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OBJECTIVES

*Enter In Kind hours

"Enter hours & approve timecards for participants
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HOME> MANAGE EMPLOYEES

PERFCRM Welcome, Tina My Setfings  Sign Out E

Home Company Employees Reportng Me Resources GetHelp Give Feedback

Q
MY TEAM 1 7 Missing Employee Info

1

Good Afternoon, Tina

Profile Summary Pay Stubs W{2 Manage Employees Corfigure Company Customize Homepage

There are no active direct reports to view. PUNCH CLOCK View My Time Card >
MY TASKS Manage Tasks > 04 . 2 2 i 2 6
. % PM

Central Time

b

(1]

The{% E‘re I-:C taS\S [D \-Iielﬁ:
MY NOTIFICATIONS Recent Punches

There are no punches o view.

@ Report a Missed Punch

MY DOCUMENTS View All >

3 DAYS

P s Y
apet @ Until Your Mext Payday
There are no documents to view

Compensation History




NEW MANAGE PEOPLE VIEW

PERF.:RM Welcome, Tina My Settings  Sign Out E

Home Company Employees Reporiing Me Resources i

Faster filtering and easy-to-see employee positions are here! Try our new Manage Peaple view to see for yourself. Go to the new Manage Peaple view
Custom Filtered Lists —

Count- 479 L 18 0 Reimiove Fillers v Il ShowHide Columns

g Employee Name & Employee # & T | Manager T WorkLocalion Payrol Y| Paygoup T
|




SEARCH FOR PARTICIPANT

PERFCRM Welcome, Tina My Settings  Sign Out E

Home Company Employees Reporting Me Resources GetHelp Give Feedback

Welcome to the new Manage People view! What do voui think? Go back to the old view

Manage People @ Tina Trainee Q) e
Filters \ / Dept: 210030- 1L 1 PILS Manager:
479 people found IL Main Location L Seniors

Show profile photos

& Dept: 210018 - IL 1 PILN Manager:
Status (8) v IL Main Location IL Seniors
epa AV
D pariment [ ] Dept: 210030-1L 1 PILS Manager;
IL Main Location IL Seniors
Manager v
) @ Dept: 210017 - IL 1 PILNAP Manager:
Job Title v _ : :
IL Main Location IL Seniors
Work Location v

@ Dept: 210017 - IL 1 PILNAP Manager:




SELECT TIME CARD

PERF&ERM Welcome,Tia My Settngs S Out E

Home Company Employees Reporting Me Resources GelHelp  Give Fesdback

a Q Li)

Tina Trainee

Employed Since 03/10/2016 (5 Years, 1

Month)
Iina T. Trainee ;
. Personal & Contact Information View Al Emergency Contacts

n [4r)

Employes &

Email Legal Address
Company i - 101 Main Street
Anywhere, IL 60006 No emergency contacts fo display

Compensation i i

Time & Attendance v Phane Birth Date 5N

Accrual Actady e 1,0!10}{'95[] ‘**-**-6}89 Shuw

Accrual Setup (70 years old)

Wark Hour Seffings

Employee Secufily

Tims Card Positions ‘ All Statuses - ‘ ‘ All Clients v ‘

T

Il L casion I EI0) View Time Card } View Comp History l [ Change Status ‘ [ -n- }

(WANNT NS Employved since 03/10/2016, (5 years, 1 month)

Employment ID Employment Type

1126

Benefit Classification
Al [ =P

Status Type Paygroup Work Location

Seasonal Full Time IL Seniors IL Main Location




DAILY DETAILS VIEW

PERFERM

Home Company Employees Reporting Me Resources

Weicome, Tina My Settings  Sign Out

GetHelp  Give Feadback

o, ) [ Search Using Filters

Time Card Z- Wewby.‘ Week 1 ( odi0ar2021 - 04i17r2021 (5

Approve Time

Daily Details Project Time Sheet

Pay Period Summary

Tina T. Trainee Show Gross Pay

| #1126 i )

Hours
Employee v

Department Total Hours @) Estimated Gross Pay

v

Sy Total Hours 00.0000 grean
Compensation . 4 i .

