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Assigning Employees to Time &
Attendance

1. To assign an employee to Time & Attendance, you will want to first go to
Attendance > Time and Attendance > Employee Assignment.

2. Once there, you will select the respective attendance option for this employee. For
this guide, we will go over assigning to both a Timesheet and a Time Clock.

Timesheet Employees

1. Select either In/Out Timesheet or Total Hours Timesheet, depending on the
timesheet your employees use. The functionality is the same for either type of
timesheet. Click on the orange pencil to the left of the correct option.

Assignment
222 Dashboard

@ Time and Attendance

Description “ Start Date End Date

n In/Out Timesheet May 1, 2015 Dec 31,2100

B ool s imesheet May 1, 2015 Dec 31,2100

2. From here, select the empty box next to the employee you would like to assign.
After they are checked off, hit ‘Save'.
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Assignment
A - Active v 18EMPLOYEES | Search Employees... Employee Name v B GRIDOPTIONS (3 EXPORT
Assign Employee ID Last Name “ First Name Employee Status Gender
1418 Bennit Claire A - Active F- Female
1080 Daley Alex A - Active F - Female
1413 Employee Test A - Active U - Unspecified
1414 Employee Test A - Active U - Unspecified
1425 Employee Test IA - Active M - Male
1350 Evans Mellissa A - Active F - Female
1411 Hours Total A - Active M - Male
1348 Jackson Desiree A - Active F - Female
1369 Jehn Johnson A - Active M - Male
1400 Johnson James A - Active M - Male
1402 Jones John A - Active M - Male
1373 Jones Susan A - Active F- Female
1031 Sears Nicole A - Active F - Female
1401 Smith bob A -Active M - Male
1352 Smith Davi A - Active F - Female
1424 Smith John A - Active M - Male
1412 test sam A - Active F- Female
1420 Timesheet Total A - Active U - Unspecified

T

3. To verify that the employee has been assigned correctly, you can view them in the
Approval area. Select Approval > Timesheet Adm Approval.

Time Schedule History

Check Date Start Date End Date Active -
02/26/2021 02/14/2021 02/20/2021 Y
03/05/2021 02/21/2021 02/27/2021 N
[ J03/19/2021 03/07/2021 03/13/2021 N
04/09/2021 03/28/2021 04/03/2021 N
04/16/2021 04/04/2021 04/10/2021 N
04/23/2021 04/11/2021 04/17/2021 N
04/30/2021 04/18/2021 0412472021 N
05/07/2021 04/25/2021 05/01/2021 N -
ARM A AR AAT ARING A4 n

Save

Edt EmpID |Employee Name |status I 8y | Hourd Deduct  OT Mileage Expense Notes| Appr |Reject Notify|Comi
& | 1080 Daley, Alex New 200 000 0.00 w| B 0O

& |1416 Employee 2, Test New 1200 000  0.00 @ O gl|

& 1414 Employee, Test New 800 000 0.0 w B gO|
| & 1425 Employee, Test Ne: 000 000 0.0 a 50O |

& 1417 Hours, InfOut New 000 000 000 w B OB

& |1an Hours, Total New 000 000 0.0 @ O galg|

& | 1348 Jackson, Desiree J New 000 000 0.0 W O galg

& [1351 Jones, Lauryn New 000 000 0.0 a B 0O|

& | 1356 Knight, Mike B New 000 000 000 w 50O B

& | 1200 Mannion, Brittany New 000 000 000 w B OB

& |1230 Patemno, Zaidy New 000 000 0.0 @ O gl|

& 1031 Sears, Nicole New 000 000 0.0 w Oigm|

& | 1352 Smith, Davi New 000 000 0.0 a 50O |

& |1362 Smith, Nick New 000 000 000 a B OB

& | 1358 Swam, Rochelle F New 000 000 0.0 @ 008

& | 1420 Timesheet. Total New 000 000 0.0 W O galg

& [1364 Wing, Sam New 000 000 0.0 w B gO|

4 »
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Time Clock Employees

1. Select the orange pencil next to the Time Clock option.

Assignment
board

3 RESULTS e T EXPORT

@ Time and Attendance

Description “ Start Date End Date

In/Out Timesheet
n Total Hrs Timesheet
B webciox

Dec 31,2100

2. From here, select the empty box next to the employee you would like to assign.
After they are checked off, hit ‘Save’.

Assignment
A - Active v 10 EMPLOYEES Search Employ Employee Name +~ E GRIDOPTIONS | [ EXPORT
Assign Employee ID Last Name “ First Name Employee Status Gender
1418 Bennit Claire A - Active F - Female
1413 Employee Test A - Active U - Unspecified
I 1425 Employee Test IA - Active M - Male
1369 John Johnson A - Active M - Male
1400 Johnson James A - Active M - Male
1402 Jones John A - Active M - Male
1373 Jones Susan A - Active F - Female
1401 Smith bob A - Active M - Male
1424 Smith John A - Active M - Male
1412 test sam A - Active F - Female

‘  SAVE (1)
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3. After assigning the employee in the above area, they will also need to be assigned
under Time Clock > Employee Assignment. This step is always second. Once you
check off the box next to their name, hit Save.

