

6000-330p WnThra §00e-3IWp WwnThro B0083INpNWNTAg B00e-IWpNn7hegd 8008-330p0nThg

Select the correct shift from the list

(if you are not sure which one to select, please contact Human Resources).

.
. Assign Shifts for
\-‘l-‘ Select a s for each day specthed

Select Shvk 10 Assegn

oK S % N sean

80023150 0 TA Group
8002-330p30 . TAGroup
8:002.3.309 30 ... Clor/SecureNurse
8002-330p40 v TAGrowp
8002-350p 30  CleeSecurstiurse
8002400030  ClewSecureMNurse
50024 00p 60 ClerSecureNurse
8002430030 v Cust Group
8000430030 W Cust Group

8 00a-5 00p 60 u Cust Growp
8002930300 u FS Groue

Deys © Asapn St

SvtDate OOV v EndDme

Cescnppar

_Aup

Select the dates that the
shift will apply to and
verify the days of the
week the shift applies to.

Click ADD when done.

Click Save Changes when done.




Click Reporting on the left
menu

- Employee Lists

Setup Reports
Supervisory Reports
Payroll Reports
Employee Timesheet

[ Employee Timesheet with Pay Distribution ]

Employee Pay Distribution

Report Screens generally all function similar to
this screen. Enter the dates you want to review
the reports for and click Run.

Employee Late Time In/Early Time Out Report

Select the work group. employees within the work groups. date range and exception type to view a hst

of employees with exceptions

Report Critenia
Work Group (All Selected) v
\Work Sub Group (Al Selected) v
Employees (All Selected)
Start Date 080172018 ~
End Date panaoy v
Exception Type Al -

L Employee Time Summary By Pay Code

Aftendance Reports
Employee Attendance Balance
Employee Attendance Detail
~ Scheduling Reports
Employee Schedule

Employee Time Summary By w:eklyMonthly§

Employee Late In/Early Out
Employee Exceptions

Employee Adjusted Hrs/Scheduled Hrs Excep

[*“Punch Reports
Employee Punch Audit
[ Employee Punch Detail

Attempted Punch Log
Employee Punch Detail By Device
" Status Reports

Employee On Premise

Employee Approval

Recommended reports to review:

Employee Timesheet with Pay
Distribution

Employee Time Summary by Pay
Code

Employee Late In/Early Out

Employee Exceptions (Sick,
Vacation, etc.)

Employee Adjusted Hrs/Schedule
Hrs Exceptions (overtime)
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Payroll Calendar

WHITE PLAINS OTY SCHOOL DISTRICT-PAYROLL SCHEDU LE
2018-2019 ASCALYEAR
CONTRACTUAL PAYROLL CALENDAR

PAYDATE

INDCATED

THURSDAYS, EXCEPTWHERE

# of Pay Periods

12 1
10 mo

Notes

mo mo
7/12/18 1 11 & 12 Month Employee 1st payroll

7/26/18

= lWwHN |-

3
4
7 5
11/15/18 10 8 6 Fall Sports 2nd Stipend
11/29/18 11 9 7 1st half of Insurance buyout
12/13/18 12 10 8 Winter Sports 1st Stipend; Clubs 1st Stipend
12/27/18 13 11 9
1/10/19 14 12 10
1/24/19 15 18 11
2/7/19 16 14 12
2/21/19 17 15 13
3/7/19 18 16 14
3/21/19 19 17 15 |Winter Sports 2nd Stipend
4/4/19 20 18 16 |WPTA - Longevity payment; Spring Sports 1st Stipend
4/18/19 21 18 17
5/2/19 22 20 18
5/16/19 28 21 19
5/30/19 24 22 20 |2nd half of Insurance buyout
6/13/19 25 23 21
1/2 bi-weekly payroll check for 10 month employees
6/25/19 nfa nfa 215 |longevity for CSEA; TA Stipend; Spring Sports 2nd
Stipend; Clubs 2nd Stipend
6/26/19 nfa 26 255 |MULTI-PAY OPTION FOR10 (25.5) & 11 months (26)
6/27/19 26 24 n/a |Regular bi-weekly

** Please note there will be adjus tments made to the frequency of pay for the 2019-2020.
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Docking Form

|WHITE PLAINS CITY SCHOOL DISTRICT

SALARY DOCKING FORM

This form & to be used by the building attendance secretary io report an employee’s (all types
of employees) absence after employee has exhausted all of hisher paid sick, personal
and/or vacation #me. Fach time an employee is absent, this form must be email to

payrolioffice@wpesd.us and cc: human resources@wpesd.us, immediately on

the day of eack absence.

TO: PAYROLL OFFICE

FROM: (School, Bldg., Dept.)

DATE:

RE: (Employee Name; Position)

The above employee is absent on (date). This employee
has exhausted all ofhis/her _~ (sick, personal, vacation), as of

(date).

/
Principal/Building Supervisor Date

FOR PAYROLL PURPOSES ONLY:

Payroll Date: Houdy/Daily rate of Pay: _ .
Total # of HoursDays Docked: _ __ Total Amount Docked this P/R$
Attackererts/Salary Ifonration - PR

Calculated by: Approved by:

Cc: Human Resources
Employee
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TIMEPIECE “CHEAT” SHEET

e Review Employee Punches (Generally for Level 1)
Details on page 2-3

o Green check box = no exceptions or punch issues and usually does not need
tobe reviewed further.

o Any other symbols displaying next to a person’s name is some sort of exception
and/or punch issue that needs to be reviewed. The legend is at the bottom of the
screen.

o Toreview an employee’s punch — double click the employee name in the list

e Adding Event to an Employee’s Schedule (Sick, Vacation, Personal, etc.) — ifnecessary
Details on pages 4-5

o Approver needs to determine what the time is to be filled in with: Sick,

Vacation, Personal, etc. (this is called an Event)

o If the event time is not completed - it will be considered a dock
by payroll.
o To enter the Event, click Scheduler.
e Overtime - if necessary
Details on pages 6-7
o Double click the date to review
o If you are approving the overtime, then increase the Adjusted hours to match the
Actual hours.
o If you NOT approving the overtime, then leave alone and click OK.
o REQUIRED (if approving overtime): Leave a note as to the reason for the overtime.
o NOTE: Please check your overtime budget by running the appropriations report
in nVision before approving overtime.
« Submitting Employees to the next approver level and/or to
payroll
Details on page 8

NOTE: PLEASE PAY CLOSE ATTENTION TO THE PAYROLL CALENDAR

Once you have reviewed all of the employee punches, you must approve
everyone so the next level of approvals can take place and/or move on to payroll.
You can click one, multiple (hold CTLR key and click) or click Select All.

Names will highlight a darker green.

Click Approve Selection for the employees you want to submit to the next
approver level and/or to payroll.
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