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SECTION 1: INTRODUCTION

The Frontline Time and Attendance Program is being utilized to replace the school district’s
existing paper timesheet and timecard system. Timesheets will now be completed by employees
and approved by supervisors electronically in the Time and Attendance program.

** Please note that Time and Attendance only allows for one approver on the timesheets
submitted by employees.

If your school or department procedure has included multiple timesheet or timecard approvers in
the past, this process has been updated with the new system. In the Time and Attendance
program, the only approver will be the final approver, such as the administrator at a school or a
director for a department.

However, if the final approver also wishes to have a designee review and reconcile the
timesheets first, that person must be set up as a “Campus User” in Time and Attendance, with
access to the appropriate employee timesheets. This setup can be requested from the Human
Resources Department. The school or department will then need to establish a communication
procedure between the reviewer and approver on when the timesheets are ready for final
approval.

** Please note that lunchroom monitors, part-time clerical staff, After School Program
employees, and band assistants will still need to complete paper timesheets and submit them

to Payroll for their time to be paid. These employees will not complete a timesheet in Time
and Attendance at this time.

SECTION 2: TIMESHEET REVIEW AND APPROVAL

1. Log into the SSO Portal and click on the Frontline Absence Management bookmark:

& fronttine

Frantline

Absence Ma...




2. Click on “Time and Attendance:”

frontline

education.

Houston County Schools
Select an Application

Absence Management form

Time & Attendance formerly VeriTime

3. Please ensure that you are identified as a “Campus User” in the upper right-hand corner
of the screen:

n County Schools Q 5earch

Timeshest Review People Locator Work Summary )

& “D

Work Detail My Users

** If you do not see “Campus User” under your name, click in that area. A drop down
will appear and you can choose that option. If you do not have that option listed,
and you are one who reviews and/or approves timesheets, please contact the Human

Resources department to grant you access.

** An employee who enters a timesheet on a weekly basis, but has also been designated
as a timesheet reviewer will have two options when clicking in the upper right-hand
corner. They will use the “Employee” option to enter their own timesheet every
week and will use the “Campus User” option to review timesheets. Please see the

image below:

() — -

Camniie licsar

Campus User v

Employee (BUSINESS DEPT ADMIN ASSIST)

() signout




Once you have verified you are a “Campus User,” please follow the steps below to review and/or
approve timesheets.

4. Click on the “Timesheet Review” icon:

Time & Attendance ¥ Houston County Schools

NAVIGATION G)

2 i Timesheet Review
om:

it eports - -y
£ Resource Library > g

People Locator

Work Detail

@

5. Under Date Range, click the dropdown menu and choose the week that needs to be
reviewed and approved:

TIMESHEET REVIEW

Timesheet Review

View: Buzsiness | change v

Date Range: Filter By: Sort By:
‘ Weekly v | - None — v | User Name - Ascending
| 01162023 - 0112272023 vl ‘,”:"fe', Status:

s
Q Search I

Advanced Options




6. Click “Search” and a list of employees will appear under this box:

TIMESHEET REVIEW

Timesheet Review

View: Business | Change v

Approve, Reject, or Reset Timesheets
Date Range: Filter By: Sort By:
| Weekly [« None -- v ‘ User Name - Ascending Advanced Options

03/06/2023 - 03/12/2023

User Status:
Any v

Q Search

Weekly 14 <+ Pag 1 of 1 »r» splaying 1-5 (Total: 5)
03/06/2023 - 03/12/2023 Displaying 1-5 (Total: 5

Total Total Working Time and Total Net

0 User Scheduled Paid Leave Time  Difference Statue

Submitted
Submitted
Approved
Pending

Approved

** Please ensure the list includes all of the employees you review and approve
timesheets for. If an employee is not shown and needs to be, please contact the
Human Resources Department.

7. Please pay attention to the “Net Difference” column on this screen.

a. A negative amount may mean that the employee is missing a punch or a time event on
their timesheet.

b. Leave entered into Absence Management should flow to the timesheet automatically.
Because of this, a negative amount could mean that a leave event was not entered into
the Absence Management system.

