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1. Overview

The Timesheet Portal is bundled with Shop Activity and available in Web Modules. The purpose
of this portal is to review timesheet and timesheet entries and make any corrections needed as
timekeepers, supervisors or designated users see fit. Timekeeping must be configured for this
portal to work correctly. The timesheet and related entries are primarily generated upon
technician clock out within Web Modules.

Please note that Timesheet portal is different from the legacy View Timesheets page that is
used to review detailed labor postings by work order and service request. The Timesheet portal
is best understood as a summary overview with its own set of Timesheet data generated in real-
time upon employee clock in and clock out where line items are generated for regular time, shift
differential time, and overtime. The Timesheet portal functions as a standalone portal and can
also be accessed through the Technician and Supervisor/Work Management Portals.

Requirements
Application 25.x

Web Modules 25.x

Assumptions

This guide assumes familiarity with workflows and configuration of the application.

A User defined required fields that do not appear in the Web Modules will return validation
messages.

o Special characters cannot be placed into the Web Modules fields or unanticipated results
may occur. This would include any character that cannot be typed with a standard
keyboard.

© Do not use the browser’s Back button in the Web Modules as unanticipated results may
occur.

O Do not open or use the same instance of the web portals in multiple browser windows or
tabs. This can cause errors or unexpected performance issues.
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2. Installation and Upgrade

Installation: Initial module installation on the single machine that houses the Web Modules
engine and Web broadcasting elements.

Upgrade: Upgrading a previously installed instance of Shop Activity Module version 1.6.x or
greater.

No installation is required for Shop Activity Supervisor Portal end user workstations.

Install Module

Please refer to the Administrator Guide, Install and Configure Web Modules section for
instructions on installing Web Modules.

Add Shop Activity Supervisor Portal Tab to Web Modules

To make the functions of the Shop Activity Supervisor Portal available to Web Modules users,
create the tab and assign rights for supervisors.

Please refer to the Administrator Guide, Web Modules Configuration - Adding Modules and
Tabs section for detailed instructions on adding new tabs and configuring security access for
those tabs.

Upgrade an Existing Web Modules Instance

Please refer to the Administrator Guide, Install and Configure Web Modules section for
instructions on installing and upgrading Web Modules.

Add a Shop Activity Supervisor Portal Tab to Web Modules

If you have not previously added a tab to make the functions of the Shop Activity Supervisor
Portal available to Web Modules users, you need to create a tab and assign rights for
supervisors.

Please refer to the Administrator Guide, Web Modules Configuration - Adding Modules and
Tabs section for detailed instructions on adding new tabs and configuring security access for
those tabs.

Page 2 of 18 Shop Activity Timesheets - Administrator Guide
Version 25.x



Timesheet Portal Setup and Configuration

3. Timesheet Portal Setup and Configuration

To use the Timesheet portal, data must be first be setup in the application according to the
steps in the following section. After setting up the data, you may configure the Timesheet portal
settings.

Timekeeping Data Setup
To use the Timesheet portal, timekeeping must first be configured.
1. Log in to Web Modules.

2. At the top-left of the page, click the Screens shortcut button, or the Enterprise Portal
tab to access Enterprise Portal.

Home | Technician Supervisor | Work Mgmt | PM JRI)EEGEE

<
Timesheet Portal #

Proceed to the following sections for instructions to define data for the Timesheet portal.

Timekeeping
1. Open the Shop Activity — Setup — Options screen and select the Timekeeping tab.

The Timekeeping screen displays.
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Timesheet Portal Setup and Configuration

Shop Activity - Setup - Options ADMIN MODE CHANGE REQUEST HELP
Q O '1 Select Filter -
Search | Reload Sort Select Sort -
Shop activity management options
Options
Special Items TlmEkeemng
Meter Required Start day of week

Rates and Markups Number of days in timesheet period

Repalr Reasons Adjust clock infclock out times to nearest | NONE

QUARTER HOUR.

Timekeeping TENTH

Time codes for
Holiday
Mon-work day
Allow dock in or dock out minutes before shift begins

Allows dock in or dock out minutes after shift ends

2. On the Timekeeping tab, set up the following timekeeping options:

= Start day of week - Used to determine the first day of a time card (Sunday,

Monday, Tuesday, etc...).

= Number of days in timesheet period - Used to determine last day of a time
card (end date = start date + (number of days - 1)). NOTE: Number of days must
be set and it must be a number greater than 0 or an error will occur.

