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An HCM Growth Summit

Understanding & Leveraging TLM

In this session, we'll cover some of the common issues users experience with TLM and provide
steps and strategies to resolve them.
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Holiday Setup
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Settings | User Parameters | Rubes | Mainbenance | Administation | Tene Clocks | Workfiow Notification Usier: System User | (1) Help On This Page | Gl Sugpor

* Holidayday vs Special Day

Holiday Group Name Date This Year Halidary Type Hours

The special day is treated exactly like a
T S holiday exceptthat the qualification

s rules can be changed. Note that this
—— setting can later be changed at the pay
= group level.

= CreatingnewHoliday Calendar

S Configurations > Rules > Holiday

Settings >> New Holiday Group
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“““““““““ e After Entering ‘Holiday Group
Name’, click Save. This allowsyou

to Set Dates.

Holiday Setup

[ | oo | o | wom | aeees | P ] i [ aoew ]| it | et [ weeen [ W | oo |

Settienps | Uses Paramelers | Rules | Mamiensnce | Administyation | Tere Clecks. | Wit flow Motification

US Holdays
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Holiday Setup

-Adding dates to calendar-should do
this as end of year process

Select Holiday Group Dates Select Holiday Gro Select Holiday Group Dates
. . . . o X sandbox-demo-salesi.asureforce.net says X . . o
Double click to add a new date to this holiday group. Double click to remove an existing date from Double click to ad| te from Double click to add a new date to this holiday group. Double click to remove an existing date from
this holida 3 this holida Create Entry for 07/04/20237 this holida
Dates in this Dates part of other | f other Dates in this Dates part of other
Year: 2023 hd | | holiday group [ ] neliday?groups Year: 2023 | 0K Cancel ;;gﬁp:‘ C Year: 2023 A B holiday group [ | noiidayp:roups
Jan Fab Mar Apr Jan | = e ' Apr Jan Feb Mar Apr
M| T W T|F S|S M T|W/ T|F|S S M TIW|T|F|S|S M T|W T F S |S M T|W T|F| S5|S M T|W|T|F|S|S M|T|W|T|F|S|S M|T|W|T|F|S|S M| TIW|T|F|S|S M| TIW|T|F|S|S M|(T|W[T|F|S|S M|T|W|T|F|S|S
1 1[2]3]a]s 1]2]3]a]s 12 1 12 3]als 1]203]als 12 1 1]2(3/a]s 12]3]4]s 12
213 4|s5|6|7 8 6 7|89 101112 6|7 8 9101112 3la|s|e|7 89 21345678 6 7|89 10/11/12] 6|7 8|9 10]11/12 3|4|5/6|7. 8|9 273lals|s|7]8| |6|7|8e|wli]12l [s]7]8a|10]11]12 3la|s|6|7|8|9
9 [10/11[12/13/14 15 13 14(15)16 17[18/19|  [13]14]15]16/17 18 19 10 11|12[13 14 15[16] 9 10]11 12]13 14|15 13 14/15 16|17 |18 19 1314 1516 1718 19 100111213 14 1516 [o1o(11]12[13[14]15| [13[14[1516[17[18]10] [13[1a]15[18]17]18]10 1011]12]1314[15]16
16/1718[19(20(21 22| |2021(22[23 24|25 26| |2021)22|23(24 25)26| |17 18(19|20 21 32|23 16/17|18(19(20(21(22|  [20(21(22(23 242526 |20|2122(23[2425]26] |17[18[19|20(21|22(23 16(17[1819(20(21 22| |20(21]22|2324[25|26| |20[2122(23[24|25(26] [17]18[1920 21|22(23
2324252627 |28 29 27 28| | 1 27|28 293031 24 25(26(27 282930 2324|325 26|27 28 |20 27128 | | 27128 20|30 31| | 24 25|26 27|28 20|30 [23]24(25)26(27(28]20| 27(28] | | | | [27/28]20(30/31 | 24252627 28 29|30
Sl L 1] ] i . . = ] Bl | | | | | |27] | | | | |27] | el L LTl ! 125]
May Jun Jul Aug May Jun Aug May Jun Jul Aug
M|T|W|T|F|S|S5 M|T|W|T|F|S|S M T|W|T|F|S |5 M|T(W|T|F|S5|S M T|W|T|F|5|S M|T|W|T|F|S s M|T|W|[T|F|s|s M TIWIT|F[S|S M TIWIT|F|S|S M|TIW|T | F|5|S M|T|W|T F|s|5
1.2 3|4[s5]|6 7| | | l1]2]3 /4] Lol fafz] [ l1]2)3]4]5]6] 102]3/als|6|7 INERREL 2 [112T3]als]s 1234|567 123 a 12 1/2,3,4|5|6
91011(12[1314| 5|6 |7 |89 10013| |3 /4|5/6|7|8|9| |7|8]|9[10]11 1213 8|9 [1011]12[13[1a] [56[7 |89 1011 IE 7 8|9 10]11)1213 8 9 10]11(12[13[14| |5]6[7|8[9]10/11 _E_G_? 89 7089 [10/11]12[13
15/16/17(18(19(20|21| |12/13/14/15]16(17 /18| |10/11/12/13|14/15/16| 14 15|16|17 18 19|20 15/1617/18(19(20(21  [12]1314]15 161718 [16] [14[15[16]17]18]19]20 15/16/17/18(18(20(21| |12[13]14[15[16[17[18] |1ded2[13[14]15[16] [14]15]16/1718[19]20
22]23|24|25(26(27 (28| [1920(2122(23|24[25| [17[18]19|20(21 22 23| |31 22(23(24[25 26[27| 22|23(2425|26/27(28]  [18]20]2122|2324]25 23| [21]22]23]24]25)26 |27 22|23|24 25(26(27 28| [1920(21|2223]24|25| [17[18)19 20|21 22(23| [21]22[23)24 25|26(27
20(30/31 26|27 |28(20 30 24(25)26 27(28(20[30| 28[20|30|3:1 29030031 | | | 2627|2829 30| [30 8(20/30(31] | | 29/30]31 26/27|28 20|30 24|25|26 (27|28 |20(30] [28[29(3031
Sep Oct Mov Dec Sep Oct Mov Dec Sep Oct Nov Dec
M[T[w[T[F[s]s m[T[W[T[F[s]s M[T[w[T[F[s]s M T[w[T[F[s|s M[T[w[T[F[s]s M[T[w[T[F[s]s M[T[w[T[F[s]s m[T[w[T[F[s]s m{T[w[T[F[s]s M[T[w[T[F[s]s M[T[w[T[F[s]s [T w[T[F[s][s
| [1]2]3 L | [1 1]2[3 45 | | [a]2]3 | 123 K 102345 123 123 i 1|2]3]4]5 | [1]2]3
45 6|7|8|9/10| [2/3[al5/6/7 8| |67 8 9[w0112] |4/ 5/6|7 8|9[10 4 5|6 7|8/9j10 |23 4|56 7|8| |67 8|9 10/11/12| 4|56 7|8 910 4|5|6|7|8|910| |2 3|a|s|6/7|8 |67 8|9 1011]12] [4/5]6 7|89 10
1112 13_15_15 1617 9 10_11 12 !3_1“ 15 131415 15_17 18 19 11 12_13_14 15 16_17 11 12(13/14|15/16/17 9 [10(11/12 13|14 /15 1314 15[16/17 /1819 11/12/13(14|15 16|17 11 1213 14l15 16|17 9 ‘10 11 12l13 1415 1314 lﬁllﬁ 17 18|19 11121314 15/16|17
1819 20(21(22( 2324 |2122| [20{21]22(23(24]25]26| [18[19]20|21]22]23 24| 18/10(20 21|22(23|24| |16/17|18|19|20|21 22| |20|21 2223|24|25|26| | 18|10|20|21|22 23|24 18(19|2021(22(23[24| [16)1718]19(20|21|22]  |20(21]22(23|24 2526 [18]19|20 21 22]23[24
252627 2829 30| |28/29| |27)2829 /30| 25 /2627|2829 30|31 25 26|27 28[20|30] |23]2a|25)26 27(28]20| [27]28]20(30] | | 252627 ]28(29 /30 (31 25 26|27 282930 23(24]25 26|27 28(20)  [27]2829(30 | 25)26|27 2829|3031
| 30[31 | | | 3031
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Holiday Setup