In addition, a positive amount means that the employee worked more than their
scheduled hours and that overtime pay may be owed to the employee.




8. Any timesheet that is ready for review will show “Submitted” in the “Status” column. If
the timesheet does not show this status, the employee may need to be reminded to submit
their timesheet.

** Please note that timesheets will be created in the system for the holiday weeks, such
as Fall Break, Thanksgiving break, Christmas Break, and Spring Break. They
include a master calendar event that fills in the timesheet automatically.

These timesheets must still be submitted in the Time and Attendance program by
the employee and must be approved by the campus user!

TIMESHEET REVIEW

Timesheet Review

View: Business | Change v

Approve, Reject, or Reset Timesheets

Date Range: Filter By: Sort By:

i Weekiy | —None — Advanced Options

03/06/2023 - 03/112/2023 UserStaus. i

| Any

Q Search

Weekly s 3 i | Gt ; e
03/06/2023 - 03/12/2023 L _af ID o\vmgilm 5

Total Total Working Time and Net
[ User Scheduled Paid Leave Difference

Status
Submitted
Submitted
Approved

Pending

Approved

To view the timesheet for review purposes, click on the timesheet icon next to the name
of the employee whose timesheet you would like to review:

¥

_Ii:f




10. The timesheet will open in new box on the screen:
a. The total amount of time entered will appear at the top of the screen.

b. Ifyouclick “Expand All,” the screen will open all of the days of the timesheet and
you can scroll through to review each day’s activity.

Approve. Reject, or Reset

oa | Weekly
% actions~ || & | 03/06/2023 - 03/12/2023

| v Expand All |} A Collapse All |

MON March 06, 2023 Total + 08:10 Paid +08:10 A
LOCATION S JOBTYPE STATUSA | T\‘l Delele ﬁr;resh;:et
Business -Finance 242 Day - 8 Hour Employees 03/14/2023 Submitted =

SCHEDULE Type From To Duralion Paid

Regular Work - - 0800

© Add New Event |
TIME EVENTS Sign In

o Sign Qu Tots Paid
7 | signmout 07:30 AN 04:40 PM LR Il o
&4 - (Aot - (Actua

Account: 100-1450-2500-142300-8004-04-000000 Change
ADMIN TIME £

| Auto Deduct Time -01:00 -01.00  Dissple

TIMESHEET COMMENT

Insert Comment +0810 +08:10

11. When reviewing a timesheet, please pay attention to the following:

** Ensure all actual time worked has been entered on the timesheet.

** Ensure all leave has been entered and has correctly flowed from Absence
Management onto the timesheet.

** If the employee utlized flex time during the week, please ensure it was appropriately
reflected on the timesheet.

** Please note that lunch breaks are automatically deducted on the timesheet for some
employee groups. These employees are only required to clock in at the beginning of
the day and the end of the day. This auto deduct is listed as “Admin Time.”




. If you scroll to the bottom of the screen, a summary is given. It will display how much
work time was entered, how much leave was entered, and how many hours were auto-
deducted (Admin Time).

** The total of these hours should agree to the employee’s sheduled hours for the
week. If the total is not correct, you must research to find the discrepancy.

TUE March 07, 2023 Total + 08:05 Paid +08:05 +

WED March 08, 2023 Total + 08:17 Paid + 08:17 +

THU March 09, 2023 Total + 08:43 Paid +08:43 +

FRI  March 10, 2023 Total + 06:30 Paid = 06:30 +

Weekly 03/06/2023 - 03/12/2023 Summary

LOCATION JOB TYPE TYPE

‘ Business - Finance 242 Day - 8 Hour Employees Time Events

Business - Finance 242 Day - § Hour Employees Leave

Business - Finance 242 Day - & Hour Employees Admin Time

Total

13. If a correction is required on the timesheet, the method of fixing it depends on what the
error is. Here is a list of common errors and how to make the correction:

a. Error Example #1 — The employee did not take a lunch break or did not take
their full lunch break:

If the employee has an auto-deducted lunch break, you must change the

amount of the deduction on the appropriate day.