Daily Activity: 04/04/2021 - 04/17/2021 © Time Card History @ View Punches of
Time & Attendance a )
Accrual Activity Sunday, April 04 2021

Accrual Setup
Work Hour Settings
Employee Security Monday, April 05 2021

:

Tuesday, April 06 2021

Wednesday, April 07 2021 o
Thursday, April 08 2021 *
r

Friday, April 09 2021




ADD IN KIND HOURS IN DAILY DETAILS VIEW

= Q, 0
@)

04/04/2021 - 04/17/2021

oject Time Sheet

Time Card

Daily Details P

Pay Period Summary

Tina T. Trainee Show Gross Pay
N #1126
Hours
loyee v
Emeke Department Total Hours 0 Estimated Gross Pay
Company < Total Hours 00.0000 P
Compensation v ) .
Daily Activity: 04/04/2021 - 04117/2021 ® Time Card Hislory @ View Punches by Day Collapse All
Time & Attendance i -
Accrual Activity Sunday, April 04 2021 &
Accrual Setup
Timesheet + Add ~ Daily Notes
Work Hour Settings
Employes Security
Time Card “~
@ Daily Audit View
Menday, April 05 2021 .
Timesheet
+ Punch
+ Hours )
£
+ Pay item
1 Wiew
-

Tuesday, April 06 2021




ADD HOURS, SELECT IN KIND & CLICK SAVE

Do not
change
department




ADD IN KIND HOURS FOR OTHER DAYS

EOhRehet i i Department IN KIND Total Hours O Estimated Gross Pay
Time & Attendance 0 240018 1L 1 PILN 13,0000 03.0000 green
Accrual Activity Total Hours 03,0000 03.0000 g s
Accrual Setup Total cost

Work Hour Settings

Iotal Hours O

Employee Security

Total Estimated GrossPay () D
Daily Activity: 05/02/2021 - 0515/2021 @ Time Card Histary @ \iew Punches by Day Collapse All
Sunday, May 02 2021 i
Timesheet + Add - Daily Notes
p;
@ Daily Audit View
Manday, May 03 2021 @ 03.0000 Total Hours (03.0000 IN KIND) .
Timesheet + a0 - Daily Motes
(Other Hours
Hours: 210018-IL 1 PILN @ IN KIND: 03.0000 o - |
Pid
Total Hours: 03.0000 .
@ Daily Audit View
Tuesday, May 04 2021 a
Timesheet + Add ~ Daily Nates
+ Punch
+ Hours
o
+ Pay llem
@ Daily Audit View
&

Wednesday, May 05 2021




EDIT OR DELETE HOURS: DAILY DETAILS VIEW

Company v
Compensation ¥
Time & Attendance a

Accrual Activity
Accrual Setup
Work Hour Settings
Employee Security

Time Card

Hours

Department IN KIND Total Hours @ Estimated Gross Pay
210018 - 1L 1 PILN 03.0000 03.0000 grnan =
Total Hours 03.0000 03.0000 e
Total cost

Total Hours Cost grees a2

Total Estimated GrossPay )

Daily Activity: 05/02/2021 - 05/15/2021

Sunday, May 02 2021

Timesheet

Monday, May 03 2021
Timesheet

Other Hours
Hours: 210018 -IL1 PILN ®

Tuesday, May 04 2021

Timesheet

s w=

@ 03.0000 Total Hours (03.0000 IN KIND)

@ Time Card History @ View Punches by Day Collapse All
-~
+ Add ~ Daily Notes
/E
& Daily Audit View
-
+ Add ~ Daily Notes
IN Ki}Je173.0000 |
f pa
# Edit Hour
o @ Daily Audit View
i Delete Hour
-
+ Add ~ Daily Notes
A