Assignment

A-A v 20EMPLOYEES Em eName v| @ GRIDOPTIONS (3 EXPORT
Assign Employee ID Last Name * First Name Employee Status Gender
1370 Canan Maryjane A- Active F - Female
1015 Dudeck Kayla F - Female
1410 EE T U - Unspecified
1416 Tes M- Male
1409 tes| U - Unspecified
1349 Phi A- Active M- Male
1417 Hours InfOut A - Active M
1351 Jones Lauryr F - Female
1359 King McKayla A - Active F - Female
1356 Knight Mike A- Active M- Male
1361 Lake Sheila A - Active F - Female
1200 Brittany ! F - Female
1006 Molter Peter v M - Male
1230 Paterno Zaidy
1354 Sanderson
1362 Smith Nick M- Male
1358 Swam Rochelle
1372 Test Tes
1355 Weston Nancy
136 Wing am

4. To verify that the employee has been assigned correctly, you can view them in the
Approval area. Select Approval > TimeClock Adm Approval.

End Date Active
0272021 " 2
ov132021 N
oam32021 N X
v | Eastem Standard Tin v Show Locations
Add  Edn AppANl[|  Perod 3 EmpiD:  Employee Name & Statws 3 Missing s HrsMins:  Deducts  Adjusts  OT: OtherHrs:  Outside Schedule & #Notes =
18 2 Wit 022121022721 an Canon, Manyane e 0 a0 0000 2000 060 000 ) o
2@ 2 WK 0221721022721 1015 Dudeck. Kayls Nen o a0 0000 000 000 000 o 0
i@ 2 WK1 022121022721 110 EE Test New ] a0 0000 0000 0000 000 o 0
2 Q@ 2 Wit 0221721022721 1409 ampioyse, test Now ° 0000 00.00 0000 0000 000 ° °
| ENC Wkt 0221721022721 1416 Empiayee. Test New 0 Joson 0000 000 0000 000 o o
18 2 WKt 022121022721 1350 Evans, Moissa New ° ) o000 000 0000 000 0 o
2@ 2 WK1 0221721022721 1249 e Phiy New ° 0000 00.00 2000 0000 000 0 0
3@ 2 W 0221721022721 1359 King, MeKaya Nes 0 0200 0000 000 0000 0% 0 o
1@ 2 WK 0221210227121 1361 Lake, Sneda New o 000 000 w00 000 0% 0 0
2@ & WK 022121022721 1008 Moter Peser New o 0000 0000 000 0000 000 0 o
3@ @ WK 0221721022721 1354 Sandarson, Cors K New 0 %00 .00 %00 0050 0% o 0
3@ @ Wit 022121022721 nr Test Test New o 0000 0000 00 0000 00 o o
4@ 9 Wit 0221210227721 1358 Waston, Nancy M New 0 0000 0000 000 0000 000 ) [
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Time Clock IDs (for physical clocks)

e If you are using a physical clock, you will need to assign the Time Clock ID to the
employee as well. To do so, go to HR Admin > Manage Employees > Employee

Center. Select the employee by selecting the orange pencil next to the employee’s
name.

Employees « sackto List Test Employee

& Hire Employees

& Manage Employees

e The first page you will be brought to is the Demographics page. On here, enter in
the Time Clock ID number in the respective box.

o For aphysical time card, the ID will be the first string of numbers after the
leading O’s on the card.

o For a biometric clock, the ID is often the last 4 of the EE’s social — unless set
up differently initially.
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Assigning Employees to Their Managers

N

After assigning your employee to Attendance, it is imperative to assign them to
their manager to ensure they can approve their time for payroll.

Navigate to HR Admin > Security Control Center > User Assignment.

Select the manager you need to assign the employee to in the top dropdown menu.
There is a list of employees below the manager’'s name. Check off the employee you
would like to assign (you can assign multiple at once) and hit Save once you have
finished.

User Assignment

Employees

usens. | 1
38 EMPLOVEES
Assign EmployeeID ¢ LastName * First Name Employee Status
a18 Bennit Claire A - Active
370 Canan Maryjane A - Active
(v 1080 Daley Alex A
015 Dudeck Kayla A-
1410 EE Test A- Act
v 425 Employee Test A - Actl
1416 Employee Test A~ Act
409 employee test A ti
a Security Control Center 414 Employee Test A - Acti
E 1413 Employee Test A~ Active
U 350 Evans dellissa A - Acti
: 1349 Hall A - Acti
L 4 Hours Total A - Acti
. 417 Hours W/Out A- Act
v 348 Jackson  Desiree A- Act
=
1369 John johnsan Active
400 Johnsan jame: Ac
1402 Jones ohn  A-Act ive

5 GRID OPTIONS

Gender Department Location

~Female 05 - Service 04 - Springfield

F
F
F
F - Female
u
M
M

01 - West Springfield

01 - West Springfield

03 - East Longmeadow

Male 01 - Administration 04 - Springfield
-Female 05 - Service
-Male 05 - Service

-M 01 - Adi

5. One employee can be assigned to multiple managers. This assignment step does not
need to occur for admins as all employees are automatically assigned to admins.
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