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Q  Search
My Dashboard Matching 100 of 1802 Employees Refresh ] [ Edit l Feedback
My Dashboard
Hours
* 1702 employees were not calculated in this total. @
Schedules
B3 REQUIREDAPPROVALS  §24%* E} MISSED PUNCHES 3* B} APPROACHING 0*
Employee 157524 3 OVERTIME (CLOCKED
Name Type Date @ Name Type Date (] | N)
Reports Agatha Moreland Other 02/01 0700A-0900 5 Alison Johnson  Missed In 02/03 09:00 A- 07:15 P ©
Richardson Approval A(TS)
Alison Johnson Missed Qut ~ 02/09 11:45A-0 ©
Agatha Moreland Other 02/01 09:00 A-11:30
Tools Agatha L . . @
Richardson Approva A Janice Thom Missed Out ~ 02/1010:00 A- << Missed>> (& OVERTIME
Agatha Moreland Other QTTIANAI20 o 44
Configuration Richargson Approva P ©) Name Type Date @
Agatha Moreland Other 02/01 01:00 P - 04:00 = ree Cli Vi 2/1 33 P- 053 %
Richardson Approval P @ Karee Clifton Overtime 02/1001:33 P-05:30 P (&
Company
n Wi Ve 2/03 07:00 A-12:00 v
Agatha Moreland Other 202070041200 fristen Weodard Overime - 02/03 0700 A- 12007 G
Richardson Approval P
: e PENDING TIME OFF Kristen Woodard Overtime 02/03 01:00 P - 04:00 P [&]
Agatha Moreland Other 02/02 01:00 P- 04:00 I REQUESTS X o i N
Richardson Approval P o Steven Ellis Overtime 02/03 09:00 A-04:00 P ©
Agatha Moreland Other 02/03 07:00 A - 03:00 G Name Date  Request ® @
Richardson Approval P(TS) @
Donna Shelton  2/13  Sick - 03:45 AM to 04:00 AM ® @
Agatha Moreland Other 02/06 07-00 A - 03:00 I
Alchardson Approva P(Ts) Donna Shelton ~ 3/6  Holiday- 0700 AMto 0300PM & (&
Agatha Moreland Other 02/070T00A- 0300 DomnaShelton 37  Holiday-07.00 AMto0200PM @ (& E ANNIVERSARIES g*
@ Donna Shelton  3/8  Holiday-07-00 AMto 0300PM @ (& %9
Name Type Date
Iacation - 07-00 AM to 03:01
Domnashelton /g Yacation-07.00 AM to 03:00 ® ©

i Belinda Vanglahn Anniversary 02/21 (23)




— T - . o c Week
= ch ‘ TImEOOCk P|US Stephen F,Auscinsmteu:::;:; wzs/zauezs Q@ Ashley Eng‘“] [E Mesgaggcmm] lt’ tog ﬂ”t]

Individual Hours [ opions |

[ Feedback ]

[ Sort by: 1D ~ ] l Employee Filter l

brian b 4 Hours Schedules Accruals

Showing 8 records of 8

Brian Carlisle - Task Code Filter ] I Cost Code Filter ] I Segment Filter ] I Exception Filter l Download ~
Brian Carlisle
1162023 @ to 21372023 @ Manual v
20318592

Brianna Scott
Start date Stop date Period

20362350 Brian Coolman

20384991 Brianna Lopez Processing v | | Resolve Period - |

20399545 Briana Islas

[ showabsences  peguar OT1 ©OT2 Leave Total

i i 800 000 000 0:00 800
20425696 Brianna Rivera
Showing 1 records of 1 Selected 0 records

20427941 Brianna Alvar..
0O M 5 % 2 Notes Edited & Timeln Time Out Hours  Shift Total DayTotal WeekTotal Task Code Rate

20430962 Brian Hebert

QPDPOODDO

O ® O O 0O =] Y Mon 2/13/202309:00 AM << Time sheet>> 800 800 800

59975600 - 00-Forepsn Spec Sves  0.00

Options
Expandall Collapse all
~ Display
Date format = Server Default W Default Period | Last Period v
Time format  Server Default Fixed ~
Hour format = HH:MM ~
‘Worked Hours [0 combine rates and shift premiums in the list

Highlight segments that contain breaks Diplay:task codpdEsenpaon T the st

< < =
[ pisplay actual punch times in addition to rounded times B2 Display total hours for each day

Display day of week for each time infout
Ask for confirmation when deleting a segment [ pisplay manager next to employee name (Group Hours Only)
[0 Include period summary Show the user ID of the user that granted approval

O show cost code description in list

ar Qattinne

cancel Apply




Conflicting Segments / Missed Punches

Must be resolved and approved before Payroll can close

» Conflicting Segments:

Missed Punch:

Fri 8/4/2017 08:20 AM << Missed »» 0:00 0:00 0:00" 80996600 - 00-Student Asst-Athletics

Tue 8/8/2017 08:57 AM Tue 8/8/2017 01:00 P 4:03 4:03 4:03" 80996600 - 00-5tudent Asst-Athletics




The time keeping system is an “all or nothing” system. All time should
be entered and approved under the following schedule, *regardless* if
the employee is paid on a semi-monthly or monthly basis.

» 1st - 15th: deadline to approve is the 17t by noon (or first business
day thereafter).

» 16" - end of the month: deadline to approve is the 279 by noon (or
first business day thereafter).

The deadlines are important as they give Payroll enough time to handle
any problems that need to be researched or corrected prior to running

the payroll.




Adding an Employee

» Employee’s are added to TCP after EPAF has been

applied
- Updates at 6 am and 2 pm

» Send email to tcp@sfasu.edu after EPAF is
apphed

- Employee name
- Employee campus id
o Start date

o Approvers
o Position and suffix number



mailto:tcp@sfasu.edu

Removing an Employee

» Submit the separation/term EPAF

» Removed from TCP after EPAF is applied and
position becomes inactive

» Send email to tcp@sfasu.edu
- Employee name
- Employee campus id
- Term date
> Position and suffix number



mailto:tcp@sfasu.edu

Adding an Approver

» Send email to tcp@sfasu.edu when a new
approver is to be added

» If taking another’s place, state whose place
they took

» If not taking another’s place:
- Which employees they will approve
- What task code access is needed
- What type of approval: E, M, O



mailto:tcp@sfasu.edu

Contact Info

» Ashley Engle 936-468-3732
» Paula Tykol 036-468-2451

» tcp@sfasu.edu

» Fax 936-468-8201

» Austin Building - 2058



mailto:tcp@sfasu.edu
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