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PAYROLL SERVICES
Certified Payroll Professionals

HOW TO USE TIME VANTAGE FOR
ADMINISTRATOR

Go to https://secure.easychoicetime.com/ta/Default.login - log in based on the company name,
user name, and password given to you.

Default Login

Company

Usernamea |
Password

v5.10

Click on Clock In when you are starting your shift. Click on Clock Out when you are ending your shift.
You can also clock in/out if you are leaving for an errand or for lunch. At the end of the pay period you
can submit your timesheets for approval and print your timesheets under Utilities.

. _
My Account | My Employees | Manage Time | Manage Payroll | My Reports | Our Company

Days |Mon 17 v 48 3 ||:=Ic. Detailed | Summary By Davl

Monday, August 17, 2009

Cost Center 1 Time OFf InDate  From To 1'_‘:;"
8¢ erOwARD cO ¥ @ v @ Mon 17 %
Day Total : 0.00
Time Sheet Total : 0.00
1/ dhndd Rows
—
Timesheet Information @IQ
Creatad On: 08/16/2008
Current State: Open

Default Cost Centar 1: EROWARD CO JAC

Submit P v Previous [0 Neat
Elsave unds @anppma‘ & rpprove utlities [} close L Sk » .

imesheet
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If you select the Calc. Detailed tab you can review your punches for the pay period, including the
running total by week and pay period. If you select the Summary By Day tab you will simply see a
summary of each day’s hours throughout the pay period.

My Account | My Employees | Manage Time | Manage Payroll | My Reports | Our Company

My Account | My Employees | Manage Time | Manage Payroll | My Reports | Our Company

Tirne Sheet August 16, 2008 - August 29, 2009 @ This is your currant timeshest, Tirme Sheet August 16, 2009 - August 29, 2009 @ This is your current timesheet,

@ Clock In @ Clock OQut
9 Clock In @ Clock Out
Days * | Calc. Detailed | Summary By Day

Calc. Detailed Summary By Day

Calc. Running Total Days L

Date Raw From Raw To Raw Total Pay Cat. Weekly Pay Period
Date Calc. Total

Sun 08/09/09
Sun 08/09/2009

Mon 08/10/09
Mon 08/10/2009

Tue 08/11/09 Tue 08/11/2009
wed 08/12/2009
Thu 08/13/2009
Thu 08/13/03 Fri 08/14/2009
= TTALNTE Sat 08/15/2009

Sun 08/16/2009

Wed 08/12/09

Sat 08/15/09
Mon 08/17/2009

Tue 08/18/2009
Wed 08/19/2009
Thu 08/20/2009

Fri 08/21/2009

Sun 08/16/09

Mon 08/17/09

Tue 08/18/09

wed 08/19/09 Sat 08/22/2009
Thu 08/20/09 Total: 0.00
Fri 08/21/09
Sat 08/22/09 Timesheet Information @IQ
Created On: 0s/o9/2009
Timesheet Information () Current State: Open
Created On: 08/09/2009

Current State: Open

You can submit time off requests by going to My Account - My Time Off > Request. Under My Time
Off you can also view a History of your time off and a calendar of time off already taken and pending.

Lilllv gunituE

My Account | My Employees | Manage Time Manage Payroll My Reports | Ouwr Company

My Current Timesheet
My Historical Timesheets

il Request

My Documents History
My Settings 3
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Simply fill in the applicable blanks and click on Submit Request. You can also view pending requests,
the approvers, and a history of your time off requests.

My Account | My Employees | Manage Time | Manage Payroll | My Reports | Our Company

Request Tirme Off
Time Off Approvers Q

Time OFf 2 e BATRICIA K. SNOW

DAMON OSBURN
Request Type

Full Day

@ Date 5

Partial Day (Start/Stop)
) Date 75| From To Total

Partial Day (Bulk)

) Date =] Total Hours

Multiple Days

O From 8] Te |

Comments

/

Pending Requests l @Q

No Pending Requests

Go to My Employees - Employee Information to view the list of employees that you can edit. Click on
the symbol next to an employee’s name to edit his/her information. To edit more than one employee,
click on the check boxes next to their names and then select View Selected Employees. From this
screen you can also select Add New Employee.