= Adjust clock in/clock out times to nearest

o NONE: Date and time in/out are used as defined from clock in/out record
as the adjusted date and time in/out values on an employee clock record.

o QUARTER HOUR: Adjusted date and time in/out are round to the nearest
quarter hour (:00, :15, :30, :45) from the recorded date and time in/out

values on employee clock record.
Optional Configuration

Optional Timekeeping settings include:

e Time codes for
= Holiday
= Non-work day

o Allow clock in __ minutes early
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Timesheet Portal Setup and Configuration

o Allow clock out _ minutes late

If a time code is set for these optional settings, then the respective days the time codes
represent will be shown on the Timesheet as a unique row. As an example, if you set the
Holiday time code field, then any holidays falling within the Timesheet's Start and End date will
show on the Timesheet. This assumes any holidays specified on the work calendar have been
properly generated with holidays set. Non-working days are recognized by the same start and
end time on the Calendar's day pattern.

(4 The Time Codes screen includes the checkboxes, Use on labor transactions and Use on
timesheets. If the Use on labor transactions box is not checked, the system will validate
against using the time codes on labor transactions. In such a case, the time code may be
used on timesheets but may not be used to post labor directly. All screens with Time Codes
require the setting to be ON except for the Timesheets screen. By default, during the
conversion process, this setting is set to ON.

Time Codes ADMIN MODE CHANGE REQUEST HELP

Select Filter v
Q| o ®
Search | Reload Sort Select Sort - MNes
Time cede ID
bas
Basic Info
Description Holiday
Qvertime
Multiplier
Indirect
Default account ID
Default task ID for indirect time
Active
Use on labor transactions
Use on timesheets

Ensure boxes are checked as desired so Time Code may be used on labor transactions and/or
timesheets
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Timesheet Portal Setup and Configuration

Timesheets Screen

—

[_ﬂ The Timesheets screen is only visible via Enterprise portal.

The Timesheets screen is where timesheets are defined.

Timesheets ADMIN MODE CHANGE REQUEST HELP PREFERENCES
Select Filter -
aQ o N ®
Search | Reload Sort Salect Sort = New
Timeshaet 1D
Basic |
Notes Basic Info
Employes ID
Start date 1
End date i f
Status OPEN

CLOSED

Comments

Approved by user ID Date and time

The Timesheet ID is auto-generated.
Complete the following fields:

o Employee ID (Required) — must be a valid and active employee.

o Start date (Required) — must be a valid date. When you enter a Start date, the system
takes the number of days per timesheet and increments it out and fills the End date for
you. You may change it if you want to.

¢ End date (Required) — must be a valid date.

e Status — no validation for status of the timesheet. Choose status (OPEN, CLOSED) from
the choice-list. Timesheets with CLOSED status cannot be updated.
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Timesheet Portal Setup and Configuration

Timesheet Lines Screen

(4 The Timesheet Lines screen is only visible via Enterprise portal.

The Timesheet Lines screen is used to insert/modify timesheet line item records.

Timesheet Lines

ADMIN MODE CHANGE REQUEST HI

Time code

Hours

Location ID
Department ID
Account ID

Miscellaneous 1
Miscellaneous 2
Miscellaneous 3

Miscellaneous 4

Comments

Select Filter
Q| & | ®
Search | Reload Sort Select Sort New
Employee ID
Timesheet 1D
Basic |
Basic Info
Date Y

The Timesheet ID must already have been created on the Timesheet screen and the Employee
ID is automatically filled-in. You cannot change this field as it has to match the Employee ID on
the Timesheet. The Employee ID must be that of a valid and active employee.

Complete the following fields:

o Date — choose any date between the Start and End dates.

¢ Time code — enter the time code. Example: REG (regular), OT (overtime)

e Hours - the number of hours worked.

o Complete the remaining (optional) fields as desired: Location ID, Department ID,
Account ID, and Miscellaneous. These fields may be used for projects, reporting,
interfaces, etc.
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Timesheet Portal Setup and Configuration

Calendars Screen Setup

To support the Timesheet portal, complete the following two fields on the Calendars screen’s
Work Hours tab:

o Shift hours - specifies the total number of hours in a work day and includes non-paid
work hours.

¢ Non-paid hours - specifies the number of non-paid work hours in a day.