-Adding dates to calendar —should do this as
end of year process

Select Holiday Group Dates

Double click to add a new date to this holiday group. Double click to remove an existing date from

File v Helpr Holiday: US Holidays File v Help v Holiday: Canada Holidays Year: | 2023 - .Eates in this .Dataspanofcther
oliday group holiday groups
SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE Jan Feb Mar Apr
M|T|W|T|F|S|S M| T W|T|F|S S M| T|W|T|F[S|S M|T|W|T|F|S5|S
1 | T1]2[3]a]s [1]2]3]4]s 12
2]3la|s|e|7]8 6|7 8 9wnj12| |6 7|89 101112 3/als5 6[7)8]0
General General 9 10/1112[13[14[15)  [13[14]15]16[17[18]19| [13]1a[15[16]17[18[16) [10[11[12]13[14]15]16
1617181020 21|22 |20(21/22|23(24(25(26| |20 21(22(23 2425(26  [17]18]19 20|21 22|23
23)24)25)26|27 |28 |20 27|28 1 27)28[29(30|31| | 24/25|26 27|28 29|30
30[31]
::::ieay Group US Holidays ::Il:i:y Group Canada Holidays May Jun Jul Aug
M[T[w[T[Fls[s m[T[wlT[F[s]s mit(wltlF[s[s mlT(w(T[F|s]s
Date This Year 07/04/2023 Date This Year 12]3a]56[7 1]2[3a 12 t]2]3]s]5]s
L 89 |10(11|12|13 |14 5/6|7|8(|9/|10/11 6 7 8|9 7.8 |9[10f11/12/13
I 15/16]17[18]19]20(21]  [12[13[141516]17]18 l@? 13141516  [1a]15[16]17[18]19]20
Holiday Type Holiday v Holiday Type Holiday M 22(23|24252627(28|  |19]20(21]22[23[24|25| [17]1819(20]21(22[23] [21]22(23 24252627
2303 [ || |26]27 /2829 [30] | '24|25(26[27/28[20(30] (28293031 | |
. 1 Sep Oct Nov Dec
Hours 0 4 p Hours 0 4 p M T W/ T|F|S|s M| T W T|F|S| s M T|(W/ T Fls|s M| T|W| T|Fi s|s
L ] 1023 1 1/2]3]4]s 123
I [ 4/s5/6/7]8910 2[3]as|6|7]s 6 78/|9 10/1112 al|s/6/7]s]910
Observance Type None v Observance Type None M 11]12[13]14[15]16[17] [9[10[1112[13[1a]15| [13]1a[15[16]17[18[10] [11[12]13[14[15]16[17
- ) 18[19]20(21(22|23[2a] [18[171810(20[21]22| [20]21[22[23]24|25[26] [18]19]20 21(22]23[24
252627 282930 |23]2a]25]26 2728 20| [27]28[29(30] | | 252627 28|29 30|31
R b 127}