& Daily Audit View



EDIT HOURS, SELECT IN KIND & CLICK SAVE




Enter hours & approve timecards for
participants




ADD PARTICIPANT HOURS IN PROJECT TIME SHEET

PE RF.‘:R M Welcome, Tina My Settings  Sign Out E

GelHelp  Give Feedback

Home Company Employees Reporting Me Resources

= Q, (i]
o)

04/04/2021 - odi17i2021 5 M

Time Card

Approve Time

Daily Details Project Time Sheet

Pay Period Summary

Tina T. Trainee Snow Gross Pay
#1126
Hours
Employes v
plw Department Total Hours {' Estimated Gross Pay
oy, ' Total Hours 00.0000 g o
Compansation v 2 i
Daily Activity: 04/04/2021 - 04/17/2021 © Time Cand History @ View Punches by Day
Time & Attendance & . -
Accrual Activity Sunday, April 04 2021 N
Accrual Sefup
Work Hour Seitings
Employes Securlty Monday, April 05 2021 v
Tuesday, April 06 2021 v
Wadnesday, April 07 2021 v
Thursday, April 08 2021 v
L

Friday, April 03 2021




PROJECT TIMESHEET

dome Company Employees Reporting Me Resources

Get Help Give Feedback H NOte: You Wi”
. heedto ADD A
New Allocation

Time Card 4, Teke aTour Viewby: week | (14 0307/2021 - 032012021 I B1 % for each

Daily Details @ Labor Code
(i.e. TRN, CMS,

HOL, etc.)

= Q, (i} Search Using Filters I I4 bl

™

Enter Hours

Tina T. Trainee

| #1126 _— Total Sun Mon Tue Wed Thu Fri
— . Allocation T 3/7 3/8 3/9 3/10 3/1 3/12
Company ' + New Allocation

Compensation b

Time & Attendance 4 Total Hours

Accrual Activity

Accrual Setup

Work Hour Setlings -
Employee Security X Cancel ' Save




NEW ALLOCATION

New Allocation

CHANGE
DEPARTMENT




SELECT LABOR CODE TO ADD THE ALLOCATIONS

New Allocation




ADD HOURS BASED ON ALLOCA

PER FcRM Welcome, Tina My Seltings  Sign Oul E

Home Company Employees Reporting Me Resources GetHelp  Give Feadback

()

Time Card 4 Take aTour View w Week |4 o4ner2021 - osiovzo21 [ Bl O

h,p] Ve Time:

Daily Details Project Time Sheet

Enter Hours

mHER Slicatin Total sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
b Hours 418 ke 419 4/20 4 4/22 4/23 424 423 4/26 421

Tina T. Trainee

Employee

Company = 210018-IL 1 PILN 00.0000

¢ B - TRN - Training

Time & Attendance &

Acenal Activity
Accrual Setup 2

.
Work Hour Seffings

Employee Security

o 210018 -1L 1 PILN 00.0000
Time Card
CMS - Community
2 o i ® 2 B

Service

= News Allacation

X Cancel




CONTINUE ADDING HOURS & CLICK SAVE

PERFGRM Welcome, Tina My Settings  Sign Out E

Home Company Employees Reporting Me Resources GetHelp  Give Feedback

(5]

Time Card 4 Take aTour \ﬂewhy: Week |4 oansmozi - osionzozt [F Bl &

Daily Details | Project Time Sheet

Tina T. Trainee Enter Hours

it P Total sun Mon Tue: Wed Thu Fri Sat sun Mon Tue
— ” foceson Hours a8 49 420 47 4/22 ¥ 4 a5 46 4/27
Compoey ! 210018 IL 1 PILN 18.0000 03.0000 02.0000 02.0000 02.0000 03.0000 03.0000
PA— . CMS - Community
iR ] [ L] & [ ] ® | ] @ [ ] [ ]
Time & Attendance i
Acorual Acivity
Accrual Setup
Work Hour Setings
Employes Security
210018- IL 1 PILN 06.5000 Sun 4/18 Mon 4/19 Tue 4/20 Wed 4/21 Thu 4/22 Fri 4/23 Sat4/24 sun 4/25 Mon 4/26 Tue 4/27
— TRN - Training 02.5000 02.0000
= [ ] ® & =2 [ ] & ® & &
=+ New Allacation

