Time Sheet Instructions

Open Junction and find the Time Sheet link on diedide of the window.

Ay Junction M=l E3
el .
Developer Log : ‘. -
DUJUNCTION
Posting I CLINICATI |
Green Light
E'F'?“'J Reparing Welcome to Junction Clinical Suite!

Intemal oL
Colections You can now access all your applications
Maintenance through the links on the left, instead of
Log depending on desktop shortouts,

Med Naotes

Patient Fund The names of some applications have changed:
Payment Plan

PN web o CWS is now Clinical

Records o WHS_O5 is now Business

Schedule

505

Time Sheet
| |

|juncti0n'|,wasatch WHSIS WasATCHFquan

Click the link once. A form will appear asking fgour user name and password.

Enter MNetwork Password [ 2] |

% Flease type your uzer name and pazsword.
Siter 10.1.0.20

Fealm 10.1.0.20

User Mame Iwasatch'\fquan

Password I“m“*ﬂ

[ Save thiz password in your password list

| k. I Cancel

Enter your log in information as pictured aboveepRce “fquan” with your Citrix log in
name. Enter your Citrix password. Click OK whemeo
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Fle Edit View Favorites Tools Help

o - = - @ [F @ Bsearch [GFavorites veda (& B & =1 H

Address [@] hitp://10.1.0.20 timeshestfwhstimesheet aspx =] e |Links 2

Time Sheet =

Quan, Francis

ID : 1075 [Wacation : 84 50 [liness 187 56 |Schedule - Full |Status - Non-Exempt Home Dept - 0001-0000
HR The pay period for today's date is :7/22/2007 to 8/4/2007

Messages [y our time sheet is due

Time
Sheet  |Click Add to begin filling out this time sheet

[
e
3

[i2

Superisor | Add |F'rmterFmend\y
[Ecit [Pay Code |Account Sun,
Tofals 0 O
JunctionWasatch WHSIS WASATCHquan

NN

2] [ |4 meermnet

The time sheet displays details about the emplgyieaiumber, vacation and
catastrophic time, full or part-time status, exemphon-exempt and home department.

The pay period section always displays the paygddrased upon the current date and
not the date displayed on the monthly calendarthénexample above, the calendar
displays July 1, but the message in the HR Mesdagestill states that the pay period
for the date in this example is 7/22/2007 to 8/8/20

Notice the blue bar that spans the width of theepdticontains the days and dates based
upon the date selected on the monthly calendais display is based upon a two-week
pay period.

Ignore the Complete a Supervisor Review button.

The Supervisor button on the left side of the stre# only appear for managers and
supervisors.

The Add button allows you to begin the time recogdprocess. Click the Add button to
begin adding hours worked. Multiple lines can bdeatiby filling out the initial line with
hours, clicking Save and then clicking the Add butto insert another line of time. For
example, someone who works at SBS and Giant Stepeecord to lines of time to show
total hours worked over a two-week period. Thil lae@ demonstrated later.
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(
7§ Time Sheet - Microsoft Internet Explorer [_[o]x]

Fle Edt View Favortes Tools  Help ‘
ok b - @ [ @] Bisearch BFavortes Eveda (B B & = H
Address |@ http:/{10.1.0.20ftimesheet fwhstimesheet .aspx =] e |Links &
Time Sheet =
Quan, Francis
ID : 1075 [wacation : 84 50 lliness : 187 56 Schedule - Full [Status - Non-Exempt Home Dept - 0001-0000
HR The pay period for today's date is :7/22/2007 to 8/4/2007
MesSages v our time sheet is due
Time
Sheet  [You are adding/editing a row of your timesheet. Click SAVE on the row to apply your changes
Status
Edit 3y Code Account T _’ 1 [y iy i
Save A Save
Cancel IReguIar Pay j IAdmmlSlratmnj Cancel
Totals 00 0 0 0 0 0 0 0 0 0 0 0 0 0
JunctionWasatch WHSIS WASATCHWquan
=
€] Done [ |4 meermnet v

The section below the horizontal blue bar allowesuber to enter their time sheet data.

The first drop-down menu (under Pay Code) dispfmyscodes. The second drop-down
(under Account) displays cost centers or contra8isof the other boxes are used to
record hours worked each day.

Starting with the Pay Code, click the drop-dowriihd the desired pay code. Regular
pay will be the most commonly used selection. Bsan have additional pay codes
related to their work. For example, maintenancekexs would not have client related
pay codes as seen in the image on the next page.

