
 

Online Time and Attendance 

Supervisor Access 

Logging In 

Supervisors can access IOI Time via our main website:  www.ioipay.com and will access the 

timekeeping system through the Employer Login button. Select “IOI Time Supervisors” from the drop 

down menu. 

 

The Timekeeping Customer Login screen will appear allowing you to key your Login ID and Password. 
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Upon logging in, the Welcome Dashboard appears and presents you with many useful tools.  The Quick 

Stats and Quick Links help to quickly navigate to commonly used.  The left hand navigation contains 

Main Menu, Maintenance, Reports and Settings menus for ease of use. 

 

Time Off Requests 

This section allows you the ability to approve or reject time off requests submitted by employees.  

Once you approve or reject a request, an email will be sent to the employee informing them of their 

pending request. 

If approved, the system will automatically block off the requested time on the employees time card. 

An employee specific report can be run with a date range to track time off requests and time taken.  

You will be able to access this report under the Reports Menu within the left hand navigation. 
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Employee Setup 

Employee Setup allows you to make changes on existing employees, add new employees and customize 

your employee list view. 

 

 

To customize your employee list view, select a field from the “Choose Field” drop down and then choose 

the action from the “Choose Action” drop down. 

 

Your employees will be listed in alphabetic order.  You have the ability to view the list in ascending or 

descending order by clicking on the arrows to the far right of the column header. 
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Existing Employees 

To work with a specific employee, click on the employees name which acts as a hyperlink to their 

employee set up screen.  The screen will refresh providing you with the employee setup. 

 

 

Once an employee has been chosen the screen will display their settings.  To edit an existing employee, 

click on the edit button at the top of each section.  This will open the section to allow edits and track 

history.  Not all of the fields will need to be populated, listed below are the fields that are required. 

Identity 

• Employee Code (This field is the equivalent to the Employee Number in IOIPay) 

• First Name 

• Last Name 

• E-mail (Employees can populate this field within their Time Card – Personal Information) 

• Separation Date (When populated this will remove an active employee from the listing, making the 

employee inactive) 

• Export Block (Default – Not blocked) 

• Web Clock Enabled (Default – Yes) 
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Identifiers for punching the clock 

 

• Logins/Numbers (This will contain the employees login information) 

• Self-service password (This will show if a password has been set or changed) 

Employee Data 

• Department 

• Supervisor 

• Home 1 (Indicates whether an employee is hourly or salary) 

At any time you would like to view history of changes click on the “Expand History” button. 

To return to the list of employees click on the “Return to list of employees” button at the bottom of the screen. 

Add New Employee 

To add a new employee, return to the employee listing and click on “add new”.  The screen will display the 

Employee Setup screen.  Complete the required fields as listed above.  The newly added employee will be 

listed in your employee listing. 
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Work With Selected Employees 

The system allows you the ability to work with selected employees by placing check marks next to the 

employee names and clicking on the “Work with selected employees” button.  This allows you to do bulk 

changes to the employees chosen. 

 

 

Once saved, a message will appear confirming that the changes have been saved successfully.  Click “Ok” 

to the message. 

Time Card Management 

There are multiple views to use to edit employees time cards.  You can look at a time card for a single day 

using “Yesterday’s Entries” or “Today’s Entries”, or entire pay period using “Current Period” and Previous 

Period”.  The system will even allow you to select additional pay periods and define a date range using the 

“Select Other Periods” option on the left hand navigation. 
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Yesterday/Today’s Entries 

Using either of these screen options allows you to view all of your employees recorded hours and 

approvals.  As management you will have the ability to edit/add punches for your employees.  You can 

also add notes and approve selected employees or approve all entries. 

Current Period/Previous Period 

The Time Cards section on the left hand navigation gives you the option of either working with “current 

period” or “previous period” employee time cards.  You also are able to “select other periods” if necessary. 
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To work with the current period time cards simply click on the “Current Period” hyperlink on the left hand 

navigation which will then update with the left hand with a summary list of your employees.  This view 

offers a quick-glance reference of your employees, if there are any missing punches (M), how many edits 

have been made for each employee (E) and approval levels (A). 

 

To work with a specific employee, click on their name from the left hand navigation and the employee’s 

time card will then be presented in the center portion of the screen.  This allows you to edit/add punches 

for your employees add notes, approve selected entries or approve all entries. 
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To enter hours worked simply click on the “Add” button on the desired date line. 