uuuuu t | My Employees | Manage Time | Manage Payroll | My Reports | Our Company

Employees List @

Employee Filter: All Employees & |

.- @ [ =

| - Employee 1d 6% < Badge 6% < Employee Username 5% 2 First Name 6% < Last Name 6% < Employee Status 6% < In Payroll 6% 2 Locked 5%
l = v E 2 E v starts vith ¥ starts vith ¥ 1= v Al v Al v
Tarminal ted
O W 1 MGospel Matthew Gospel Active Yes It
O 69 1111 Amanda Amanda skilling Active Yes N
O&-= MArchangel Michael Acheanged Active Yes n
O W 3 LGospel Luke Gospel Active Yes N
O W 4 1Gospel John Gospel Active Yas n
O 69 5 JLennon John Lennen Active Yes It
O W 3 PMcCartney Paul McCartney Active Yes It
O W 7 RStarr Ringo Starr Active Yes N
O W 8 GHarrison George Harrison Active Yes N
E W 99330001 katdemo Kathryn cuff Active Yes n

/

¥iew £ "
Whl“hd Employecs \j Add New Employee ?Uhllhei [ close
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To set up a new employee select Add New Employee in the above screen shot or go to My Employees
- Employee Maintenance - Hire. Fill out all blanks to set up a new employee. Under security level

you have the option to select a new Payroll Admin, Employee, Department Manager, and Company
Administrator - for regular employees you will want to select Employee. Select Add Employee when
finished. You will be brought to the Employee Information Edit screen, where you can fill out more

detailed information about the employee.

My Account | My Employees | Manage Time | Manage Payroll | My R4

Mew Ernployee

Username

New Password

Salutation
First Name
Last Name
Employee Id
Social Security
Primary Email
Secondary Email
Security
Pay Period
Timesheet
Date Hired

Date Started

User Must Change Password At Next Logon [ ]

admin

Ima MI
Admin Suffix
123

111-22-32322

admin@katsdemos.com

Bayroll Admin|

Company Administrator

Department Managar

Employee

Payroll Admin

=

Manage Payroll | My Reports

My Account | My Employees | Manage Time

Our Company

emos
Employee Information Edit: Ima Admin @
é Employee information saved.
Account Information [=]| |Persanal Information D)
Lot Username |a dmin Employee Id |123
New Password Badge Id #1 #2 #3
Social Security [111-22-3333
Salutati
Account Status | Active v
First Nam Im MI
Primary Email [admin@katsdemas.com
Last Name |Adm Suffix
Resst Secondary Email
e e [ Security Profile Default ] [0}
Work Phone
Time Zone |Eastern Time Zone - @
Cell Phone
User Must Change Password At Next Logon [ ] Home Phone
Locked [] o=
Security Quastion ShEer
Question
Answer city
State v |zip
Prafiles (]
Security [Payroll Admi Fa Account Demagraphics =
Holiday [Holiday Table - iBiAdd Photo  Gender |U ¥
Pay Period |Biweekly - Height
Accass - @ % Eye Color
Timesheet |Time Stamp - @ % Ethnicity
T5 Auto Population |Holidays - @ %
Account Contacts (=)
Accruals |Vacation - @ %
Al Emergency
Work Schedule [32M - 5PM, Man-Fri -l
Pay Prep |Default = @ 3 No contacts to display.
[Bllsave [ AddrewEmployee [ Addnote  FPuslities B0 [ close
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To terminate an employee go to My Employees - Employee Maintenance - Terminate. Find the

employee by selecting the Employee Look Up figure. Then input the Last Employment Date and select
Terminate Employee when finished.

My Account | My Employees | Manage Time | Manage Payroll | My R-

Terminate Employee

Employee [

Last Employment Date G|

/

Terminate
B T

Under Manage Time you have several options for Manage Timesheets and Scheduling. Under Time
Off Requests you can Request On Employee Behalf.