8/8/2007 Page 3 of 11



/3 Time Sheet - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help

GEack - = - B o} ‘ Dhsearch (3 Favorites  EMMedi

Address I@ http:ff10.1.0.20/timesheetwhstimesheet, aspx

Time Sheet

Quan, Francis
ID': 1075 [wacation : 84.50 [liness : 167.56|Schedule : Ful

HR The pay period for today's date is :7/22/2007 to
Mess3925 [y qur time sheet is due -

Tirne

Sheet  |You are adding/editing a row of your timeshest.
Status

Save
Cancel

|Regu\ar Pay j IAdministration

U3l

R’Eulr Leave Totals
Catastrophic

Junctiony Holiday Pay Hifquan
Provider SDS

Client Court Time
Client Transpartation
Administrative
Consultation/Education —
Training (required)

Training (non-required) hd

After selecting a pay code (see above), move toéxe drop-down (see below) and
select a cost center or contract code.

/2 Time Sheet - Microsoft Internet Explorer

Eile Edit Wew Favorites Tools Help

GBack - = - B £} | @Qisearch [ Favores E0Media (% | B-& 2 5

Address I@ htkp:fi10.1.0.20/timesheetfwhskimeshest, aspx

Time Sheet

\Quan, Francis
ID ;1075 |\x’acation - 8450 |liness @ 187 56 |Schedule @ Full|Status : Non-Exempt|H

HR The pay period for today's date is :7/22/2007 to 8/4/2007

Messages [your time sheet is due :
Time
Sheet  |You are adding/editing a row of your timesheet. Click SAVE an the row to
Status

Save

Cancel |Regu|ar Pay

i an
School Based Services

JunctionWVasatch WHSIS WASATCHSIAN Steps Autism
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After the pay code and cost center have been sdlgatgin entering hours for each day.
When done, click the word Save, once. If timedoother cost center needs to be added,
click the Add button again. After all hours haweeh entered, enter your PID in the box

next to the Sign button. Click Sign when done e ERample below displays a completed
time sheet.

7§ Time Sheet - Microsoft Internet Explorer [_[o]x]
Fle Edt View Favortes Tools Help ‘

ook - = - @ [F @ Bsearch [Favorites veda (E | B & =1 H

Address |@ hitp://10.1.0.20/timesheet whstimeshest aspx = @60 |Links >

Time Sheet

Quan, Francis

July 2007 >/ 1D : 1075 ‘\/acatmm EiiEDl\Hnesa 1687 56 |Schedule : Full|Status : Non-Exempt Home Dept - 0001-0000
TWTFGS |

M
Y 2

HR The pay period for today's date is :7/22/2007 to 8472007
2438 2 Messages yqur time shest is due :

Time  |Once you have completed this timeshest, you may click the Print Preview button to print it
Sheet  manually, or you may enter your PID in the box to the right to sign it electronically. If you sign
Status it electronically, it will be autornatically sent to your supervisor for approval.

2
@
&
[

Complets a Supemisor Review I
Supenisor | Add Printer Friendly \/ersmnl [ Sign
] B 7

B | (Rl ¢ pomao 800 |am0 |s00 |8m 800 |0 0 0 0 0 0 ] 0 1 Edit
Delete  |Pay Delete
Edit —Regular |\, stepsautsm | 40.00 0 0 0 0 0 oo 0 @00 e 800 8O0 |edo o 2 =il
Delete  |Pay Delete
dit Crisis School Basad Edit
k| Sehool 400 0 0 0 0 0 o o 0 0 40 0 0 ] 0 3 e
Totals 84 0 8 8 8 8 8 0 o] 8 12 8 8 8 0 L

JunctionWasatch WHSIS WASATCHquan

This example shows an individual who has worket®&@rs of regular time (which
includes a July} holiday) and 4 hours on the Crisis Team.

Most Wasatch employees do not work on holidaysheantry for July % needs to be

changed. Simply click once on the word Edit (kftight side of screen) to re-open a
time line to make changes.