Holiday Setup

-Adding dates to calendar —should do this as
end of year process

Select Holiday Gro
LSS sandbox-demo-salesl.asureforce.net says e
e from

Double click to ad|
this holidar

Create Entry for 07/01/20237

art of other
Year: | 2023 oK | Cancel yugruuus
Jan T rou T e T Apr
M[T[w[T[F[s]s Mm[T|w[T[F[s][s M[T|w[T[F[s]s M[T[w[T[F[s]s
1 | 11l2]3]4]s 1/2(3]a]s 12
2/3|als5/6 78 6789101112 6789101112 3lals|e|7]8]9
9 [10/11]12/1314[15| [13[14]15/1617/18[19] [13]14[15]16/17|18 /19| |10[11]12]13[14]15]16
1617 181920 21|22 202122 23 24 2526 20 2122 232425 26 1718 19|20 21|22|23
2324|2526 27 28|29 27|28 272829 30 31 2425|2627 282930
3031 [ [
May Jun Jul Aug
M[T[wW[T[F[s]s M[T[w[T[F[s[s M[T[W[T M[T[W[T[F[s[s
1/2]34 5[67 | 1]2]3]4 ! 1/2[34]5]6
8|9 1011121314 5|67 8]0 1011 sIlls o : 7189 10]1112]13

15/16(17 1819 20|21 12(13[14 1516 17|18 10[11(12]13 1415 16

)
&

1920

22/23|24/25|26 27 28 19|20 21 22|23 24|25 1718|1920 21|22 23 21|22 2324 25|26 27
2930|311 26|27/28 29|30 2412526 |27 28|29 30 2829 30 31
31

Sep QOct Nov Dec
MIT|W|T|F|S|S M|T|WITIF|S|[S M|T/IW|T|F|S|S M| T WT|FIS|S

| EE | |1 1]2[3al5 NEE
a5|e(7 (890 [2[3(a(5/6|7|8| [e/7[8alw0[ii/12| [4[5/6|7 8|9
11]12|13[14]15)16[37| |9 [10[11]12[13]1a[15| [13]1a[15]16 17|18 10| [11]12[13]14]15]16[17

18/19|20(21 22 23|24 1617181820 212,
25/26 27 28/29[30 23[24 252627 28(29
30(31

&

2021 22|23 (24(25 26 18/19(20(21(22(23|24
27282930 25/26 272829|30|31

CANCEL

Select Holiday Group Dates

Double click to add a new date to this holiday group. Double click to remove an existing date from
this holida 3

a Dates in this
Year: | 2023 v .hohdaygroup
Jan Feb Mar
M TIW|T|F S|S MIT|IW|T|F|S|S M T W|T|F|S|S
1 12|34 5 1.2/3/4 5
2(3|a[s5|6 78 6|7 8|0 10/11 12 6|7 891001112
9 [10[11[12[13/14[15| [13[1a(15[16[17[18]10] [13[14[15]16[17[18]10
16/17(18(19]20 21 22|  [20(2122(23[24 25 26| 20 21|22|23(24|25 26
23(24(25(26(27 2820 (2728 | | 27(28|29 3031
o 130]

May Jun dul
M[T[W[T[F[s[s| [M[T|W[T[F[S][S TIw[T[F[s]H
12(3(a|5 6(7 1]2]3]4 | E
8 9[10[11(12/1314| |5 6|7 8|9 1011 | HOEE
1516[17(18[19 |20 21|  [12[13[1415[16]17 18] [1p 11[12[13]1e]15]s
22(23|24|2526 27 /28| |19(20 21(22|23]24/25| [17]18|1920)21 22 2
29[3031 2627282930 242526272829 30

31

Sep Oct Nov

M[TW[T[Fls[s| [M[TIwW[T[Fls]s| [MITIw[T[F[s[s
123 1 1/2(3/4 5
4/5|6(7/8|9(10] [2(3]a[5|6]7 8 67 80101112
1112(13(14(1516(17| |9 [10]11[12[13[14[15| [13]14]15|16(17|18[19
181920212223 24| [16]17]18[19|20 (21 22| 20|21 22|23|24/25|26
2526(27|28 29|30 23(24(25|26(27|28(29| |27]28|29]30] [
30|31

] Dates part of other

heliday groups
Apr

mT|w[T[F

w|o

1011 12[13[18]15
171819 [20(21]22
24(2526|27(28 20

W»a

o|m=|E
=
2

101112
14 1. 18|19
212223 24 2526
2829/30 31

@
5

Dec

om0

4/5[6/7]8
11/12[13[1415
181920 (21(22/23
2526 27 |28(29 30

o

10
17
24
31

CANCEL

Select Holiday Group Dates

Double click to add a new date to this holiday group. Double click to remove an existing date from