 

You are able to select the earnings category from the drop down list, key the hours worked within the 

“hours” field, and even record a comment regarding that particular line item if desired.  Click “Save” upon 

completion. 

 

To make changes to an entry, click on the “Edit” button of the line item to be changed.  This allows 

you to also delete the entry entirely if needed.  Be sure to click the “Save” button to save your edits. 

 

NOTE: Diocesan Internal Procedure:  

When a Supervisor changes an "approved timecard" as submitted by the employee, the 

Supervisor must generate an internal email or notification to the employee that a change 

has been made to the employee's time card.  In addition, the Supervisor must place a note 

in the "Comment" field on the employee's time card stating the reason for the change and 

that notice was sent to the employee. The employee will need to "re-approve" the change 

made by the Supervisor, and place a note in the "Comment" field on the time card accepting 

the change. The Supervisor will then need to approve again the resubmitted "employee 

approved" time card for transmission to payroll.  

 

This series of actions will be archived in the IOI Time log for review via the "Punch Notes Report".  
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If you have keyed a comment on any of the date lines, there will be a yellow highlight in the top right 

hand corner of the Category and Hours fields.  Using your mouse, you can hover over the field and a 

pop-up window will appear with the details of that comment. 

 

Another feature useful to managers is the ability to add notes to an employee’s time card.  By clicking on 

the “pencil” icon a note can be added to show on the time card. 
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Approving Hours 

The IOI Time system requires each employee to approve the hours entered on their time card.  Located 

within the “Date” column are icons that appear as people-like figures.  Using your mouse, you can hover 

over the icon and a pop-up window will appear letting you know if that entry has been approved by the 

employee or still needs approval. 

 

 

You have the ability to approve the employee’s entire time card.  To approve the time card, click on the 

“Approve All Entries” button located above the “Date” column. 
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You will receive a message asking you confirm the approval of all entries.  Click “Ok” or “Cancel” to this 

message. 

Once an entry is approved the icon changes to green.  Hovering over the icon displays the pop-up window which also 

confirms the management/supervisor level approval. 

 

Maintenance Menu 

Employee Groups 

The employee groups feature lets you group employees together for easy selection elsewhere in the site.  

Employees can either be picked off a list, or can be defined as all the employees matching some criteria.  

If you define the group with criteria, then the group membership will automatically update if necessary, 

each time a change is made to an employee. 

Two kinds of groups are available.  A “list” group contains a specific selection of employees, and is 

automatically created when you choose employees individually with checkboxes.  A “smart” group is 

created when you choose criteria that can be automatically matched (such as their name, department, or 

other selection).  Employees are automatically added to and dropped from “smart” groups as needed, 

whenever their information is updated. 
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Finalize Pay Period 

About Finalization 

Finalizing a pay period will ensure your IOI Time data is in sync with payroll.  

When a pay period is finalized, the following occurs: 

• Time cards are no longer able to be edited for the period. 
• A copy of the data for the finalized period is created for payroll purposes. 

Note: To make changes for a finalized pay period, the period must first be “un-finalized.”  To un-

finalize the most recent finalized pay period, select the un-finalize option and click “Submit”.  

Please note you can only un-finalize the last finalized period.  

Finalization Status 

This section will list the status of the most recent payroll.    

 

Action 

Allows you the ability to “Finalize” the current pay period or “Unfinalize” the prior pay period. 

 

Quick Add Time Card Entries 

This screen is used for adding the same entry to multiple time cards, such as hours, holiday pay, and 

bonuses. 

Reports Menu 

The reports menu offer several types of reports to view.  Each report allows you the ability to set the 

criteria such as pay period, report options, which employees to include and sort orders.   

• Approvals Report – Identifies employee and supervisor/manager approvals as well as total hours. 

• Audit Log Report – This report displays a log of entries. 

• Detail Report - This shows employee information, punches on a daily basis as well as totals. 

• Punch Notes Report – This displays the comments made by employees and/or supervisors. 

• Summary Report - The summary report shows you total hours by category and amount of edits. 

• Time Off Request Report – This report can be run for a specific employee by date range to show 

time off requests. 

Settings Menu 

Under the settings menu you will have the ability to update personal information.  This includes your login 

and password, phone number and email address. 


