Adloc/Workstation Selection

If you are an administrator or approver in TimeTraq, you'll see the
Adloc/Workstation Selection screen when you sign on to your administrator or
approver role.
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Concepts

All administrative actions in TimeTraq require a workstation to be selected. Many
require an adloc to be selected as well.

Most administrators and approvers are assigned to a single workstation. In this
case, your workstation is automatically selected.

If you oversee departments in multiple workstations, you can easily select the
appropriate workstation from the Workstation dropdown.

Departmental roles will require an adloc selection to be made for most functions.
To choose one, select the appropriate adloc from the Adloc dropdown.

Actions

After you've selected the appropriate workstation and adloc, you can perform
additional functions by selecting the appropriate tab.



Working with an Adloc's Employees

To work with an adloc's employees, you'll go to the Employee's tab in TimeTraq
after choosing a workstation and/or an adloc.

%) TimeTraq :: CentAdmin :: Adloc Jobs - Mozilla Firefox DD&|
He Edit View Go Bookmarks Tools Help
<}Z| = L|\ T @ _ @ :_i_i_h_tt_p_:/,fsago.tamu.edu/test,/timetraq,fPagestentAdmin/AdlocJobs.as_Q:_:_! @ Go ||Q_, N
-~
ﬁmerraq Current Role: Central Admin SSO Menu 550 Logoif
TEST
| Adloc | PP Review \.I Managers | Prcuec:t5| =
Adlocs | Schedules I" Holidays I Activation | Reports | @
Work Station M Adloc 02237237 ‘
Employee Moore, Marc 5 Uin 104005507 Job Title -- No Selection --
Adloc Jobs
Adloc [ 02237237 - The Gold Mine v |
Emp. Name Dwarf7| Job Title |7i Job Type iTAIITv_ | Search RIS |TA_||TV-:
N \
Employee Job Title B/wW Account Method Status Approvals
Dwarf, Bashful Equipment Manager Budgeted Project(s) Active
Y| | Dwarf, Grumpy Equipment Manager Budgeted BFF Budget Active
il | Dwarf, Happy Equipment Manager Budgeted EPF Budget Active
B | Dwarf, Sleepy Equipment Manager Budgeted Project(s) Active
T 1 S
= Approvals must be maintained in LeaveTrag
w
Done
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The Adloc Jobs screen is highly searchable. You can limit your display by the
employee's name (Last, First), job title, job type ibudgeted VS. wage), and status.
To filter the job list, enter your criteria and click

If you're responsible for more than one adloc, you can switch between adlocs -
without leaving this screen - by clicking the Adloc dropdown.

You can easily view an employee's timesheets, approving managers, and job
overview from the job listing.

Actions

Click the L= Tputton to see/manage a list of timesheets for the selected
employee.

Click the 2227 Tbutton to see/manage an employee's approval hierarchy.

« Note that approvers assigned in LeaveTraq (marked with an "*" in
TimeTraq) must be managed in LeaveTraq.

Click the employee's job title link to view his/her job information. You can use the
Job Overview screen to manage the employee's job settings.
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