When changing the amount of the deduction, enter the number as a NEGATIVE.

[f the employee did not take a lunch, enter 0:00.

Click “Save Changes” for the change to take effect.

** You MUST notify the employee of the correction.

** Time and Attendance will require you to enter a reason for the change.
Include the reason and the statement “Notified Employee.”

** Once the change is made, verify the day reflects the correct total time
worked.




= .;.-. | Weekly
# Actions~ || & | 53/06/2023 - (

% Cancel All Changgs & Save Changes

v Expand All

MON March 06, 2023 Total + 08:40 Paid +08:40

LOCATION JOBTYPE DUE STATUS

Business - Finance 242 Day - 8 Hour Employees  03/14/2023 Submitted SjDelets Tineche-!

SCHEDULE Type From To Duration Paid

Regular Work - - 08:00

TIME EVENTS g
Sign In/Out 07:36 AM 05:01 PM Testing-Notified
. Employee

Account: 100-1450-2500-142300-8004-04-000000 Change

ADMIN TIME Reason

Paid

% | Auto Deduct Time

Testing-Notified

-00:45  Enzdle

TIMESHEET COMMENT

Insert Comment +08:40 +0840

If the employee clocks in and out for lunch, On the timesheet in the review

screen, expand the date, click on the time that requires the correction, and enter

the correct time. Click “Save Changes” for the change to take effect.

** You MUST notify the employee of the correction.

** Time and Attendance will require you to enter a reason for the change.
Include the reason and the statement “Notified Employee.”

** Once the change is made, verify the day reflects the correct total time
worked.




B i ;;. Weekly TOTA AID = 3 .
R Actions~ || B | 00130023 - 021192023 + 395 39:55 % Cancel All Changes | BICAEIEROI L

v Expand All | | A Collapse All

MON February 13, 2023 Total + 08:00 Paid +08:00 A

LOCATION JOBTYPE DUE STATUS
Business - Finance Business 242 Clerical 02/21/2023 Submitted

i Delete Timesheet

© Add New Event

TIME EVENTS Sign In

Sign In/Out 07:30 AM Testing-Notified
; Employeel

Account: -- Nong

Sign In 5K ut

12:25 PM 04:30 PM

— (Actual)

Sign InfQut +04:05

Account: - None Selected -- Cl

ADMIN TIME

Auto Deduct Time 2, 00:00

TIMESHEET COMMENT

Insert Comment +08:00 +08:00

Error Example #2 — Leave is missing from the timesheet — The leave must be
entered in the Absence Management System first. Once it has been entered, you can
come back to the timesheet in Time and Attendance, the leave should be reflected,
and you can move forward with review and approval.

FRI March 10, 2023 Total + 08:00 Paid + 08:00

LOCATION JOBTYPE DUE STATUS
Business - Finance 242 Day - 8 Hour Employees 03/14/2023 Submitted

SCHEDULE yp ~10) To Duration Paid
(SICK) Pers liiness: 568139437  Leave - 08:00 Yes
© Add New Event

TIME EVENTS Sign Ir gn Out Totzl Paid

Sign In/Out 00:00 00:00

LEAVE

(SICK) Pers lliness




Error Example #3 — The employee did not clock in or out correctly — On the

timesheet in the review screen, expand the date, click on the time that requires the

correction, and enter the correct time. Click “Save Changes™ for the change to take

effect.

** You MUST notify the employee of the correction.

** Time and Attendance will require you to enter a reason for the change. Include
the reason and the statement “Notified Employee.”

