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Online Time and Attendance
Supervisor Access

Logging In

Supervisors can access /0l Time via our main website: www.ioipay.com and will access the
timekeeping system through the Employer Login button. Select “10I Time Supervisors” from the drop
down menu.
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Payroll & Employer Services

Simply The Best.

107 is 2 national lsader of payroll and emplayer outsourcing L4
services. Our expertise and cutting edge solutions in payroll
processing, tax filing and human resource administration help your

IOTPay company maximize efficiencies while reducing bottom line costs!

Emplayee Self Service Admin
........

HR Support Center

CheckConnect Online
New JuLFay £33 irnone App...
i, | 3

See how easy

y - Reduce your cost of labor...
of IOIPay's flexibility and

one pay period at a time.

The Timekeeping Customer Login screen will appear allowing you to key your Login ID and Password.
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Timekeeping Customer Login

Enter Your Login ID: charleston

Enter Your Password: sessssssss

mp -

Forgot your password?

For a free demo, log in with the following:
ID: ONLINE Password: DEMO




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.

[Find employees Diocese of Charleston - Chancery Hello Demo Test | Home | Help | Log Out
Online Timekeeping « ml Welcome Dashboard
MAIN MENU .
Welcome to your automated timekeeping administrative account. If you're new to the system, see below
Diocese of Charlestan - Chancery for a list of common tasks to get started. Just performing daily management? These links can also be
3 ¢ used for regular account updates.
#  Home - Dashboard -
SR Quick Stats

& Time Of Requests (0) = Total Employees Clocked In - 0

2  Employee Satup = Total Active Employees : 106

& = Time Off Requests : 0

E = Total Missing Punches : 0
ilime:;Cards = Total Unmatched Punches : 0
Bl Yesterday's Entries
51 Today's Entries Quick Links

fat _ Getting Started

- /

B Carcent Period - Start: 22 = Add a new employee (Employee Setup)
@ Previous Period - End: 211 = Update Personal Information
O Select Other Periods Daily

m

= Correct Missing Punches
= Assign Unmatched Punches

# Maintenance Menu = Review Yesterday's Punches

(1}
s Beparts Menu Each Pay Period

& Seti u = Edit time cards for the Current pay period
nge e = Edit time cards for the Prior pay period
= Run the Summary Report

HELP & SUPPORT

Optional
Terms of Use = View account settings (Processing Rules
Help
Payroll &

Empiloyer Services
v kg, com - [BE8) GH7-0021

- Diocese of Charleston - Chancery - Diocese of Charleston - Chancery - Diocese of Charleston - Chancery - Diocese of

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.

Time Off Requests

This is a list of pending time off requests that you can approve or reject.

The number in Total Hours is the number of hours the employee has requested (separated by day if time has been requested off on multiple days).
When you approve a request, you can change the number of hours if needed.

Time Off Request Report (Audit Log)

Request Request

Requested Requested Total Approve Reject
Number Date Lot Epeiores s Lakeaany Start Date  End Date g Hours LS Request Request
1/25/2013
1 1:18:35 987 Bowser. Susan Sick 1/28/2013  1/28/2013 - - 8 Day off !-/ @
PM
1/28/2013 vacation
2 10:567:32 987 Bowser, Susan Wacation  1/31/2013  1/31/2013 - - 8 day \-/ @
AN
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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.

F..

Onling Timekeeping -

ACCOUNTANT OPTIONS
Interogec Outsourcing. lnc
Accountyed Maesy
Accountist List
Gk Lisl
Partner Point Summary
MUAIN MERU

Itadoge Dulssweng Glos Dame

#  Hosne - Dashboand

B Tims OF Regeats (2)

@ Scheduling

X Empioves Selug

Time Cards

‘Westerday's Entries
Today's Entrg

Current Peniod - Starl: 1728
Préntus Penod - End. 1527
Select Other Penods

GEEE®E

# Unintonance Menu

wil Ropodts Manu
© Somings Manu

Find | Imterogic Outsourcing Glue Demo

Bl Fengpiloyea Sop

Use this page to add an employes, or edit one or multipbe employoees.

[Weork with seloctod employoes)

W [ Employes Hame [add new)

Bowsar, Susan
Moth, John
Fuox, Eilean
MoKy, Faula
Jones, Brian
Frane:, Besjpl
Smith, Jare
Tallwy. Misti

8§ employees shown
i'n'u'mll with selmclod nmpln}nﬂ:

Click to show the employas st filer

Hulbo Jerny Miller | Homi | Hedp | Log Out

Card Humbars
showser, 123
654

456

a1

TB3

bazies
jnesmith
miadloy

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.

