IMPORTANT:

PLEASE DO NOT USE THIS DOCUMENT WITHOUT READING THIS PAGE
This document is designed to be a template for a document given to Managers who will be using TimeIPS in your business or organization.  Where possible, we've written it in the context of you (the business or organization) giving information, guidance and training to your Managers.

In some places, we include lists of reasons, locations and options.  These lists are examples and are intended to provide ideas or options you might use or modify.  Many of these will NOT be suitable to your needs at all and should be removed.  We suggest you add your own text to replace ours wherever needed.

You will NEED TO DELETE sections of this document that don't apply to your business.

You will NEED TO DELETE sections of this document referring to hardware you have not purchased for your TimeIPS system.  There is a separate page for each type of clocking method that is available from TimeIPS.  You may have purchased more than one option for clocking methods, so you will simply delete the clocking methods that do not apply to your business.

You will NEED TO DELETE sections of this document referring to software modules you have not purchased for your TimeIPS system.  If a module is required for a particular feature it will be indicated by the following identifiers.  You will need to delete any component that has not been purchased with your TimeIPS system to eliminate any confusion.  This will give you the ability to search for the identifier throughout the document and quickly delete all components associated with the module that does not pertain to your organization.

Module
Identifier
Explanation
IPSIPS 
<IPSIPS>
Allows defined schedules and attendance tracking per employee 

IPSAPP 
<IPSAPP>
Online requests and approvals of Benefits and Timecards

IPSJOB 
<IPSJOB>
Job tracking

IPSVOIP 
<IPSVOIP>
Phone clocking

IPSREM 
<IPSREM>
PC based clocking

IPSJWO 
<IPSJWO>
Work Orders for tracking jobs within jobs

IPSIMP
<IPSIMP>
Import and Export of information to and from TimeIPS

Note: For your convenience, the current version of this document is available for download from http://support.timeips.com on the Downloads page in the Training category.
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Manager's Guide

to

TimeIPS
A training and reference guide for Managers using the TimeIPS time and attendance system.  For more information, please contact your TimeIPS administrator.
Overview:
After extensive consideration and research, we've decided to implement an electronic time tracking system in our business.  There will be a number of benefits for you:

· Ability to more efficiently manage your employees through automation

· View your employees' status from your own computer

· Edit clocking errors from your computer

· <IPSIPS> Create schedules for your employees

· Running attendance and tardy reports for your employees

· Create Employee Report Cards for help with performance reviews

· Track incidents with full detail

· <IPSAPP> Approve benefit usage automatically, while viewing all other previously approved benefits

· <IPSAPP> Review and approve time cards and sign digitally to reduce paper consumption

TimeIPS Implementation:

So that you can be ready for implementation of the new TimeIPS time and attendance for our organization, please:

· Review the Employee's Guide to TimeIPS in its entirety.  

· Review this guide for further managerial functions you will need to become familiar with inside of TimeIPS. 

· View additional training videos online at: http://www.timeips.com/videos/index.php  The one that is highly recommended is the Manager Introduction Video.  

· Finally you can access a full online Manager's Guide to TimeIPS at: http://support.timeips.com/index.php?module=HeadSup&func=display&articleid=464
Time frame:
We've completed the physical installation of the new electronic time clocks.  We'll begin using the system next week.

Training meetings:
You will need to hold a training meeting to review the essential parts of the new time and attendance system with your direct reports next week.

Clocks:
We have installed TimeIPS clocks at the following locations:

· Front door


· Back door

· Warehouse

· Break room

· Assembly area
Viewing Your Employees:
Employee Status:

The Employee Status View is an electronic In/Out board for tracking an employee's status throughout the day.  This shows where the employee clocked from, what job they are working on, their status and when their last clocking event was.

From the Main Menu, click on Directory.
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Currently In:
The “Currently Clocked In” page displays all employees who are currently clocked in.  This page lists the employees by the department they are associated with, what job they are working on and how many hours they have worked for the day.  This view can be used to determine if an employee is present at any given time and to ensure all employees clock out at the end of the shift.
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From the Main Menu, click on Directory and then click on the Clocked In
icon at the top of the page.
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Employee List:
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The Employee List displays the employees and the employees' information that you choose to list (E-mail, Phone Ext, Home Phone, Cell Phone, Address and Department).  This can eliminate the constant new paper list of new extensions.
From the Main Menu, click on Directory and then click on the Employee List

      icon at the top of the page.  
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Editing Time In/Out:
You can view and edit an employee's time through the Time Edit/Report.