** Once the change is made, verify the day reflects the correct total time worked.

£+ Actions » Weeidy

YT L= ) 03/06/2023 - 03/12/2023 4 401! x Cancel All Changes | MC&ETENE NS

v ExpandAll || A Collapse All |

MON March 06, 2023 Total + 08:40 Paid +08:40 A

LOCATION JOB TYPE

STATUS et
g | 17 Delete Timeshest

DUE
Business - Finance 242 Day - 8 Hour Employees 03/14/2023 Submitted

SCHEDULE Type From To Duration Paid
Regular Work - - 05:00
© Add New Event |

TIME EVENTS Sign Ir e

Sign In/Out 07:36 AM 05:01 PM Testing-Notified
Employee

- {Actual - {Actual)

Account: 100-1450-2500-142300-8004-04-000000 Change

ADMIN TIME Duratiol Reason Tota £l

Auto Deduct Time -00:45 Testing-Notified -00:45 -00:45  Ensble

TIMESHEET COMMENT

Insert Comment +08:40 +08:40

Error Example #4 — The employee worked hours over the weekend, but those
days and times are not showing on the timesheet — This time must be physically
added by the campus user. Please complete the following steps:

e At the top of the timesheet, click on the dropdown menu called “Actions™ and
choose “Add Timesheet:”

S oo | Wiekly TOTAL AL
m #Adions~ || 8 | odingio003- 061252023 +40:00  +40:00
Add Timesheet
LOCAT DUE STATUS
Busin™ Copy Timesneet (-8 Hour Employees 06/27/2023 Submitted

Move Absences
Move Timesheet Events
View Payroll Summary
© Add New Event
View Change Log St il i

Total

Sign In/Out 00:00




A box will appear that will allow you to choose the day and date. Choose the
weekend day you need to add time for by clicking on the drop down box. Then,
click OK:

| Add Timesheets
Jates
Sat, June 24, 2023 v \

Location/Job Types

Business - Finance - 242 Day - VI

% Cancel

You will then see that the particular weekend day is now appearing on the
timesheet. You can enter the clock in and clock out times for the time worked to
be added to the timesheet for the week. Click “Save Changes” for the addition to
take effect.

SAT June 24, 2023 Total 00:00 Paid 00:00 A

SCRTION TOBTVPE DUE STATUS S
Business - Finance 242 Day - 8 Hour Employees  06/27/2023 Pending B A ol

© Add New Event
TIME EVENTS g Total Pald

Sign In/Out 00:00 00:00 o]

TIMESHEET COMMENT

x | Insert Comment 00:00 00:00

Please remember:

** You MUST notify the employee of the correction.

** Time and Attendance will require you to enter a reason for the change. Include
the reason and the statement “Notified Employee.”

** Once the change is made, verify the day reflects the correct total time worked.

14. Once the timesheet is correct, you can now approve it. Click the “Approve, Reject, or
Reset” button at the top of the timsheet.

- Approve, Reject, or Reset

15. A “Timesheet Status™ box will appear.
a. Make sure the action is shown as “Approve.”

13




Type a description in the comment box if necessary.

Click the box next to the statement “I certify that these timesheets are a true
statement...”

Click Submit.

Timesheet Status

Action: | Approve

Comments:

e |

certify that theze timesheets ars a true siatemeant of the hours

recorded in the period indicated.

16. A box will appear saying the updates were successful. Click “Close.”

Timesheet Status

The update(s) were successful

| Close |

17. Close the timesheet to go back to the employee list. The status of that timesheet will now
show as “Approved.”

18. You can now move forward with approving other timesheets.




SECTION 3: TIMESHEET APPROVAL SCHEDULE

Please note that work weeks for the Houston County School District begin on Monday and end
on Sunday.

All timesheets must be reviewed and approved in the Time and Attendance program on a weekly
basis. In addition, all timesheets for a pay period must be approved by the Payroll Approval
Deadline. Example #1 includes a schedule of those approval deadlines.

[f timesheets are not approved in a timely fashion, the payment of overtime could be affected.

SECTION 4: PAYMENT OF OVERTIME

There are two types of additional time beyond the employee’s normal work hours that could be
reflected on a timesheet.

The first type is called “GAP” time. This type occurs when additional time over the employee’s
normal scheduled hours is reflected on the timesheet, but the employee did not physically work
more than 40 hours during the work week. In this circumstance, some type of leave is normally
present on the timesheet as well, or the employee’s scheduled work hours are less than 40. This
additional time would be paid at the employee’s regular hourly rate.

The second type is called “Overtime (OT).” This type occurs when additional time over the
employee’s normal scheduled hours is reflected on the timesheet, and the employee DID
physically work more than 40 hours during the work week. In this instance, the additional time
would be paid at one and a half times the employee’s hourly rate.