1F‘”E| clients or employees Iml InterloQic OUtsourCing Glue Demo Hello Jenny Miller | Home | Help | Log Out]
ACCOUNTANT OPTIONS Identity
Interlogic Outsourcing, Inc. Employee Code 987
Accountant Menu First Name Susan
Accountant List Middle Name
Client List Last Name Bowser
Partner Point Summary Designation
MAIN MENU Phone
Interlogic Outsourcing Glue Dema E-mail susan.bower@test.com
Start Date
#  Home - Dashboard = Separation Date
@ Time Off Requests (2) Export Block Mot blocked
@ Scheduling Web Clock Enabled Yes
2 Employee Setup Options
] - Identifiers for punching the clock {card numbers, Web logins, PINs)
Tllme Cards . ) Logins / Numbers
? Yesterday's Entries Selfservice password  Password has been set and changed by employee
I%I Today's Entries Ti e
b3 Current Period - Start: 1/28 Title
f@ Previous Period - End: 1/27 Department CEMHC
O Select Other Periods Location
| Supervisor Supemvisor A
& Maintenance Menu
Home 1 Salary
=1l Reports Menu Home 2
o s Settings Menu Home 3
AutoLunch Threshold
(hrs)
LELE.E SURRORT AutoLunch Deduct
Partner Login Menu (mins)
SC University/Labs Accrual Factor
Accountant Resources Schedule
CRM/KBase/ldea Exchange [Return to list of employees]

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

e Employee Code (This field is the equivalent to the Employee Number in I0IPay)

e First Name

e Last Name

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

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

e Export Block (Default — Not blocked)

e Web Clock Enabled (Default - Yes)
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Identifiers for punching the clock

¢ Logins/Numbers (This will contain the employees login information)
e Self-service password (This will show if a password has been set or changed)

Employee Data

e Department
e Supervisor
e 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.

Click to show the employee list filter

|Work with selected emplcyees| Choose Field |Z| Choose Action |Z|
v [ Employee Name (add new}« . Card Numbers .
[} Bowser, Susan sbowser, 123
] Moth, John 654
] Fox, Eileen 456
] McKay. Paula 3
[} Jones, Brian 789
] Frazier, Beejal bfrazier
[} Smith, Jane janesmith
] Talley, Misti mtalley

8 employees shown

|Work with selected employees

101 Pay
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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.

Click to sh employee list filter
Work with seldtted employees| Choose Field E Choose Action E
v [ Employee Name (add new) . Card Numbers s
Bowser. Susan showser 123
Moth, John 654
Fox, Eileen 456
] McKay. Paula 321
[Fl 1 i Ton

Multiple Employee Editor
This screen is used to edit fields that are common to each employee.

- You have selected 3 employees to edit.

Bowser, Susan
Math, John
Fox, Eileen

[C] web Clock Enabled |Yes

5] [&]

[C] Export Block Yes
[C] Separation Date

[T Start Date

[T Options

[ Title

CMSJ

Department
. Effective today: 2/8/2013 |=]

[ Location

[ Supervisor

[ Home 1

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

MAIN MENU

Interlogic Cutsourcing Glue Demo

M Home - Dashboard
@ Time Off Rejilsts (2)

Scheduling

Time Cards

[

Yesterday's Entries

@

Today's Entries

Current Period - Start: 1/28

]

Previous Period - End: 1/27

@ &

Select Other Periods

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.

- A
MAIN MENU 2 < Previous [

Approve All Entri

Name Alert

Interlogic Outsourcing Glue Demao

# Home - Dashboard

@ Time Off Requests (2)
Bowser,

@ Scheduling Susan @ [B
2 Employee Setup 7
Fox, :
Time Cards Eileen [ 9 E
i Ed
€ Yesterday's Entries

, Frazier, ~
M1 Today's Entries Beejal a E
B3 Current Period - Start- 1/28 =2
i

Previous Period - End: 1/27 E
O Select Other Periods L
McKay, -
4 Maintenance Menu Pa;la ‘ E

11l Reports Menu Moth

¥ Settings Menu Bii JDT [ 3 E
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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).

Clock Activity

1/28/2013 - 211072013
Pay Period Finder:
(Back to Main Menu)

REEW M Search Employees

Employee M E A
Bowser, Susan 0 12
Fox, Eileen 0 3
Frazier, Beejal 00
Jones, Brian 0 3
McKay, Paula 0 3
Math. John 03
Smith, Jane 00
Talley, Misti 0 2

Unmatched Punches (0)

Total employees listed: (8)

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.