Calendars ADMIN MODE CHANGE REQUEST HELP PREFERENCI
Select Filter v
Qal|o | ®
Search | Reload Sort Select Sort - MNew
‘Calendar ID
‘Calendar based on time zone
Basic Info
Work Hours
) Work Hours
Holidays 4
the pattern [Begin time End time [shift hours Non-paid hours Changes take effect when calendar
Generate \ is computed on the Generate tab

Configure these fields if the calendar will be used as an employee calendar (assigned to an
employee).

o Example: Shift Hours = 9 and Non-paid hours = 1, indicates an 8 hour day with a 1 hour
reserved for breaks. Shift hours and non-paid work hours should also be defined even
for "days" off if the organization supports employees working on their off days.

[J After setting Shift hours and Non-paid work hours in the pattern, it is necessary to re-
generate the calendar from the current year to update these fields as applicable.

HELFP PREFERENCES

ADMIN MODE

Calendars

Select Filter

Select Sort

Glendarm [ v
Calendar based on time zone
Basic Info
Work Hours
Generate
Holidays
Year Start date End date
Generate #| Compute calendar for v v
Calendar already generated for years
[Row# [Year  [Startdate [End date
I J A —
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Timesheet Portal Setup and Configuration

Timesheet Auto Generation Setup

Timesheets and timesheet line items can be generated based on employee clock in/out activity.
To set this up, each employee needs to have a classification that generates time sheets. Each
employee also needs to have a work calendar that is defined around that particular employee's
schedule.

To setup employees for timesheet line item generation:

1. On the Employee Classifications screen, create a Classification ID with Generate
timesheet checked (enabled).

Employee Classifications ADMIN MODE ~ CHANi
Q 0 tl Select Filter - @
Search | Reload Sort Salect Sort - New

Basic Info
Diescription

Qvertime time code ID
Holiday time code ID

( Generate timashaet )

2. Add the following to the Employee record on the Employees — Primary Information
screen:

= Classification (with Generate timesheet enabled)

Classifications

Gssiﬁ cation ) Date |__J/_J

Grade Description

Standard grade

Occupation

Row # Delete  |Work management classification Description

Page 9 of 18 Shop Activity Timesheets - Administrator Guide
Version 25.x



Timesheet Portal Setup and Configuration

» (Calendar ID: Assign a Calendar ID on the Employees - Primary Information

screen, Scheduling tab

Scheduling
Charges time
Can be scheduled

Date and time available for scheduling

Galendar D )

Crew assigned to

Days of annual leave

Employeas who report to this employes

|Row# |Delete [Employee ID

[Mame

i -
[ S ———

= Shift ID (Optional): Enter a Shift on the Employees - Primary Information screen,

Assignment Info tab

Assignment Info

Work phone

Email address

Assigned shop location 1D
Station location ID
Company 1D

Building location

Account 1D

Mail drop Active
Q
Supported locations Row # Delete Location |D Locafion name
Supports all locations

= Ensure timekeeping setup has been configured as outlined in sections above.
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Clock In/Out

Once an employee is setup to generate timesheets, if an employee clocks out using a time code
that has Use on timesheets enabled, the system will generate a timesheet for the date of the
employee's work hours (via employee calendar) and generate a timesheet line item using the
time code and hours (clock-out — clock-in) for that employee’s clocked time for the current
calendar day.

When the timesheet is generated, the Start date will be set to the date equal to or prior to the
current date that matches the Start Day of Week value. The End date on the time sheet will be
set to the Start date + number of days per timecard setting - 1 (includes the first date). If the
number of days per timecard setting is less than 7, then the Start date will just match the
Current date to always ensure the Current date falls within the timesheet range.

Overtime

To allow Overtime, set up the following:

1. The Employee Classifications screen must have a default Overtime time code ID
defined and Generate timesheet must be selected for a timesheet to be generated
automatically if none exists:

Employee Classifications ADMIN MODE  CHAN!

Select Filter -
Q| o | ]
Search | Reload Sort Select Sort - New
Classification ID
las
Basic Info
Deescription

‘ CQvertime time code ID }
Gday e code 10

Generate timesheet

2. The Employee Calendar must have Work Hours defined as mentioned in the Calendars
Screen Setup section above.

As depicted in the screenshot below, if the two above items are setup and the employee
clocked in session is longer than shift hours for the current calendar day, then one
timesheet line will be recorded for work hours - nonpaid hours (REG-REGULAR) and
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Timesheet Portal Setup and Configuration

another timesheet line will be inserted using the default overtime code (OT-OVERTIME)
for the remaining hours the employee worked beyond the work hours from the specific
calendar day.