Jan
M|T|W[T[F[s5]|s

[2]3]e[s[6(7]8
9 10[11]12[13]14]15
16/17[18[19 20 2122
|23]2425]26 27 28 20
[30]31] [

May
M/ T/ W|T F S 'S
2|3 4/5/ 6|7
9101112 13|14
15|16|17 1819 20 21
|22]23|24]25 26 27 28
[30[31

@[

b

Sep
M|T|W|T|F|S|S

4|5|6(7 8910
1112[13[14]1516[17
19|20(21(22]23]24
25(26(27)28 29 30

®

Feb

Tlw|T[F[s]s
345

12
7.8]9
14 15 16
21 7?_73

6|7 |8
1314 15
202122
272820

Oct
TIW| T

3/4|5
10]11]12
17/18]19
242536
31

10
17
24

16
23

13
20

11
18
25

10
17
24

14
21
S

. Dates in this . Dates part of other
holiday group holiday groups
Mar Apr
m[T[w[T[F[s]s m[T[w[T[F[s][s
1/2(3/4 5 12
67(8|910/11)12] 345 67|89
13[14]15]16(17(18(19|  [10(11]12|13[14[15]16
20(21/22(23(24 25 26| 17|18 19|20 21[22]23
2728[29]30[31 2425 26 27| 28[ 2930
Jul Aug
TIW[T|F[58 M[T[w/T[F[s[s
M : 1/2/3/a[s|s
|  HOEEE 7|89 10/1112]13
1p11/12]13[14 15 16]| [1415/16/17|18[19]20
17]18)19(20|21|22|23| |21)22|23|24]25(26(27|
24/25(26272629 30| 2829[3031] | |
31
Nov Dec
m[T[w[T[F[s]s M[T[w[T[F[s][s
102/34 5 EE
678 9[10[1112] [a]s/6 78|90
1314 15)16[17[18119]  [11]12]13]14[15(16[17
20(21)22/23)24]25 28] [18[1920 21)22[23]24
27/2829 30 25|26 27 28|20|30[31

EVOLVE
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Holiday Setup

-Adding dates to calendar —should do this as
end of year process

Eilev Helpv Holiday: Canada Holidays N | BN | e | e R | e e | e
T
SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE = Rl
oy trapma o o Your pr— =
Canada Holidays amozam Holiday oo B
. - Hotser om0

General

Holiday Group Canada Holidays

Name

Date This Year . 07/01/2023

Holiday Type ' Holiday v
Set Dates W 2
Hours .O . 4

Observance Type MNone -

Locatian : Rules >> Holiday Sattngs




Holiday Setup

-Where holiday calendars can be utilized in

rules
File = Help * Holiday Rule: Hew
S8VE SHVE AND NEW SAVE AND CLOSE REFRESH CLOSE

Rule ID USHokdays Active

Rule Description LIS Holidays

Day Type Holiday v

Haoliday Dales fELECT o

Haoliday Benefit Options

Scenario Option Hours Multiplier Expiration Date Type
Mot ® Pay Accrue )
Worked/Scheduled Hene " 1F
Hot WorkedMNot & Pay Accrue
Scheduled Hene 1 1h

Select Holiday

Select the holiday groups on which you want to apply
the rule.

[J | Holiday Group Name

Holiday Dates

[J) Canada Holidays
[J US Holidays

07/01/2023, 07/04/2023
07/04/2023

@
<) EVOLVE
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Holiday Setup

-Where holiday calendars can be utilized in
rules

File* Help~ Holiday Rule: New
Eile v Help v Holiday Rule: USHolidays

SAVE SAVE AND NEW SAVE AND CLOSE REFRESH

Holiday Hours
Select Holiday Hours Type

SAVE SAVE AND NEW SAVE AND CLOSE REFRESH

ceners [ == Micataneous

® None -

O scheduled Hours Ruls ID USHalidays Active Weei/Period OT base deduction None -

O Fixed Hours Rule Description US Holidays Schedule as work day

O Employee/Fixed Day Type Holiday v Use Alemate Pay Type

O Worked . Holiday Datss i Use next scheduled day if not normally scheduled on this holiday

US Holdays

Holiday Benefit Options

Scenario Option Hours Multiplier Expiration Date Type
[dWorkedischedulea  © PO Acerue 1 r ovT
WorkedNot ® Pay Accrue
Scheduled Hans ! e

. .
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Holiday Setup

Holidays can be used referenced in premium
rules

File v Help»

Premium Rule: New | goi0ct Days
ST AND NEW S4B AND CLOSE —— Select the days with which you want to associate the rule.