= Time Card - Susan Bowser

Online Timekeeping «

Clock Activity

1/28/2013 - 2110/2013
Pay Period Finder:
Back to Main Menu

REEIE Search Employees

Employee M E A
Bowser, Susan 0 2z
Fox, Eileen

Frazier, Begjal

0

0
Jones, Brian 0
McKay, Paula 0
Moth, John 0
Smith, Jane 0
Talley, Misti 0
Unmatched Punches (0)

Total employees listed: (8)

Print All Time Cards
Alphabetically
Department
Location

Choose another period

View First Name First
View by number

101 Pay
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Bowser, Susan
Code: 987

L
#. < Previous Pay Period | Next Pay Period > Pay Period Finder:

‘Appmvs Al Enlriss‘ ‘Show = ing i : |Show Only Missing Funches‘
Date Alert Edit In Out Break Category

S 847a 1:55p
el : a 8.51a 12:00p

s 12:13p 7:00p 050
-WMI have to leave early for the next two weeks.
Wed ”3_0/ a“ 8443 5:15p 050
Thu 1/31 “
Eri2n B 2
Bzl o
Sat 212 7 Add
Sun 213

Total hours clocked for week of 1/28 to 2/3: 42.55

Pan;2/4 a 11:38a 7:00p 050
Tue Zﬂi‘/ ‘
Wed 2#‘5» ..
Thy 27 7 a
Fri2ig & s

Interlogic Outsourcing Glue Demo
1/28/2013 thru 2/10/2013

Hours Hrs/day Amount
Sels 513
315 1
6.27 942
8.00 8.00
12.00 12.00
8.00 8.00
6.86 6.86
12.00 12.00
8.00 8.00
8.00 8.00
8.00 8.00
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To enter hours worked simply click on the “"Add” button on the desired date line.

Sun 2/3
Mon 2/4
Tue 2/5
Wed 2/6

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.

Date Edit In Qut Break Category Hours Dept

Sat
212

Sun
23

Man Cancel Comments about this edit:

24 —

J d
Tz Sick
25 - - - WVacation
Personal
Wed Holiday
2/ ) ) ) Misc

Bonus

;t]?u Commission

Regular

(Comments appear only in edit history)

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.

Date Edit In Out Break Category Hours Amount Dept

Sat
212

Sun
213

" ance Comments about this edi

on S

214 5 « Regular E B'UU (Comments appear only in
ele

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.

(7
=]
=
[47]

=]
o
D

This series of actions will be archived in the 10l Time log for review via the "Punch Notes Report".

101 Pay
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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.

Date Edit In Qut Break Category Hours Amount Dept
Sat 2/2 - - - - . :
27 | Bl e e : :
Mon 2/4 R CATEGORY =Sick; time: & hours Called off slck 800
Tue 2/5 - - - Sick 8.00
Wed 2/6 - - - 8.00
Thu 2/7 - - - 8.00
Fri 2/8 - - - - - -

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.
Sun 2/3 | sddiEdit Notes | - - - - -
Tue 2/5 4 Employee will be leaving early every Monday for classes | al )
Wed 2/6 4 |
Thu 2/7 4 |
Fri 2/8 4
Sat 2/9 Ed
Sun 2/10 4
Mon 2/11 Cd -
(Maximum characters: 2000)
Tue 212 K You have 3044 characters remaining. |
Wed213 )
| —| —

Mon 2/4 - - - 6.00

F

Employee will be leaving early every Monday for classes.

Pagrait & Empionser Service Page 10



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.

B Date Edit In Out

 Sat2p 7 ] .
Sun 2/3 7 . _
Mon 2/4 P 4 [Edit|[Add] - -
Tue 2/5 7 Meeds your approval. ‘ i

Approved by employes temployee

-p =

Thu 217 7 - -

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.

Approve All Entries @

Date
—| &

Su

m
[}

Maon 2/4

Tue 2/5

Wed 2/6

Thu 2/7

W Y YN NN S

Fri 2/8 K

Sat 2/9

Sun 210

Maon 211

Tue 212

Wed 213

IR TR IR IR IR

Thu 2/14 £

Fri 2/15 K

Totals

101 Pay
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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.

Date

Mon 1/14
4

Tue 1/15
Ed

Wed 1/16
K d
This employee w
Thu 1717
K4
Fri 1118 »#

Sat 1/19
K4

Sun 1/20
>

Mon 1/21
3.7

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.

101 Pay
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Finalize Pay Period

About Finalization
Finalizing a pay period will ensure your IOl Time data is in sync with payroll.

When a pay period is finalized, the following occurs:

e Time cards are no longer able to be edited for the period.
e 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.

e 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.

e Punch Notes Report - This displays the comments made by employees and/or supervisors.

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

e 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.

101 Pay
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