¥ Cancel




SCROLL DOWN TO VIEW TOTAL HOURS

UL U SR

Work Hour Settings
Employes Security
TRN - Training
& ® [ ] @ ® ® =2 o ] o ®
+ New Allocation
Total Hours 24.5000 05.5000 02.0000 02.0000 02.0000 05.0000 03.0000
] b
Hours Summary
Department Reg Total
210018-IL 1 PILN TRN - Training 06.5000 06.5000
210018-L 1 PILN CMS - Community Service 18.0000 18.0000
Total Hours 24.5000 24.5000

X Cancel




DIT OR DELETE HOURS: PROJECT TIME SHEET
EW 1 of 3

PERF‘:RM Walcome, Tina My Sattings  Sign Oul E
GetHelp  Give Feedback

Home Company Employees Reporting Me Resources

= Q @ [ Search Using Filters ] 14 kl w

@)

Time Card 4 Take aTour View by week | 14 oansizo21 - osiouz0z1 [ Bl &

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

45 e Total Sun Mon Tue Wed Thu Fri Sat sun Mon Tue
Empiopes g ' Hours 4/18 4019 4420 421 4/22 4/23 4/24 4/25 4/26 427
Company 3 210018 -1L 1 PILN 18.5000 Sun 4/18 Mon 4/19 Tue 4/20 Wed 4/21 Thu 4/22 Fri4/23 Sat 4/24 Sun 4/25 Mon 4/26 Tue 4/27
F— . €S - Community Jo3 50008 02.0000 02.0000 02.0000 03.0000 03.0000

Service
Time & Attendance 4 ® L g e o ® e L g
Accrual Activity
Accrual Sefup
Work Hour Setiings
Employee Secuity
06.5000 02.5000 02.0000

- 210018 -1L 1 PILN
Time Card
TRN - Training




EDIT OR DELETE HOURS 2 of 3

PERFcR M Welcome, Tina My Sellings  Sign Out E

GetHelp Give Feedback

Home Company Employees Reporting Me Resources

He a, ) G 5=arch Using Fiters L I4 4 W

@)

Time Card 4 Take aTour Vlewny. week |4 oane2021 - osiovizoz1 [E Bl &

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

i Albcation Total sun Tue Wed Thu Fri sat sun Mon Tue
S . Hours 418 4/20 421 42 4/23 424 4/25 4/26 427
Company g 210018 -1L 1 PILN 15.0000 Sun 4/18 Tue 4/20 Wed 4/21 Thu 4/22 Fri 4/23 Sat 4/24 Sun 4/25 Mon 4/26 Tue 4/27
Compensation - CMS - Community 02.0000 02.0000 02.0000 03,0000 03.0000

Service
Time & Attendance A » o i o ® » s o o
Acenyal Activity >
Accrual Setup De I ete
Work Hour Settings
Employes Security

210018 - 1L 1 PILN 06.5000 02.5000 02.0000

TRN - Training

® [ ] 2 & [ 2 @ & [ ] ®

X Cancel + Save




EDIT OR DELETE HOURS 3 of 3

PERF‘:R M Welcome, Tina My Settings  Sign Out E
GetHelp  Give Feedback

Home Company Employees Reporting Me Resources

= o, @ [ Search Using Fitters 14 14 »l M

)

Time Card 4, Take aTour \newny: week | |4 o4mer2021 - 05012021 [ Bl &

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

s ol | sn wed e s sn e
e .| Hours 4/18 4/21 422 4/23 4/24 4425 427
Company i 210018-1L 1 PILN 04.0000
e = HOLP - Holiday ® ® ° ® ® ° ® ®
Participant
Time & Attendance 4
Accrual Activity
Accrual Setup
Waork Hour Settings
Employee Security
210018 -1L 1 PILN 15.0000 02.0000 02.0000 02.0000 03.0000 03.0000
CMS - Community
Service B o e [ ] e & ® ® ® ®

