uAttend Instructions for Supervisors

Logging into the website

D —— 5
U uAttend: Login

& https://v2.trackmytime.com/rmcsda
< i = Google News eA eAdventist s“' AASLnet (TEST) | GCAS Portal UUAttend: Login 5‘_)Weather|channell...

vAtténd

Employee Management System

rmcsda-96916

Password

LOG IN

Forgot your Username or Password? Click Here

& siIGNUP _O FIND MY LOGIN PAGE

This will be your home page.

e BEeaE E%4 Jodi Coulter Y UAﬂn |

Employee Management System
TUESDAY FEBRUARY 17, 2015 | 6:22 PM MST

DEPARTMENTS USERS TIMECARDS REPORTS WHO'S IN _Vi ?

’ ; 720N This is where
D | et

.
approve
DEPARTMENT ER .
S USERS TIMECARDS timecards
EEw
L] L]
REPORTS WHO'S IN

March 3, 2015



uAttend Instructions for Supervisors

You can only approve timecards for employees that have already approved their time. You can approve
timecards by clicking the checkbox and then clicking the yellow APPROVE SELECTED TIMECARDS button.
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Employee Managemen! System

TUESDAY FEBRUARY 17, 2015 | 6:24 PM MST
HOME DEPARTMENTS USERS TIMECARDS REPORTS WHO'S IN ﬁ.J ?

PAY PERIOD € 01/20/15- 02/19/15 % | APPROVE

DEPT NAME EMPLOYEE APPROVAL SUPERVISOR APPROVAL B SELECTALL
. Approved . —
. U € —
1 3999T Jodi Coulter- 4897 on 2/17/15 at 6:04 PM MST Pending J
2 3999T Donna M Joiner- 1074 Pending Pending
3 3999T Thirza M Powell- 4792 Pending Pending
4 39997 Walt Sparks- 126 Pending Pending

APPROVE SELECTED TIMECARDS

If you wish to review an employee’s timecard before approving it, click on their name to view the
timecard. You may have to click on the < > buttons to view the correct pay period.
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HOME DEPARTMENTS USERS TIMECARDS REPORTS WHO'S IN -_‘,J ?

PAY PERIOD € 01/20/15 - 02/19/15 » | APPROVE

EMPLOYEE APPROVAL SUPERVISOR APPROVAL B SELECTALL

. . @
3999T Jodi CoulteNGa57 o\ 2/17/15 at 6:04 PM MST Pending |

3999T YDonna M Joiner- G4 Pen ing Pending
3999T Thirza M Powell- 479 Pendl Pending
3999T Walt Sparks- 126 Pendin Pending
APPROVE SELECTED TIMECARDS

-

[ERR]
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To view To change pay
timecard periods.
To see what notes the employee may have included on their timecard, click in the far

right hand column.

= Jodi Coulter
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OTH

Tue 01/20/15
Wed 01/21/15
Thu 01/22/15

Fri 01/23/15 /

Sat 01/24/15
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To approve the timecard after viewing it, scroll down to the bottom and click . You
can also click to print a copy of the timecard for your records.
Tue 02/17/15 3999T 04:24 PM 05:15 PM .85 .85 EDIT[x] [+]
Wed 02/18/15 [+]
Thu 02/19/15 [+]

Hours Worked  Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85

REG oT1 0T2 VAC HOL SIC OTH TOTAL
Total Hours .85 .85
DEPT DEPARTMENT TRANSFER TOTAL PAY CODE ACCRUED USED AVAIL

4
r'v'i[ AFPPROVED on 2/17/15 @ 6:04 PM MST by Jodi Coulter-
4897

\g) This timecard is not yet approved by the Supervisor. APPROVETIMECARD | PRINT | EWAIL | DOWNLO

EXPORT |
RECALCULATE

If you need to make changes after approving, click

Mon  02/16/15

Tue 02/17/15 3999T 04:24 PM 05:15 PM .85 .85

Wed 02/18/15
Thu 02/19/15

Hours Worked  Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85

REG oT1 oT2 VAC HOL SiC OTH TOTAL
Total Hours .85 -85
DEPT DEPARTMENT TRANSFER TOTAL PAY CODE ACCRUED USED LALUS

o
rvi’ APPROVED on 2/17/15 @ 6:04 PM MST by Jodi Coulter-4897

,-\,-"f APFROVED on 2/17/15 @ 6:37 PM MST by jodic supervisor UNAPPROVE TIMECARD | PRINT | EMAIL | DOWNLOAD | EXPORT |

[Supervisor] RECALCULATE

To log out, go to the top of your screen and click the down arrow next to your name. It will drop down
to show you the Logout option.
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DATE DEPT

Tue 01/20/15

Wed 01/21/15
Thu 01/22/15
Fri  01/23/15
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