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Attendance Manager

The Attendance Manager allows users to track time off or earned time for employees.
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Forms

In order to track time, codes must be set up for each type of leave you want to track. Examples of
Attendance Codes are Sick Leave, Personal Leave, Jury Duty, etc.

Note: when entering records for attendance for employees who take consecutive days off, we
recommend creating a record for EACH day taken so reporting will be more accurate. Example:
Employee X takes 3 days off from March 1 — 3, a separate entry should be created for March 1 - 8 hours,
March 2 — 8 hours and March 3 — 8 hours.

- .

t¥ Attendance Codes = EOER
Attendance Code |P
Description |Personal
Record: M 4 3 of 7 LA % Mo Filte Search

Attendance Code — Enter a code for the given type of attendance
Description — enter a description for the attendance type

Use the “Record” buttons at the bottom to navigate through the codes and to create a new code.

TeamWORKS Version 5.0 | C/S Attendance Manager User Guide
Copyright© 2012-2013 by TeamWORKS Solutions, Inc. All Rights Reserved



%
T

1,
L}

The Attendance Main form is where the user will track days off or time earned.

Attendance Tracking = =l £
Employee ID |59 E| Name Artuso, Joe
Quick View Attendance Code Earned Taken Available Title
Hide
— v 0 4 -4 Employee Type
Department
Record Date  Hours Action Attendance Code Description FMLA WwWork Comp -
M| 302011 4| [Taken [=] v [+] vacation ]| =
Motes:
¥ B B
h
Record: M lofl L I i Search
Custom Label
‘ oabia Config

Employees ID - enter or select the employee for which you are entering attendance information from
the Employees ID dropdown box.

Quick View Show/Hide — click this button to Show or Hide the quick view of their up-to-date attendance
standing

Name - system generated field identifying the name of the employee

Title — system generated field identifying the title of the employee

Employee Type — system generated field identifying the type of employee
Department — system generated field identifying the Department of the employee

Record Date — enter or click from the calendar button the date for which the employee either earned or
took time

Hours — enter the value in hours for the time earned or taken. If the employee took consecutive days
off, it is recommended you add an entry for EACH 8 hour day.

Action — Earned: select earned if you are ADDING time to the employees available time. Taken: select
Taken if you are SUBTRACTING time to the employee’s available time

Attendance Code — enter the code for the time earned or taken. To add a new code, simply click the link
above the field

Description — system generated field identifying the description of the Attendance Code selected
FMLA - Check if FMLA applies
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Work Comp — Check if Workman’s Comp applies
Notes — area for other information needed

Config button — gives user the ability to create preferences while going through all tabs in the Asset
Manager Main form such as Default Values, Tab Stops, Required Fields, Disabling Fields and Tab Order.
NOTE: This option must be allowed from the Administrator/System Configuration Option.

E::'“i:":_. ation = B =R
Field Name Default Value TabStop? Required? Disabled?  Spstem Required? -
Eitendance Code O
Action [
Atterdance Description =l L]
Armount [Hours\Days] El
Date Of Aecord ]
-

Custom Label Config button — gives the user the ability to create custom labels for the FMLA, Work
Comp and Notes fields on the Attendance Tracking form.

## Custom Label Configuration = =i
Field Mame Cugtomn Label Mame -
IblsttendanceCustamField] FrLA B
IblAttendanceCustomField2 Wwhork, Comp
IblattendanceCustomFisld3 M otes:
-

Closing the form will save all changes.
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Reports

This report lists attendance information for employee(s) selected.