My Account | My Employees ‘ Manage Time | Manage Payroll | My Reports | Our Company
p

Scheduling M
Time Off Requests »

Timesheets Approval History

My Account | My Employees | Manage Time | Manage Payroll | My Reports | Our Company
Manage Timesheets 9

1Y Overview
Time Off Requests } | Overview (Monthly)

Overview (Weakly)

Weekly Schedule
Daily Schedule
List Schedule Entries

Early Punch Override

Reapply Pay Calculations
Edit Schedule Entries

Duplicate Timesheats Employee Schedule Cycles

Mass Edit Time Entries Setup Schedules
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Go to Manage Time - Mange Timesheets - By Pay Period to view the list of timesheets. You can
= I :
review past and current timesheets. From here you can Edit Timesheets , View Times Entries

[
Audit Trail Report E , Preview Timesheet , and Edit Employee ﬁ? by each employee. To view
a timesheet click on the check box next to each employee name you wish to view and select View
Timesheets.

All Timesheets By Pay Period @

Employee Filter: All Employsss &

Pay Period: Curren t | Profile: |BIWEEKLY @H 4 3 (3/16/2000-3/29/2000)
‘ ‘ Rows On Page: 10 ¥ Rovs 1-10 of 67 H Settings: Default | lzl
0 X X X XGXx X 4 permission 5% % Approval State ¥ % Employee 1d 5% % First Name 5% % Last Name 6% “ Raw Hours X % # Records* % Employee Status ¥ % 1n Payroll 5% = Delralllt':amgrams[“x
Full Patl
- - v - - starts with % starts with % E ~ - v - ~ Al % - -

?ﬂ\
a
a
m
a
- I
o
9

W A i 1759 CHARLENE POLLARD-WILLIAMS 17.37 2 Active Yes BROWARD CO JAC
0 & oo Edit op 1766 SHEILA MORROW 16.44 2 Active Yes BROWARD CO IAC
D W App Edit Op 1760 SHAUNA SMITH 16.05 2 Active Yes BROWARD CO JAC
D W App Edit Op 1792 Michelle King 14.00 2 Active Yes ORANGE CO ORLANDO JAC
0 & oo Edit op 1785 JOEL MARIZAN 11.02 1 Active Yes ORANGE CO ORLANDO JAC
D W App Edit Op 1704 MATASHA BUSH B8.27 1 Active Yes ORANGE CO ORLANDO JAC
D W App Edit Op 1715 LATOYA WEBB 8.22 1 Active Yes ORANGE CO ORLANDO JAC
0 & oo Edit op 1705 GHIA CARSWELL s.08 2 Active Yes ORANGE CO ORLANDO JAC
D W App Edit Op 1758 CHRISTOPHER MONDESIR B8.07 1 Active Yes BROWARD CO JAC
D W App Edit Op 1788 KYNTHIA ARRINGTOM 7.45 1 Active Yes ORANGE CO ORLANDO JAC
Page Total

114.97 15

Qi P P npprove FReject  (print  @)Refresh [ close $Qoclete

There are several places you can approve timesheets. On the above screen you can click on each check
box you want to approve and then select Approve. Conversely you can reject timesheets the same way
by click on each check box and then select Reject. You can also approve a timesheet when you are
viewing each timesheet by selecting the Approve button at the bottom (see next screen snapshot). In
the employee timesheet you also have the option of viewing Timesheet Changes, Calculated Hours,
Print, and Employee information under the Utilities button.
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o "
My Account | My Employees | Manage Time | Manage Payroll | My Reports | Our Company

CHARLENE POLLARD-WILLIAMS (Employee Id: 175%) Time Sheet August 16, 2009 - August 29, 2009

Days Moo 17 % |48 39 |c=|:. Detailed | Summary By Divl

Monday, August 17, 2000

Cost Center 1

38 BROWARD CO |¥ @

Time OFff

1 |of Add Rows

Raw

In Date From Te Total

o
V@ Mon 17 [M|l12:06a |8:01a 7.92

Day Total : 7.92
Time Sheet Total:| 17.37

Timesheet Information

Created On:
Current State: Opan

08/16/2009

Notes  [£F

o/m

Default Cost Center 1: BROWARD CO JAC

Timesheet Changes

[0} calculated Hours

@ Print

& Employee Information

Elsave ©unde Vnppmue ?Utilities CaPrevious [ close
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