Sunday ___ All Holidays
| Monday . All Days Before Holidays
Applies To Days Included Tuesday All Days After Holidays
_ Scheduled — Wednesday — No Holidays
All Shifts Non-Scheduled Thursday
® Both
i Days 0 riday
Saturday End Of Pay Period
All Levels Holidays/Special Days
~—n Include Day Include Day
Description Include Holida

All Pay types = Y

Before After

US Holidays
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Holiday Setup

Holidays can be used referenced in overtime
rules

File v Help v Over Time Rule: New | Select Days
Select the days with which you want to associate the rule.
SAVE SAVE AND NEW SAVE AND CLOSE REFRESH
Days
B e i -
Sunday | All Holidays -
Monday |JAII Days Before Holidays
Applies To Days included Tuesday | Al Days After Holidays
uA Wednesday
Il Shifts: _ Scheduled Thursday
Non-Scheduled .
& Both Friday

Holidays/Special Days

&ai pay Types Description Include Holiday ""gafe %Y Inclide Day
US Holidays
uAII Levels
Other Conditions

Employment Allocate OT first to hours worked outside home dept . v
® None

Current Date Day CutOff None -
) Period Begin

Period End Operating Mode Both v |
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Pay Calendar Setup

Howto setup a new pay calendar

Configurations > Rules > Pay Calendar >> New Pay Calendar

User: System User | (@ Help On This Page | Get Support

Settings | User Parameters | Rules | Maintenance | Administration | Time Clocks | Workflow Notification

Find Pay Calendar Go View: | aj

Calendar Type

Description

Pay Calendar ID

BW BiWeekly Bi Weekly

Custom Custom Custom
Weekly Weekly

Weekly
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Pay Calendar Setup

Filev Help v Pay Calendar: New

‘ . . Flev o S After hitting Save, the
SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE S e | e Ct a U ni q ue I D an d DeSC ri pt| on. SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE g !

B cooncorpenoss Calendar Periodstab
cunso  [Emi Specify the days that are to be

Calendar: Weekly

Begin Day: Monday becomes available.
Description Example

N Calendar Year: | 2018 A
Weekend Days nsunday DMunday Dmesday vgdnesday C O n Sl d e re d We e ke nd d ays' . m

DThursday DFriday nSaturday [ | Period | Start Date | End Date | Pay Date | S e | e Ct t h e n e e d e d

Nbr.
Calendar Type Weekly v

e Specifythe calendartype:

Start Day

N::::Ia;ay Week Day - - Weekly X
i 3 build. Be sure to save

T - Biweekly afterthe build

Calendar Yearand hit

01/01/2023

Offset Days ( Used for Workflow Notification )

~Monthly completes.

- Semi-Monthly

- Custom
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Pay Calendar Setup

Howto setup a new pay calendar

Filev  Helpv Pay Calendar: Example

Filev  Help¥ Pay Calendar: Example

e SSMEATDNEN SAVEAND CLOSE REERESH CLOSE S e I e Ct -th en eed ed SAVE SAVE AND NEW SAVE AND GLOSE REFRESH GLOSE Ad d iti on al yea rs can be
m Calendar Periods . Calendar Periods. ) )
Calendar Year and hit v oy built out by changingthe

BeginDay:  Monday

build. _ mw — calendaryearin the

Calendar: Weekly
Begin Day: Monday

Calendar Year: = 2023

| [l Start Date | End Date | Pay Date |
Start Date End Date 0 s 12252023 8| | 2312008 |2 232003 |2 - d ro p d own an d se I ectl ng

L J 1 12/26/2022 B 01/01/2023 ﬁ 01/01/2023 ﬁ B e SU re to Save afte r th e __] 2 01/01/2024 =] 01/07/2024 & 01/07/2024 &
[ 2 010022023 |3 01/08/2023 | 3 01/08/2023 | O3 O s ovoszoza || | otrrazoza | B o140z | b u | | d SaVI n b etWe en
. H = , & = ! g
O s omoo2023 |3 | otrsiz023 | B 011152023 | O b ul Id com p | etes. N i i i
PR a ﬁ a _] 5 0112212024 & 01/28/2024 & 01/28/2024 & .
] s 0111612023 012212023 0172212023 | b ui | d S
77 ] 6 01/29/2024 =] 02/04/2024 & 02/04/2024 & .

| s 01232023 |3 | orzer02s |B 012012023 | O3 5 =) =]

= = = O 7 | ozoszoe 0211112024 o2riti2024

L s 102023 G200z fgannae (0 8 |oozae [B] [oonemoee [B] [ o2ngoos (B

] 7 0200612023 | 3 021122023 | 8 021122023 | O3 = e L e TH - [E1
(] s 02132023 |3 | ozrtezozs |B 0211912023 | O3

=S e | .- | S| F— = | I E—— =] X




Pay Calendar Setup

Howto setup a Custom Calendar

Filev Help v

SAVE SAVE AND NEW

General Calendar Periods

Calendar ID
Description

Weekend Days

Calendar Type

Pay Calendar
Start Day

Monday

Custom

Custom

SAVE AND CLOSE

REFRESH

Pay Calendar: Custom

CLOSE

usunday E}Mondny ‘:}T\lesday ngnesday
D'rhursday DFriday

Custom

v

Offset Days ( Used for Workflow Notification )

1

nsaturday

The optionsfor
Custom calendaris
limited to the Pay
Calendar Start Day.

@
<) EVOLVE

Fiev Helpv Pay Calendar: Custom

SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE
- The Calendar
m Calendar Periods

Calendar: Custom
Begin Day: Monday

Calendar Year : 2023 v B u i | d b utto n .

P:::d | Start Date | End Date | Pay Date |
~

Periodstab has no
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Pay Calendar Setup

Howto setup a Custom Calendar

File v Help + Pay Calendar: Custom File » Help Pay Calendar: Custom

CIiCk Add ROW .to SAVE SAVE AND NEW ‘SAVE AND CLOSE REFRESH CLOSE The Calendar
m Calendar Periods m Calendar Periods

cotondor: Custom add the needed Periodstab has no

Calendar: Custom
Begin Day: Monday Begin Day: Monday

Galendar Year: | 2023 M rO WS . Calendar Year: 2023 v B U I | d b Utto n .