The Time and Attendance system keeps track of the additional time worked by employee and
automatically classifies it as GAP or overtime. If GAP time or overtime is noted on_a timesheet,
it must be paid. This additional time will be paid by the Payroll Department via an export from
the Time and Attendance program.

** However, schools must still submit documentation and payment to the Business Office for
any GAP or overtime being paid from School Activity Funds.

** For any questions regarding the approval of timesheets or the payment of overtime, please
contact the Payroll Department.
SECTION 5: GAP/OT PAYMENTS — SCHOOL ACTIVITY

To pay for the GAP or overtime from School Activity Funds, please adhere to the following
steps:

1. On the Home screen in the Time and Attendance Program, click on “Reports:

15




Time & Attendance v Houston County Schools

2N
NAVIGATION ©)

ﬁ:} Home

[l Reports

Timesheet Review

Resource Library

2. Click on “Work Summary:”

Time & Attendance v = Houston County Schools

NAVIGATION
m Home

|l Reports People Locator

PEOPLE, TIME, & PAYROLL

Timesheet Review

Work Summary

£ Resource Library

Work Detail

Payroll Review
Schedule Summary
Clock Exceptions
Clock Log

My Users

CUSTOM

Report Writer

3. Click on the dropdown menu that lists the date range. Select the week the GAP or
overtime occurred:




WORK SUMMARY

Work Summary

Date Range:

Weekly

03/06/2023 - 02/12/2023

User Status:

Show Columns: Narrow by Locatiol
All Options All Options

Working Time 2 Business - Accc
Paid Leave Time Business - Fina
Unpaid Leave Time

Total Time

| Ao
% Total Scheduled
Group By: -

TR et 6 selecled
None (Default)

Filten By Sisin o
| None (Default) v

Run Report

Click “Run Report:”

; Run Report |

The list of your employees will appear. Click on the “Work Detail Report™ icon to the
left of the employee name that had the overtime:

&z]

On the next screen, a box with report parameters will appear. CHECK the box next to
“Hide Work Week Summary,” and UNCHECK the boxes next to “Hide User Signature
Line” and “Hide Manager Signature Line:”

ORTS > WORKDETAIL

Work Detail

Date Range: I—DJSDIZM-Q-MOD_] Eilter By iy i e
W‘é;;r‘j"“ ) ) ) v—§ Hide Work Week Summary l Events and Yages vl

[
| | L e
|

| 03/06/2023 - 03/12/2023

(] Hide Job Summary
] Hide User Signature Line
(] Hide Manager Signature Line

Run Report




7. Click “Run Report:™

' Run Report

8. A “Job Summary” screen will appear. Right click in the job summary and choose
“Print:”

JOB SUMMARY

Jobs Events ' Wages

WAGE CODES

242 Day - & Hour Employees A Auto Deduct Time

Sign In/Out
’

(SICK) Pers lliness Cast...

Search images with Google

25 Create QR Code for this page

242 Day - 8 Hour Employees Total Translate to English

Jobs 03/06 - 0312 Total View page source

Inspect

Signature ofl

Manager's Signature:

9. The report will appear in a printer output screen. Print the report to later be placed with a
supplemental pay voucher. The employee and supervisor must sign and date this report.

** Please note that the Work Detail Report provides information on how much work time was
related to regular work hours, how much was GAP time, and how much was overtime. This
will be used to determine the amount of additional pay due to the employee. Example #2
includes a report with GAP time and Example #3 includes a report with overtime (“OTI15”).

10. Obtain a supplemental pay voucher (Example #4). Complete the form to calculate how
much is owed to the employee for the additional time.

** Please remember that the GAP or overtime shown on the Work Detail report must be
rounded according to the rounding rules seen below when calculating the amount owed.
GAP time is paid at the employee’s regular rate, and overtime is paid at one and a half times

the employee’s regular rate.
Addl. Min. Recorded Round To
8.0 to 22.0 minutes Quarter Hour (.25)
23.0 to 37.0 minutes Half Hour (.50)
38.0 to 52.0 minutes Three Quarter Hour (.75)
53.0 to 7.0 minutes Whole Hour (.00)




11. Using the Supplemental Pay Voucher and the Time and Attendance Work Detail Report
as your documentation, please issue a school check to the Houston County School
District for the amount of pay owed, including FICA.