ADMIN MODE CHANGE REQUEST HELP PREFERENCES

Timesheet Lines

Select Filter - —_ Y
Q|o o ® b § 7/ &
Search | Reload | Sort Select Sort = New Copy | Delete Edit Export
Row # Timesheet ID Employee ID Date Day of the week Time code ID Hours Locati
o e TooT o TETEO T TeroToeT oo oo
4 144 0001 08/14/2017 MONDAY REG 0.00
5 200 2674 08/23/2018 THURSDAY oT 0.00
Employes ID 0001 DAN WALSH
. Timesheet 1D 134
Basic Info F
Basic Info
Date 08/14/2017 MONDAY
Time code NWD NON-WORK DAY

Example of Timesheet Lines Screen Showing Overtime and Regular Hours

Timesheet Filter

Employee: 1000-11 MARY SMITH Apply Filter
Date: 10/26/2014 3

Timesheet
Employee: 1000-11
Start Date: 10/26/2014 End Date: 11/01/2014
Status: OPEN W
. Sunday Monday Tuesday Wednesday
T o= e 10/26/2014 I 10/27/2014 * | 1072872014 10/29/2014
HT - HOLIDAY 1000 - MOTORPOOL
TIME gnoo DEPARTMENT Y o
1000 - MOTORPOOL
OT - OVERTIME 1000 DEPARTMENT 2.00 o
1000 - MOTORPOOL
REG - REGULAR 1000 DEPARTMENT 8.00 3.00

In the Timesheet Portal, the Timesheet displays Overtime and Regular Hours on separate lines

Shift Differentials

Shift differential may be used to apply additional pay for people that, for example, work the
swing or graveyard shifts.

To setup Shift Differential, it is necessary to create a Shift ID and ensure the Employee is setup
with the Shift ID for the differential as depicted below:

Page 12 of 18 Shop Activity Timesheets - Administrator Guide
Version 25.x



Timesheet Portal Setup and Configuration

e Time Code: create a time code for the shift differential.

Time Codes ADMIN MODE CHANGE REQUES
Select Filter -
Q| o ®
Search | Reload Sort Select Sort e New C Delete Edit Save

Time code ID

Basic Info

Basic Info

Description Holiday
Overtime
Multiplier

Indirect
Default account 1D
Default task ID for indirect time

Active

Use on labor transactions
Use on timesheets

o Shift ID: add a Shift ID that is associated with the shift differential time code ID.

Shifts ADMIN MODE CHA

Select Filter -
Q|la ®
Search | Reload | Sort Select Sort - New ’ Delete E
Shift ID

Basic Info
Basic Info
Description
Shift differential time code for timeshests

Page 13 of 18 Shop Activity Timesheets - Administrator Guide

Version 25.x



Timesheet Portal Setup and Configuration

o Employee: add the Shift ID with the shift differential to the Employees — Primary
Information screen, Assignment Info tab.

Employees - Primary Information ADMIN MODE ~ CHAN
Select Filter -
Q| o N ®
Search | Reload Sort Select Sort - New
Employes ID

Personal Info

Assignment Info Assignment Info

Authority Info Work phone Mail drop Active
Email address

Employment Info

Assigned shop location 1D Q
Classifications Station location 1D

Company ID
Rates Building location
Skills

Account 1D

Scheduling
shift supported locations [Row# [Delete [Location ID [Location name
Files Supports all locations

When the employee clocks out, two timesheet line items are; one for the time code used when
the user clocks out, and one for the time code that is listed on the shift as the differential time
code. The shift differential hours will match their normal work hours clocked for that current
calendar day.

Timesheet Ponal #
Timesheet Filter
Employee:  [MT [=]mTELL I Appiy Filter
Date [1mszota |39
MT
11022014 End Date: 182014
|
= Lacatien Deprbmmmt 11372014 1132004 114/ 2014 115/ 3014 1163014 110772014 118/ D014 lla“fn
zamo gl T ° .00 800 .00 800 500 o 4000
1000 LOMS - MOTORSOOL o #.00 800 .00 .00 800 6 4000
If an employee's Shift has a Shift Differential time code, a
line item is also inserted for the differential on the
timesheet. The Shift Differential hours are equal to the
Regular hours worked for the given day.
Save | | Mew Timesheel Eniry
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Timesheet Portal Setup and Configuration

Configure Timesheet Portal Settings

1. Once you have setup the data and added the Timesheet portal tab to Web Modules, log

in to Web Modules as an administrator.
2. Click the Timesheet tab.

The Timesheet page displays.

3. To configure the Timesheet Portal settings, click on the pencil icon next to the
Timesheet Portal title bar.

Timesheet Po ‘_______

Review Timesheets

| Review Timesheets |

Current Timesheets Summary

There are no ongoing timesheets.