Notice the changes made on the next page inclwedaddition of a line for Holiday Pay
with hours recorded on July’4 Holiday pay can only be recorded in your home
department as identified in the box listing emplygormation. If you attempt to
record holiday pay in a cost center other than yaume cost center, you will be

prevented from doing so and a message will apgdarg you to use your home cost
center.
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7§ Time Sheet - Microsoft Internet Explorer [_ O] %]

Fle Edt View Favortes Tools Help |

ok - = - @) & | @search FFavortes iveda H | B & = H
Address [@] hitp:jj10.1,0.20/timesheetfhstimesheet aspx =] @ ‘Llnks »

Time Sheet =

Quan, Francis I
July 2007 > D 1075 [Wacation - 84 50 liness 187 56 [Schedule : Full [Status Nnn-ExIﬂptlHume Dept : 0001-0000 I

HR The pay period for today's date is :7/22/2007 to 8/4/2007
Messages yqur time sheet is due
& 3 10 11 12 13 14

15 16 17 18 19 20 21 Time  |Once you have completed this timesheet, you may click the Print Preview button to print it
Sheet  \manually, or you may enter your PID in the box to the right to sign it electronically. If you sign
Status it electronically, it will be automatically sent to your superisar for approval.

Complete a Supervisor Review |
Supervisor | Add Printer Friendly \/erswonl Sign

Edit Regular School Based

e |2 Sohool ¢ 32000 800 800 |0 800

Edit —Regular | i ctepemutem 40,00 0 0 o 0 0 o0 o 800 (800 800 800 800 0 2 Edit

Delste  |Pay Delste

Edit Crisis School Based Edit

[l |Crisie e 400 0 0 0 0 0 o o o 0 400 |0 0 0 0 3 ozl

Bl HOY | s Eat |~

e | P 800 O 0 0 800 O o o0 o 0 0 0 0 0 0 4 ozl
Totals 84 0 8 8 8 8 8 0 s} 8 12 8 8 8 0

JunctionWasatch WHSIS WASATCHfguan

If the time sheet is for an employee who worksred of the facilities which is open 24
hours, 7 days a week, then entering 8 hours darimgliday is appropriate. However,
after entering your PID and clicking Sign, a messhgx appears.

Microsoft Internet Explorer E

& Your timesheet has a Pay Cade ather than HOLIDAY pay an the holiday, IF this is intended, please sign vour Time and Service again.

If you really did work a holiday, click the Ok batt and re-enter your PID and click the

Sign button. Clicking the Sign button sends theetsheet to the employee’s manager or

supervisor.
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Manager and Supervisor Review of Employee Time Sheets

To review employee time sheets, the supervisornedld to log on to the time sheet

program. When the program appears, click the Sugmrbutton located on the left side
of the screen.

Favorites  Tools  Help

7§ Time Sheet - Microsoft Internet Explorer [_[o]x]
Fle Edit View ﬁ

ook - = - @ [F @ Bsearch [Favorites veda (E | B & =1 H

Address [@] http://10.1.0.20 timeshestfwhstimesheet aspx

=] e |Links »
Time Sheet =
Quan, Francis
1D : 1075 ‘VEESUDH 84.50|lliness : 18756 Schedule : Full Status : Non-Exermnpt [Horme Dept : 0001-0000
HR The pay period for today's date is :7/22/2007 to 8472007
55218 2104 Messages [y our time sheet is due
12 13 14 15 16 17 18
19 20 21 22 23 24 25 Time
26 27 28 29 30 31 Sheet  |Click Add to begin filling out this time sheet
Status
Complete a Supervisor Review |

Supervisor |

Add |F'rmter Friendly \/ersmnl Sign

Totals 0 0 0 0 0 0

luneti meAfac ate b WHSTC WA C AT HWaan

The screen will change and display all employeeakeun person’s supervisory role. See
below.

Favorites  Tools  Help

(
7§ Supervisor - Microsoft Internet Explorer [_[o]x]
Fle Edit View

Gack - = - @ [ @] Bsearch [GFavorites veda E | B & = H

Address [@] hittps//10.1.0.20timesheet/WHSSupervisor, aspx

=] e |Links »

Time Sheet

S M TWTF S
ZEEnEii e

S & 7 & 9 1011 3 Sheet(s) Waiting for Employes Signature
12 18 145 35 16 15 18

Pay Period: 7/1/2007 to 7/7/2007

1 Sheet(s) Waiting for Superisor Signature

19 20) 21 22 23 24 25 0 Sheet(s) Complete

26 27 28/ 29 20 81 1
2 3 4 5 6 7 8

BRUCE JEREMIAH . 198

4 Total Sups d Employees

“igw All Downstream Employees

Supemisor QUAN FRANCIS

This employee has not begun to fill out the time sheet.