From the Main Menu >> Administration, click on Reports and then Time Edit/Report.

Use the “Select Date Range” drop down to select a time frame for which you wish to run the report. At the bottom, click  “View Report”.
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This will display all of your employees for the time frame you chose with all of their total hours. To make an edit, simply click on the employee's name and then select the clocking event you wish to edit.

Click on the date/time and type over it to to make the change. You can also add a note to your documentation in the “Audit Note” field.  When finished, click on the “Update” button.  This will make the change and take you back to the employee's time card.
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This screen shot includes a number of optional fields that may not appear in all cases. Optional fields include:

· Real Time – A separate time used to track employee arrival/departure if different from the paid time

· Work Order and Current Job Completion – Used on systems configured with Work Order tracking

· Custom Fields (In/Out) – Used on systems with remote clocking and custom fields configured

· Pay Type Override and Pay Override – Used on systems with overtime options enabled

To view all the changes made to a time event, including your edit, click the “+” sign to the far left of the event to expand the window. From the Audit tab, you can review the events history. 
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Reporting:

Tardiness Reporting:

<IPSIPS> You can run a Tardy Report that will show you how prompt your employees are based on the Schedule you have set for them within TimeIPS.  This will allow you to give them a grace period of time to clock in after their scheduled clocking time, if you so desire.  This report shows whether they were on time or tardy and if they were not scheduled to work at all.  It also shows if the employee is using some type of benefit time.

From the Main Menu >> Administration, click on Reports, Special Reports, then Tardy Report.
Choose the range of time for which you would like to see the report and then click on “Run Report”.
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Employee Report Card:

This report will be a great starting point for performance reviews. There is a lot of information in this report that will be compiled for you automatically by TimeIPS. It will tell you time worked, benefit time used, average tardy time, types of pay and pay rate increase information.

From the Main Menu, click on Administration, Special Reports and then Employee Report Card
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Choose the employee's name from the drop down list and then click on the “Run Report” button.
Incident Tracking:

The incident tracking feature will allow you to fully document any incident and be able to attach it permanently to an employee's record.

From the Main Menu >> Administration, click on Employees, Employees again, the + next to the employee's name, Employment tab, and then the blue Other link.
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Click the Add Event button to display the form. Click Save Change to add to the employee's file.
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<IPSIPS> Scheduling:
You can create schedules within TimeIPS for your employees or you can create them in an Excel spreadsheet and import them into TimeIPS for adherence.  Once you have created schedules you can receive an automatic email alert from TimeIPS if the schedule is violated in any way.  You can also prohibit employees from clocking outside the limits of the schedule you have set for them.  

From the Main Menu >> Administration, click on Employees, Employees again, the + next to the employee's name, and then the Schedule tab.
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To export a schedule of all of your employees from TimeIPS for editing and to import it back into TimeIPS:

<IPSIMP> From the Main Menu >> Administration, click on Schedules and then Import/Export.
You may then choose the start and end date for your export and click “Export Data”.  This will create a file, like the one below, that you can edit and import back into TimeIPS using the same screen, just use the “Import/Update” button.
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<IPSAPP> Benefit Approvals:

This will allow you the ability to approve benefits for all of your employees from your desk.  This can be done completely electronically.  

From the Main Menu >> Administration, click on Benefits and then Benefit Approvals
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This will show all the Pending Requests from your employees and all of your previously Reviewed Requests.  You can then view the requests individually and approve or deny them one at a time or all together.  
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   You may also click on the Benefits Calendar icon to see all of the previously approved  

   requests, so that you ensure you do not have too many people off at any given time.  This will 

   make it very easy to stay within the corporate guidelines for approving time off.
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<IPSAPP> Time Sheet Approvals:

This will give you the ability to approve all of your employees' time sheets from your computer.  You can review each employee's time individually and approve it.  You can also approve them all together once they have been reviewed.  This provides you the ability to control all of the time worked by your employees with minimal manipulation of time sheets.

From the Main Menu >> Administration, click on Payroll and then Timesheet Approvals

Then click on the “Continue” button.
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You can click on an employee's name to see the details about that employee's time sheet:
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The time sheet will show you every clocking event for this employee. The time card will total the time worked by the appropriate type of pay. It will also differentiate actual time worked from any benefit time taken. Then you can click the box that says, “Confirm time card for ....” and click the “Confirm” button and your digital signature will be attached to the time card.

Thank you for your dedication to our organization and to the successful launch of this new time and attendance system.  Your attention to learning this new system is truly appreciated.  Please contact your Supervisor if you have any other questions about TimeIPS.