12. Send the check, the original Supplemental Pay Voucher, and a copy of the Work Detail
Report to the Payroll Department at pony code 8004.

SECTION 5: TIME AND ATTENDANCE CONTACT LIST

For questions on new hire setup/access, clocking in/out issues, or visibility/approval access,
please contact the Human Resources Department:

Marie Porter, Human Resources Specialist 988-6200, Ext. 1978
Will Ray, Director of Human Resources 988-6200, Ext. 1980

For questions on timesheets, the timesheet review/approval process, or overtime, please
contact Payroll:

Cathy Solomon, Payroll Manager 988-6250, Ext. 1233
Hannah Gordon, Payroll Secretary 988-6200, Ext. 1238
Paula Nash, Director of Accounting 988-6200, Ext. 1236

[f you have issues with the physical kiosk, please contact the technician assigned to your school
or department.




FY2024 TIMESHEET APPROVAL SCHEDULE

TIMESHEET DATES APPROVAL DEADLINE
FROM THROUGH
7/1/2023 7/9/2023 7/27/2023
7/10/2023 7/23/2023 7/27/2023
7/24/2023 8/6/2023 8/10/2023
8/7/2023 8/27/2023 8/31/2023
8/28/2023 9/10/2023 9/14/2023
9/11/2023 9/24/2023 9/27/2023
9/25/2023 10/8/2023 10/18/2023
10/9/2023 10/22/2023 10/26/2023
10/23/2023 11/5/2023 11/7/2023
11/6/2023 11/19/2023 11/29/2023
11/20/2023 12/3/2023 12/6/2023
12/4/2023 12/31/2023 1/4/2024
1/1/2024 1/14/2024 1/17/2024
1/15/2024 1/28/2024 1/31/2024
1/29/2024 2/11/2024 2/14/2024
2/12/2024 2/25/2024 2/29/2024
2/26/2024 3/10/2024 3/14/2024
3/11/2024 3/24/2024 3/26/2024
3/25/2024 4/7/2024 4/11/2024
4/8/2024 4/21/2024 4/26/2024
4/22/2024 5/5/2024 5/9/2024
5/6/2024 5/19/2024 5/23/2024
5/20/2024 6/2/2024 6/6/2024
6/3/2024 6/16/2024 6/20/2024
6/17/2024 6/30/2024 7/8/2024
7/1/2024 7/14/2024 7/25/2024

DATES SUBJECT TO CHANGE: Notification will be sent by email when

this is necessary.

Example #1
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SUPPLEMENTAL OVERTIME SALARY

PAYMENT VOUCHER
WEEK OF:
NAME: SOC.SEC. #
LOCATION: REG HRLY RATE OIT RATE
POSITION: CERTIFIED NON-CERTIFIED
DATE  TIMEIN TIMEOUTTIMEIN TIMEOUT  REG orT TOTAL  WAGES
HOURS HOURS HOURS
TOTAL SALARY DUE [ ]
MATCHING SOC.SECURITY (7.65%) I ]
TOTAL DUE TO HCBOE FOR REIMBURSEMENT | ]

ATTACH ORIGINAL TIME SHEET OR COPY OF TIME CARD ALONG WITH A CHECK FOR THE TOTAL DUE.

1. Regular hours: When added to normal paid hours for the week, the total does not exceed 40 hours
for the week. This is paid at the normal hourly rate.

2. Overtime hours: Any hours for non-exempt personnel exceeding 40 hours per week. This constitutes
time and a half of normal hourly rate.

EMPLOYEE SIGNATURE: DATE:

PRINCIPAL/SUPERVISOR SIGNATURE:

INTEROFFICE USE ONLY:

ACCOUNT DISTRUBUTION: 100 9990

EYANPLE 44