¥; Add Row F: Delete Row

SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE

§s Add Row F: Delete Row

Period
| Nor, | Start Date

| End Date | Pay Date |

. P;:‘:d | Start Date | End Date | Pay Date |

[ 01012023 |03 012023 | B otsz02s | A F| | | | N th e Sta rt Date, ] oimizoes |0 o1srzo2s |03 oinszozs |8 A Dates cann Ot
D 2 0162023 | O oatzezs |B osnzezs | B D 2 1162023 | 1312023 |2 01312023 |2
O s : " " End Date and Pay 0] s | owvems B0 = s [ overlap or create
0O @ d d 0 « - = 5 E
Date foreach of the gaps.
pay periods.
. @ sandbox-demo-salesl.asureforce.net

The start date overlaps with previous end date.

@ sandbox-demo-salesl.asureforce.net

The start date leaves a gap after the previous end date.
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Payroll Tab Operations

How to generate a payroll file

= Payroll Tab Check the box to the left of the pay group(s)
. [ vome | rrome | sormaue [ vmecws | acorus | omvevesost | opore JEECECH wescooes J§ o J cons | contgursions | you want to generate the file for.

Close Payroll | Open Payroll| Unpasted Transaction | Post Transactions | Audit User: Systom User | () Heip On This Page | Got Su

Select Levels Select Employees Options
& Conmny == S ecalaon Make sure the From Date and To Date show
Qi [ ] closs Payrolt

H reters the correct pay period you want to generate

SET PERIOD CLEAR PROJECTIONS RUN VIEW APPROVALS H
‘ ceae the file for

[] Paycowo Pay Group #Open Projscied Date Year Period rom Date To Date Select

[ siweaky Biaakly 2 - 2018 1 1202772015 0110872016 “

[ oeran Detau 0 - 201 1 122712015 onoarz0t6

’_‘ FT Full Tima 41 - 2005 1 1202712004 01/02/2005 . .

O Frow o ‘ s - s s : If you need to change this, click the set

period button, pick any date within the

period, click OK
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Payroll Tab Operations

How to generate a payroll file

Select Date G'"":ﬁ dos You can also change the pay period by
Select a Date to indicate the Period and Year requiled — Close ayro“
Print Report

- clicking the gray three dots button in the
‘ &= ‘ Project the Payroll

Select date: ‘ 10/12/2021

Select column to the farright.

REMOVE TIME CARD LOCKS PRIOR PERIOD ADJUSTMENT SET PERIOD CLEAR PROJECTIONS VIEW APPROVALS
Year Period Tom Dale To Date Solooh Select Period and Year
1 = S i 3 T
2019 1 01/01/2019 011512019 fiE ‘ elect Perod and Year to change the Pay Peniod
2021 16 07/26/2021 08/08/2021 [ - Pay Group Id:HOURLYFT
2017 1 01/01/2017 0111412017 (=]
2019 1 0110172019 01/15/2019 = vear 2021 v
“ CANCEL 2021 1 0110212021 01/06/2021 [: j
i Period 20 v
2021 32 08/0172021 080772021 [E
rans
2005 1 127272004 01/02/2005 b=l Start Date:  05/09/2021
2020 1 1213072019 122020 | End Date:  05/15/2021
2021 14 04/03/2021 0410972021 =]
f i # Open: 0
MW 1 NN N NMNRINTI - -
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Payroll Tab Operations

How to generate a payroll file

Options

Skip Recalculation

Generate File
Close Payroll
Print Report
Project the Payrall

REMOWE TIME CARD LOCKS SET PERIOD

PRIOR PERIOD ADJUSTMENT

Check for Pending Leave Requests
Check for missing Fay rates

Check for missing Punches

Check for Locks

CLEAR PROJECTIONS RUM

VIEW APPROVALS

Always leave Skip Recalculation checked. If
you do need to recalculate time cards, follow
the How to globally recalculate time

cards article, then start from the beginning of

this article.

A global re-calc should always be done before

running payroll.

Year Pernod rrom Date To Date Sedact
2019 i 01/01/2019 01152019 Check Generate File
2021 1 Drf2e2021 QRS20

Click Run
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Payroll Tab Operations

How to generate a payroll file

The payroll interface window will pop up.

File = Help «

Click RUN PAYROLL EXPORT

SAVE SAVE AND CLOGE REFRESH CLOSE

Save the file.

Field 1 | Empioyseia v | Formating Data ' =
Field 2 Hiisi s w | Formatting Data
Field 3 . PayTypelD v | Formatting Data
Fiald 4 [ NOMNE ~ | Formatting Data
Fiald & [ NOME v. Formatting Data
Field & NONE w | Formatting Data

Figld T NOME v | Formatting Data
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Payroll Tab Operations

Optional: Click Process Unapproved Time

Cards if the system s configured for

Close pay period.

approvals and you want to ignore the

T T T oo | I approval status when closing payroll. By

Closa Payroll | Open Payroll | Unposted Transaction | Post Transactions | Audit User: | (D) Holp On This Page | Get Supp

default, the payroll cannot be closed if the

This option will only appear after

Select Levels Select Employees Options checking the Close Payroll box if your . .
@ Pay Group Siip Recalculstion system s configured for approvals system s configured for approvals unless all
Company Generate File
Location [Close Payroll 1
- _Hm‘:ﬂ 0 time cards for the selected pay
Department Project the Payroll Process Unapproved Time Cards ) .
groups/hierarchies have been approved.