& Do Mothing o

€ Ready to Sign Py Duds Foount

€ Retum to Worker 0 0 0

Wiew Detail

I Signed By Warker

KING CARSON . 455

I Signed By Superisor

Supenisor QUAN FRANCIS
This employes has not begun to fill out the time shest

& Do Mothing
€ Ready to Sign

€ Return to Warker

0 0 0
Wiew Detail

I Signed By Warker
WESTWOOD JULIE . 800

I Signed By Superisor

Supenisor QUAH FRANCIS
This employes has not begun to fill out the time shest

&1 Done

NN

[ |4 meermnet

The top part of the page displays the pay periadhber of employees who haven't
submitted time sheets, number of employees who savmitted time sheets and are

8/8/2007
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waiting for a supervisor’s signature, and the nundf¢ime sheets that have been
completed.

In the example below, Mel Sharples has completedimmes sheet.

Fle Edt View Favortes Tools Help ‘
GBack - = - @[] @] @oearch DFavorites Trveda B S 2 H

Address |@ hitp://10.1.0,20/timesheet fWHS Supervisor aspx = @60 |Links >
[ This employee has not begun 1o il o0t the time sheet. -

& Do Nothing
€ Ready to Sign
 Return to Warker 0 0 0
Wiew Detail
I Signed By Warker I Signed By Superisor
SHARPLES MELODY . 1527 Supenisor QUAN FRANCIS

& Do Mothing
€ Ready to Sign

Pay Code e ee
Regular Pay Administration 80.00 40.00 40.00

© Return to Warker 80 40 40
“Wiew Detail
¥ Signed By Worker I~ Signed By Superisor
Enter your PID here, then click l—
Done
Done | Show/Hide Text Boxes for Failed Time Sheets

For each employee’s time sheet, supervisors camdmf three things:
* Do Nothing
* Ready to Sign
* Return to Worker
* View Detail

Since the time sheet view on this screen is suna®@dria supervisor can examine what
was entered each day by clicking the View Detaitdyufor the desired employee. This
will display the employee’s time sheet in Read-Onlyde. Click the Back button to
return to the supervisor view of all employees.

7§ Time Sheet - Microsoft Internet Explorer [_ Ol %]

View Favorites Iools  Help

- @A @ Boeach Favoites Preda B R & = EH
- tp:J10.1.0,20/timeshestWHS Timesheet . aspx j @G0 |L|nks o
Time Sheet =
Sharples, Melody

I0: 1527 [vacation : 76.00 liness : 98.00[Schedule - Full[Status - Mon-Exempt Home Dept - 0001-0000

HR The pay period for today's date is 7712007 to 7/7/2007
Messages vy time sheet is due

Time
Sheet  |This time sheet is waiting for supervisor approval
Status
uy Code Bt Sun, Jul 9| Won, bl 2 [ Tue, il 3 a Fri, Ul S [ Sut, Jl T | Sun, Ml [ Hon, il 9 Fri, dul 93 [ Sad, dul 18 [ Raciio |
Regular Pay  [#dministration  |50.00 |0 5.00 8.00 8.00 8.00 8.00 5.00 8.00 8.00 8.00 .00 o 1
Totals 80 |0 B 8 B 8 B 0 0 B 8 8 B 8 0

JunctionWasatch WHSIS WASATCHWquan

Because Mel recorded time on July; #er supervisor can use the Return to Worker
selection to send the time sheet back for corresticClick the Show/Hide Text Boxes
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for Failed Time Sheets button to add a message vdteming a time sheet. This will
open up a message box. You will need to scraktorn to the desired employee.

SHARPLES MELODY . 1527 Supenisar DUAN.FRANCIS
© Do Nothing
© Ready te Sign Regular Pay Adrninistration 80.00 40.00 40.00
& Retum to Waorker 80 40 40
“iew Detail
¥ Signed By Worker I Signed By Supervisar
Did you really work on July 4th or was this a mistake?) ;I
E
Enter your PID here, then click l—
Daone
Done | Show/Hide Text Boxes for Failed Time Sheels |
K |

Click Done to send the time sheet back to the eya@o A PID is not required at this
point.

When Mel logs in to review her time sheet, she ggk a message from her supervisor.