The Timesheet Portal Settings page displays.

Timesheet Portal Settings
Portal-wide Options

Shop Activity tab to used for viewing work log

Show User Defined Fields on Timesheet Summary

%

O

On Supervisor Approval Set Timesheet Status to CLOSED

User Defined Lists on Timesheet Portal

Please select User Defined Lists for each user defined field on Timesheet Entries below:
(Affects What User Lists are used on Timesheet Entries in Timesheet Portal)

Display Misc 1: ]
Label for Misc 1: Label 1 |
List for Misc 1 | CLIMATE RESILIENCY v |
Display Misc 2: 5]

Label for Misc 2: | |

List for Misc 2 | ENVIRONMENTAL v

®

Display Misc 3:

Label for Misc 3: | |

List for Misc 3 | OP COST IMPACT v

®

Display Misc 4:

Label for Misc 4: | |

List for Misc 4 |PROJFUND SOURCE v |

Timesheet Summary Grouping Options

Remaove the column from the grouping if you do not wish to see its details.

m

This page is outlined in the section below.
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Timesheet Portal Settings Page

The Timesheet Portal Settings page is where you determine if user-defined fields will be shown
on the Timesheet Summary, sets the defined lists for user defined fields on Timesheet entries,

and allows you to set grouping options.

Portal-wide Options

o Shop Activity tab to used for viewing work log: Set the default Shop Activity tab to

use when you view the work log.

o Show User Defined Fields on Timesheet Summary: Check this box show

user-defined fields on the timesheet summary.

User Defined Lists on Timesheet Portal

Set the user-defined list for each user defined field on timesheet entries by entering a label and
selecting from the drop-down lists for Misc 1-4. You can choose to hide or display the

miscellaneous fields.

The following steps explain how the setting Show User Defined Fields on Timesheet
Summary affects the Timecard pop-in and the Timecard Entries pop-in in the other Shop

Activity portals.

1. Inthe Portal-wide Options section, check the Show User Defined Fields on Timesheet
Summary checkbox to show user-defined fields on the Timesheet Summary.

2. Check the box for each column you want to display, and select the desired lists for the
Misc (1-4) columns from the drop-down lists.

Display Misc 1:

List for Misc 1

Display Misc 2:

List for Misc 2

Display Misc 3:

List for Misc 3

Display Misc 4:

List for Misc 4

Label for Misc 1:

Label for Misc 2:

Label for Misc 3:

Label for Misc 4:

Flease select User Defined Lists for each user defined field on Timesheet Entries below.
(Affects What User Lists are used on Timesheet Entnies in Timesheet Portal)

rd

Label 1

CLIMATE RESILIENCY

rd

ENVIRONMENTAL

rd

OP COST IMPACT

rd

PROJ FUND SOURCE

Page 16 of 18

Shop Activity Timesheets - Administrator Guide
Version 25.x



3. For each column you check to show, enter a label for that column. If no label is entered,

the column displays with the default Misc (1-4).

4. When you are finished setting the default values and settings, click Save.

5. The user-defined fields are displayed on the Timecard pop-in and the Timecard Entries

pop-in in the other Shop Activity portals.

Timecard Entry
Date:
Employee ID: LAEMP2
Time code:

Hours:

Location ID:

Department ID:

Account ID:

EMPLOYEE #2

Label 1
Misc. 2:
Misc. 3:
Misc. 4:

Comments

Close

Save

6. After you configure the Timesheet portal, exit your browser and open a new browser
window prior to using the Timesheet portal tab to view or update data.

For additional information about the Timesheet portal, please refer to the Shop Activity
Timesheet Portal User Guide.

Timesheet Summary Grouping Options

Use the Timesheet Summary Grouping columns to choose how to allow grouping in the
timesheet summary table. Move columns to the right or left to hide or show for grouping in the

table.

The columns are as follows:

¢ Available Columns: The available columns for the summary table.

¢ Columns Grouping By: The columns that will be displayed and available for grouping
and sorting in the summary table. Available options are as follows: Department,
Classification, Location, Misc 1, Misc 2, Misc 3, and Misc 4.
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Timesheet Portal Setup and Configuration

Timesheet Summary Grouping Options
Remove the column from the grouping if you do not wish to see its details.

Select the columns to group by. Nete that it will always group by Available Columns
Timecode.

Columns Grouping By
Department

- Classification
Location

= [ Misc 1

Misc 2

d= [ Misc 3

Misc 4
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