REMOVE TIME CARD LOCKS SET PERIOD CLEAR PROJECTIONS RUN VIEW APPROVALS

— Enabling this feature overrides the default
Clicking the Payroll tab always defaults to the Close Payroll page and closes payroll with unapproved time
Click to place a check mark next to Close Payroll cards.
Select the pay groups for which you want to close a pay period. To select all pay groups, click the check box in the
header row. If a time card is not approved, the data for
To specify the pay period you want to close, click Set Period and in the pop-up calendar choose the pay period, and that time card s still included in the payroll
then click OK.
Click Run
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Payroll Tab Operations

Closed payroll periods can be re-opened for editing
[&] Asure
[ vome | rome | scroae | mmecars | accras | roms | oo necuen |

Close Payroll Open Payroll Unposted Transaction | Post Transactions | Audit

Prefere:
Product licensed to:

1
BN e ] = ] o ] e |

User: (@ Help On This Page | Gel Support

4
Select Levels Select Employees

1Company
JLocation
\Division

") Department

| | Pay Group ID # Open Calendar Year/Per From Dale To Date Edit Year Edit Period From Date To Date 3 Select

Click the Payroll tab > Open Payroll
Check off the Pay Group(s) you would like to re-open by checking the box to the left of the pay group ID
- Optional: Select specific employee(s)

Click the three dots ... button inthe Select column to choose the Year and Period you would like to re-open (far right). Repeat choosing the pay
period for each pay group if you checked off more than one

Double check that the From Date and To Date show the pay period you wantto re-open for all the pay groups chosen

Click Save
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Supervisor Leave Request - Mobile

Eile v Action v Holp = Role: Supervisor

SWEJ] swewonew  swEwooose  memess  oose = Ensurethat the Supervisor Security Role has
General
i ccras | o | = v, Use Mobile enabled as well as Leave Request

Labor Manager

Configuration Sedect All | Clear All

i Atow permissions under ‘Supervisor Permissions’.

Use Mabile L ]

Time Card Privileges

View Edit
Timecard L] L
Allow
Punch on Time Card L]
Transfer on Time Card L
Approve Own Time Card L
Require Photo L]
Leave Request Privileges
View Create
Leave Request L L]

Miscellaneous Privileges

View Accruals
View Schedule
View Points

Supervisor Permissions

Crew Punch
Crew Hours

View
L ]
L]

Allow
L]
[ ]

Key

) Not Allowed @ Allowed
@ Click Column Header Or Row Header to Toggle Privileges




Supervisor Leave Request - Mobile

11258 M #

Brie Guerrero
Supervisor

@‘ Crew Punch

|Q Leave Requests

@ About

[  Logout

1] @] <

11:258™M @ - R 1126 ™M £

=  LeaveRequests : & Leave Request Details

Date Range Date

Start: 07/31/2023 - End: 08/30/2023 Tue, 08/01/2023

Charles, Robert Hours

8.0
Date Hours Status D
Mon, 07/31/2023 8.0 Pay TyDe

ay Type

Paid Time Off
View Details -

Reason
Charles, Robert Vacation
Date Hours Status O Employee Comments
Tue, 08/01/2023 8.0

please
View Details -
Allward, Kelly
Date Hours Status O
Tue, 08/01/2023 8.0
View Details -2
Allward, Kelly
Date Hours Status D
Wed, 08/02/2023 8.0
View Details -

1l @] < 1l @) <

@
<) EVOLVE

When logged into Mobile as a supervisor
with the Leave Request Permission
enabled, the Supervisor Menu item is

available.

A list of Employee Leave Requests can be

shown by List View or Week view

Clicking on the arrow on the leave
request will provide a Leave Request
Details screen with additional

information.
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Supervisor Leave Request - Mobile

1126 MM #

1126 MM £ »

= Leave Requests

= Single or multiple requests can be selected
Date Range

Start: 07/31/2023 - End: 08/30/2023

) e —— sy

= After selecting Approve or Deny, a promptis

View Details ->

Allward, Kelly prOVided

Date Hours Status

Tue, 08/01/2023 8.0

View Details 5 = Upcoming features will allow Delete and
ARl Success Supervisor Comments

Date Hours Status

Wed, 08/02/2023 8.0 o

View Details -

Charles, Robert

Date Hours Status

Wed, 08/02/2023 8.0 o

View Details -

Charles, Robert

Date Hours Status

Thu, 08/03/2023 8.0 O

Approve Deny

1] @] <




=~ 32NEVOLVE
Password Reset

While loggedin as a Supervisor or Administrator with the correct permissions

Profiles > Select Employee > Access Tab

m Access Personnel Background

General

For the employee's password to bereset in T&A, Allow Web Login

must be ticked.

Employee Type Clicking into the Password box will clear out the field and allow a
@Employee

()Supervisor new password to be set. Be sure to Save prior to closing.