7§ Time Sheet - Microsoft Internet Explorer [_[o]x]

Fle Edit View Favortes Tools Help

oo - b - @ [ @] Bsearh GFavories Gveda B B & = H

Address |@ hitp://10.1.0.20/timesheet whstimeshest aspx = @60 |Links >

Time Sheet

Sharples, Melody
D : 1527 [wacation : 76.00 liness - 98.00|Schedule : Full[Status : Mon-Exempt [Home Dept : 0001-0000

HR The pay period for today's date is :7/22/2007 to 8/4/2007
Messages yvqur time sheet is du-e

;”2; Your supervisor has requested the following change to this time sheet: Did you really work on P
Ul

Stat July dth or was this a mistake?

23 30 31

Complete a Supervisor Review |

Add | Printer Friendly \/ersmnl

R P—

Edit —|Reqular ivenation 50,000 B00 800 (800 (800 |80 o 0 800 500 (a0
Delete  |Pay

Edit

8.00 .00

Totals 80 O 8 8 8 8 8 0 0 8 8 8 8 8 0
JunctionWasatch WHSIS WASATCHmsharples

The message function on the time sheet is one{n@y, supervisor to employee. If the
entry is correct, Mel will need to notify her supisor verbally or through email. She can
then enter her PID and click the Sign button tamethe time sheet to her supervisor.

The supervisor then clicks the Ready to Sign butixt to each employee, enters their
PID and clicks Done. See the image below.

SHARPLES MELODY 1527

Supemisor QUAN FRANCIS
This time sheet is complete.

€ Remove Sup Signature fPaycose oo ot Wesk 2
“view Detail Regular Pay Administration 80.00 40.00

80 40
¥ Signed By Worker [ Signed By Supervisor
Enter your PID here, then click l—
Done.
Done | Show/Hide Text Boxes for Failed Time Sheets
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If a supervisor needs to remove their signaturenfectime sheet, click the button labeled
Remove Sup Signature and then click the Done button

SHARPLES WMELODY . 1527 Supervisor QUAN FRANCIS

© Remove Sup Signature RayjEode) i =

oo Dt ai Regular Pay Adrrinistration B50.00 40.00 40.00
80 40 40

¥ Signed By Worker ¥ Signed By Supenvisor
Enter your PID here, then click l—
Done

Done | Show/Hide Text Boxes for Failed Time Sheets
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Signing Employee Time Sheets when a Supervisor is Gone

If a supervisor is not available to sign an empé&dydime sheet, the supervisor's manager
has rights to sign off on time sheets. In theolwlhg scenario, Francis Quan manages
Julie Westwood. Julie supervises Mel Sharples.

When Francis clicks the Supervisor button on metsheet, he sees Jeremiah, Carson,
Julie.

2§ supervisor - Microsoft Internet Explorer [_[=]
Ele Edt Yiew Favorites Tools  Help | &
@Back - ) - (A (2] (m] ) search tes & | (- in -

Address [£] hetpif10.1.0.20/timesheet/WHSSupsrvisor. aspx =l B ks *

Time Sheet

Pay Period: 7/1/2007 to 7/7/2007

3 Sheet(s) Waiting for Employee Signature
0 Sheet(s) Waiting for Superdisor Signature
0 Sheet(s) Complete

3 Total Sup d Employees

I Wiew All Downstream Employees | I
BRUCE JEREMIAH . 138 Supenisor QUAN FRANCIS

Thig employee hag not begun to fill out the time sheet,

Return to Warker
View Detail
I= Sigried By Waorker 7 Signed By Supenvisar

KING CARSON 455 Supenisor QUAN, FRANCIS

This employee has not begun to fill out the time sheet

I Signed By Warker I7 Signad By &

WESTWOOD JULIE 0 Miew this employee's workers Supervisar QUAN,FRANCIS

This employee has not b

“iew Datail

I= Signed By Warker I7 Signed By Supenisar s
L CT T T T e

Because Julie is Mel’s supervisor, Mel doesn’'t @pma Francis’ screen. However, if
Francis needs to sign Mel’s time sheet, in Jubdisence, all he needs to do it click the
View this Employee’s Workers button (next to Judie@ame) to display Mel’s timesheet.

If a program manager has multiple supervisors aisties to see every employee in their
program, all they need to do is click the View Bibwnstream Employees button near
the top of the screen. The higher a person ihemtanagement chain of command, the
more employees this person will see when they ¢hekView All Downstream
Employees button. The Executive Director for Welsatan use this button to view every
employee at Wasatch.
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