I§ General Attendance Report o EE
Employee List | ¢ Show No Longer Employed ]
3 Abbott, Barbara -
3587 Abbott, Elizabeth |
F3431W AB] FIRE PROTECTICN, N
5168 Agnoli, Rosa
10739 AIRSIDE TECHNOLOGY,

15 Aldrich, Bill
3384 Aldrich. Neanna i

Department List

Admin | Administrators -

Athletics | Athletic Department |
Board |NSCSD Board of Education .
Business | Business Department
Cabinet |NSCSD Cabinet

Contract | Outside Service Contracts
Cust Custodial

Attendance Code | C

] Jury Duty -~
L Leave |_|
P Personal .
R Regular Time i

o
First E| =i
s B

TeamWORKS Solutions, Inc
Attendance General Report Facilfy Management Scftware
Employee Attendance HD_UTS
Employee ID Type Title Supervis or Dept. Code Description Earned Taken Available
15553 VA Vacation 32 20 12
16553 5 Sick 10135 B85 4475
18552 F personal 24 5 0.75
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This report provides detailed attendance information for employee(s) selected.

#% Detailed Attendance Report

23

Employee List | C |

Show No Longer Employed [T

3

3587
88431W
5168
10739
15

3384

Abbott, Barbara
Abbott, Elizabeth

AB] FIRE PROTECTION,
Agnoli, Rosa

AIRSIDE TECHMOLOGY,
Aldrich, Bill

Aldrich. Neanna

Department List

Admin
Athletics
Board
Business
Cabinet
Contract

oy

Administrators

»

Athletic Department K
NSCSD Board of Education in

Business Department
MSCSD Cabinet
Outside Service Contracts

Fo T |

-

Attendance Godle | C

Date Range

through

] Jury Duty
L Leave |_|
P Personal s
R Reqular Time i
Sort Report oy
E=Ie C
s [=]
. TeamWORKS Solutions, Inc
Detailed Attendance Report Facilty Management Software
Employee Attendance Work
1D Type Supervisor Department Date Description Action Earned Taken FMLA Comp
18553 T/2004  perscnsl Earned 24 0 O 0
Notes:
T1/2004  Sicc Earmed 525 O 0O |
Notes:
T1/2006  Sic Earned 98 0 0 O
Notes:
7/1/2004  Vacation Earned 12 0 0O O
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Displays attendance codes in the system.
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Attendance Codes Report

TeamWORKS Solutions, Inc

Facilty Management Software

Attendance Code Attendance Description
P personal

5 Sick

WA Wacation
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This report allows TeamWORKS System Administrators to view labor costs and hours for employee(s)
selected over a given time range.

NOTE: You must be a TeamWORKS System Administrator in order to view this report

#% Employee Productivity Report 23
Employee | C (Show No Longer Employed D Trade | C
3 Abbott, Barbara - AC Ajr Conditioning
3587 Abbott, Elizabeth [ |cA Carpentry ™
BB431W ABJ FIRE PROTECTION, | oL Clock work i
5168 Agnoli, Rosa CPI Capital Project Is
10738 AIRSIDE TECHNOLOGY, cs custodial supplie
15 Aldrich, Bill DEL Deliveries
3324 Aldrich, Deanna EL Electrical
2699 Allen, Olin ~ | |[EMS Energy Manager -
Project | C Labor Type | C
CAPREP Capital Proj Repairs . | |Reg Regular Pay » Dates Worked
CNSHS WAL High school wall ref| | Regq OT Regular over| |
Fac Use Facility use tracking | |Hol Holiday Pay 1
Fiber Net District VWide Fiber L Sun Sunday through
[T Feneral Maintenans Summer Summer Stal T
<l [ <l ¢
First [~|24
seeers [<Je

Employee Productivity Report o

Facilities Services

Employee Name Employee ID
Trade WO# Location ID Date Labor Type Project Hours Total Labor
WO Description
Bishop, John 192786
cs 51244 wv 21212007 RIT Deland Tornado - 2/02/2007 9.00 $90.00
HELP WITH CLEAN UP AFTER TORNADO
cs 51244 wv 2/512007 RIT Deland Tornado - 2/02/2007 8.00 $80.00
HELP WITH CLEAN UP AFTER TORNADO
Total Records: 2 Subtotal 17.00 $170.00
Grand Total Total Records: 2 17.00 $170.00

Customer Support

Email: Support@goTeamWORKS.com

Telephone: Toll Free (866) 892-0034
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