OManager

System User
Os When viewing the Password field, it will always show six dots. This

Login

does not mean that there are six characters.
Allow Web Login

Login ID ‘ example ‘
Password ssscese ‘
Account

Locked D

FORCE PASSWORD RESET ON NEXT LOGIN

Employee Role

Role Employee
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Password Reset

Changing password through Preferences

File v Action v Help v

Role: Employee

I When the Change Employee Password optionis set in Security
e acewis | Pome | [ | Roles, a user is able to change their own password.

Select All | Clear All
Profile

View Edit
Employee Profile

Unique ID
Pay Rates
User Defined Fields

Miscellaneous Privileges

Change Employee Password [ ]

Key
O Not Allowed @ Allowed
@ Click Column Header Or Row Header to Toggle Privileges
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Password Reset

Changing password through Preferences

Product Iicensed to: Asure Soﬂware Clle on Specify your preferences so that the program displays the way you prefer. Note that some of the On the General tab Of

Preferences in Preferences, thereis an

Set the calendar week begin date

the upperright Use week begin date @Yes  OMNo option to Change
User: Allward, Kelly | G Help On This Page Set the confirmation options
corner, next to Confitm exit OYes  @No Password.

Confirm save OYes ®No

the Log Off link. _ ® Yes o i ) o

Change Password

Currant Password L necessary that the user
New Password
Confirm Password knOW their current

password in order to set

a hew one.
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IP Restrictions

IP restrictions can be setup and applied to Security Roles within Time & Attendance

Configurations > Administration > | P Restrictions

[8] Asure There can be multiple ranges per
Settings | User Parameters | Rules | Maintenance | Administration | Time Clocks | Workflow Notification restr | Ct on.
Select Add Restriction and provide a
descriptive name.
Select Add Range and providea
descriptive name and IP address or |P

address range for the restriction.
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IP Restrictions

File v Action v Help v Role: Employee
SAVE SAVE AND NEW SAVE AND CLOSE REFRESH CLOSE
Oncea restriction is setup, it can be F
applied to a Security Role. — Conorat
abor Manager
. . . . . Role Name Employee
CO nflgu ratIO nS > Ad m | n IStratIO n > Role Description |Default Employee
Employee role?
Secu rlty ROIeS D Allow access to system when locked
IP Restriction April v

Oncethis is saved, the employees who

have the Security Role of Employee will

have the IP restriction Setup in April.
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Insert punch when crossing days

For example, an employee’s work periodis 11:00 pm Wednesday to 7:00 am Thursday.

Enter the Inand Out punches on

Wednesday.
Punch Editor X
0700 AM Hours Minutes D I _ II k h n h n h n
17 Qo]0 ouble-click the Out punc ?dcage
— B BE the punch date to Thursday’s date on
: - the calendar pop-up.
HE B0
Su Mo Tu We Th Fr [ 4 10 15 ] 5|
[T =] Note: the Punch Editor window can be
oH Be d by right clicki fth
. s n ; e opened by right clicking on any of the
punch cells.

1 12 13 14

6@ 1% 20 21

25 2% X 2B

1 2 3 B

Punch Comment
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Access the Support Portal

Support Portal URL: https://Support.Asuresoftware.com

) Asure

Client Portal

Log in

Forgot your password? Sign Up Here

Are you a licensed employeae? Login here
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Access the Support Portal

Support Portal URL: https://Support.Asuresoftware.com

Asure Support

Search Help Guides

Explore Our Help Guides s Sreala Suppori Cose
lello,
Please choose the product you need assistance with

Asure's Cafe = ~~None--

Featured Articles

Client Portal User Interface Updates 11-2022

Online Library Training Videos

Online Library Training Videos

CA Qverview G

Asure 2023 Payroll Calendar

Trending Articles

Returns With Instructions and Tax Setups
Cilassic Release Notes - V23

VT - Vermont Healthcare Coverage
tware.com/s/topic/0TOEWO00000hEXWAU/time-attendance
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Access the Support Portal

Support Portal URL: https://Support.Asuresoftware.com

Rodaasa Notes (TLM) | Sottaare Documentation And How 10 | Troubleshootng | Hrddware | Imogration

Asure TLM Release Notes v12 (Current) 154

Lrd 40 POF of camert TLM Stesse Mates « Vassin 12 Fs

How to import Profile UDF Fields

. : (ST s

Irea artcie wil wak you though mporting UOE Sekse imin on bmpiopers Mofls
Enoeoens Sours oy Qe Soterrcs Lgon
how b Cimele A inm St aloae

Mobile Release Notes

Arerond wwt) O4 Badases Naotes et

Ao g7 Y Cewaen Grce 11 grory

Related Topics ~

e (b e At twm e

Asure Time & Attendance Mobille Quick Guide

How to turn on workfiow notifications AEAANOOEND

Tree ot will jw st sopa 1 a0 we ot e sy il et

How to Create Workflow Notifications

e aricie Wil Grpian hoe 40 Crests WIN S Mperiaces and erpioyeds
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An HCM Growth Summit
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Time & Attendance moving forward ')

T&A Asure Identity Management Consolidate Reporting Tools

L

<l

=

Kiosk Time Clock & AsurelRIS Separate Punch Buttons T&A Employee Portal
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Resources
& Contact Us

(401) 885-4401

Robert.Gryta@asuresoftware.com

Support Portal URL:

https://Support.Asuresoftware.com
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An HCM Growth Summit

Thank You!

‘ 2023 Asure Reseller Partner Conference

!T Asure
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