X Cancel




SAVING TIMECARDS

PERFERM

Home Company Employees Reporting Me Resources

Welcomea, Tina My Sattings  Sign Qutl E
GelHelp  Give Feadback

= o,
)

Time Card & Take aTour

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

#1126
5 Total
Allacation: Hours
Employee v
Sompany i 210018 -1L 1 PILN 04.0000
i al = HOLP - Holiday
Participant
Time & Attendance -
Accrual Activity
Accrual Setup
Work Hour Settings
Employee Security
210018 -1L 1 PILN 15.0000
Time Card
CWS - Community
Service

) & Search Using Filters

Thu Fri Sat
422 423 4/24
il 2 |
02.0000
-] # | ]

Sun
4/25

Mon
4/26

03.0000

] I 4| L

View by JEEETIRTG M Vieek I4 o4mnai2021 - osiov2021 [ &

Tue Wed Thu Fri Sat
427 4/28 4/29 4/30 5/1
04.0000
et} ® [ ] ] i
03.0000 03.0000
E] 3 2 ® [}

Participant
will need to
approve
timecard
BEFORE
SUPERVISOR
APPROVES
TIME CARD




PARTICIPANT APPROVES TIME CARD
B

PERFERM

Home Company Employees

Reporting Me Resources

o]

Tina T. Trainee

#1126
Employee v
Company v
Compensation v
Time & Attendance 4

Accrual Activity
Accrual Setup
Work Hour Settings

Employee Security

o,

Time Card

Daily Detaifs

@ [ seach Using Filters

Project Time Sheet

Enter Hours

Allocation Totel
Hours

210018- 1L 1 PILN 18.0000

CMS - Community

Service

210018 - 1L 1 PILN 08.0000

TRN - Training

sun

a/4

Mon
4/5

Tue
4/6

03.0000

Wed
4/7

03.0000

Thu
4/8

Fri
4/9

02.0000

ol -

sat
4/10

Sun

41

] I« 4]

|4 oa/nar2021 - 04/17/2021 [

«" 1 Approval

Mon Tue
4/12 4/13
03.0000 03.0000

o [
02.0000 02.0000
a2 [

Participant
will need to
approve
timecard
BEFORE
SUPERVISOR
APPROVES
TIME CARD




SUPERVISOR APPROVES

PERFERM

Home Company Employees

Reporting Me Resources

Welcome, Tina My Settings

GetHelp Give Feedback E Pa rtiCi pa nt

o]

Tina T. Trainee

#1126
Employee v
Company v
Compensation v
Time & Attendance 4

Accrual Activity
Accrual Setup
Work Hour Settings

Employee Security

o,

Time Card

Daily Detaifs

@ [ seach Using Filters

Project Time Sheet

Enter Hours

Allocation Totel
Hours

210018- 1L 1 PILN 18.0000

CMS - Community

Service

210018 - 1L 1 PILN 08.0000

TRN - Training

sun
4/4

Mon
4/5

Tue
4/6

03.0000

Wed
4/7

03.0000

4 I«

ol -

Thu Fri sat sun Mon
4/8 4/9 4/10 a4/ 4/12
03.0000
[ @ ® ] ®
02.0000 02.0000
] ® @ 2 @2

X Cancel

4] »

|4 oa/nar2021 - 04/17/2021 [

IME CARD BY FRIDAY!

Sign Out

will need to
approve
timecard
BEFORE

«" 1 Approval

Tue

- SUPERVISOR

03.0000

. APPROVES
TIME CARD

02.0000




This concludes the training.

It you have any questions, please reach
out to the participant’s Career Coach.

THANK YOU!
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