Time/Leave Traq Setting Preferences as an Employee and/or Manager

Time Traqg and Leave Traq allow the user to set their preferences regarding notifications for
Leave and Timesheets.

Leave Trag:
Employee and/or Manager

Make sure your role is set to Employee
Click on Profile
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MName: Local Time:
Titles 05/16/2010 01:22 PM
Last 3

03/16/2010 01:20 PM
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SICK

VACATION

* Current Balance is not reduced by future deductions,




Set your preferences as indicated below and then SAVE
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| Leave Balance | | Request Leave | | Documents | ‘ History | m Reports Suppart
Name: Local Time:
. 03/16/2010 01:23 PM
Tite: Last Logon:
03/16/2010 01:20 PM
Update Successfull A
Maintain Email Notification Preferences
My Details My Documents: (Notify me when my leave is approved or rejected) Employees should select Each Action or
L EL— When Complete
(O No Notification (3 Each Action O When Complete
Manager's Inbox : (Notify me if I have documents to approve) Managers should select Each Document
() Each Document ODaiI\; @} Weekly or Daily
Delegate Inbox : (Motify me if I have documents to approve as a delegate)
D Receive Motification 4— You may select or not =
Email Address:
{ el <« | Make sure your email address is
u u I I
— y
correct
Passwords are now maintained in the Single Sign on system. If you want to change your password use the "550 Menu" button
U an the top right to navigate to the single sign on system.
¥

Time Trag

Employee
Make sure your role is set to Employee
Click on Prefe\rences
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B overview | preferefces | Support ‘
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Show active timesheets anly?
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Timesheet _| Reg. Hours |

1931784 9/16/2010 9/29/2010
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[Employee Y Uin Job Title Financial Associate |
Timesheets
Date From [7/18/2010 | To [9/16/2010 |

Status |




Set your preferences as indicated below and then SAVE
(L TIMETRAQ
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R Job Title -- No Selection --

‘T\mesheets | Overview | &R

Employee

Preferences

Save

Leneuase Preference: Select as appropriate
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When submitting a timesheet

@ use the regular submission process @——n Select as Use the regular

© Go directly to the Certification and Submission tab submission process

Timesheets (notify when approved or rejected)

O Never

Select as Each Approver
Action or When Complete

(@ Each Approver Action

A

O When Complete

Manager's Inbox (notify when timesheets need approval)
O Never K _
OacnTimeshes: Select Each Timesheet (as submitted) or

@ paily Daily (one email a day, usually at end of day)
O Weekly

Delegate Inbox (notify when delegated timesheets need approval)

() Do Natify

< Select as appropriate
) Do Not Natify

Manager
Make sure your role is Manage
Click on Preferences

Current Role:

Manager Uin

Manager Inbox

Manager | Maynard, Marilyn »
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Relationship Self

I Outhox | Employees | Timesheets | Delegates | Preferences | Support @ @ @

Timesheet _| Emp. Name _|

I I pece 1o

Reg/OT Hrs Arrived Date 4




Please set your preferences and SAVE

|‘| o o [@TimeTraq 1! Manager :: Preferences ]_1 @ - B Q@ - |::hPage - _’)} Tooks - »
(L TIMErRAQ Current Role:
|Inbux | Qutbox | Employees | Timesheets | Delegates \ | Support @
|Manager uin Relationship Self |
Preferences
Manager's Inbox (notify when timesheets need approval) _
O Never Please select Each Timesheet (when
gzajh Timeshest 44— submitted) or Daily (one email a day,
aily -
O weekly usually at end of day so may not be timely)
Delegate Inbox (notify when delegated timesheets need approval)
& Do Notify .
O oo vty «— | Please select as appropriate

Remember as a Manager you are to notify your delegates when you will be out and unable to
review/approve Time/Leave Traq documents for your employees that you manage.

Remember as a Delegate for a Manager in Time/Leave Traqg should be aware when the manager

will be out of the office and you are to review/approve Time/Leave Traq for the manager that
you have been set as their delegate.



