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Logging into UltraTime

1. Open Internet Explorer and go: https://timemachinevm.berea.edu/ULTRATIMBEBookmark this link
in Internet ExplorerFAVORITEShd/or create a link to this address on your desktop

2. On theUltraTime Enterpriséogin screenenteryour Berea email/network accouttsernameand
Password

/2 Login - Windows Internet Explorer =181 x|
G“ ) T SAULTRATH B £l
Fie | Edt View Favorites Toos Help

o

LUltraTlmE’ System Login

1T ER PRA

Please lbgin

UserID: |
Password: |

e IMPORTANT PROXY

INFORMATION
If you are coming into the system on
behalfof someone elseyou wil need
to identify yourself ag 2 Y S 2pfoRyQ
BEFORI{fou canimpersonate that
person and see his or her payroll
pore information. See Page 2fdr Proxy
setupand Impersonation.

3. Youalso have the option ttog intoUltraTimeEnterprisethrough the Berea College PortalmyBerea
Once you are logged into the Portal, click on¥derk Tab where yowvill find a link in theLabor
ProgramChanneffor Labor Supervisors to manage student time sheets and schedBlesause you
have already entered your User ID and Password to enter the Portal, you will be taken directly to the
TRACY system and will notter it again.

Virtual Learning Community of }3]5}(1" A

COLLEGE

$ B @ 8 O

E-mail Blackboard Calendar | Logout Help

October 5, 2009

Labor Program My Banner

' Labor Supervisor - Manage Student Time Sheets and Schedules vy Banner
["QUICR LIMRE,
1 Guide to the Berea College Labor Program, 2007-2010 DRI
8 Labor Posttions No reports are available to view at this time.
|OmckReference j
|Resnurces and FAQ j
[Suten Pyl 3 NOTE: On some computers, yq
[Frainng A may need to disable pap
[stgent Evlution - blockers in order for UltraTime
IR Labor Program at Berea Colege to work properly. Pleaseall
4 [ Beomearan] the HELP DESK for assistaince
disabling popup blockers



https://timemachine-vm.berea.edu/ULTRATIME

4. Upon successfully logging into UltraTime Enterprise, all supervisors will be taken to the following screen:

/2 UltraTime Enterprise - Windows Internet Explorer

a.edufULTRATIME/sign. aspx?CODESEQ=SUP

Wednesday, October 07, 2009

Ultra'ﬁme‘ Welcome to UltraTime Enterprise o s e

ENTER PRILSIE Berea College Coy, Donald

© UltraView

© Reports

© Pending Absence Requests
© Proxy Setup

© Proxy User Impersonation

TRACY

Paogle. Pr 1. UltraView ¢ Areawhere supervisorsan view clock
punches, schedules, add, edit or delete punches.
2. Reportsg Access to system reps
3. Pending Absence Request3his service is unavailabl
to Student Labor.
4. Proxy Setug; Screens used teet upindividuals to
serve as a proxfpr youwithin a department See
% —— — page 23 for details. .
5. Proxy User ImpersonationScreens where you can
selecta personto impersonateprovided you have
been set up as a proxySee page 23 for details.

Navigating UltraTime Enterprise

Navigating UltraTime Enterprise is easy using a combination of basic mouseyapbdrkkfunctions. By using
the mouse to click on various buttons and fields throughout the system you will be able to move around, review
information, and apply necessary changes.

Please click obltraView

{2 UltraTime Enterprise - Windows Internet Explorer

| https:/ftimemachine-vm.berea.edufULTRATIME sign, asps?CODESEQ=SUP

‘Wednesday, October 07, 2009

UltraTme‘ Welcome to UltraTime Enterprise . Octnber Sgie

ENTER P RiSIE Berea College Coy, Donald

© Ultraview

« Reports

© Pending Absence Requests
© Proxy Setup

© Proxy User Impersonation

TRALCY

People. Productivity. Performance.




TheUltraView screen will bea frequentwork area for labor supervisors.

UltraView

supervisors can:

To Jo Do Do o Do Do I

View and edit hours for all worker

Correct and/or create manual time entries

Certify and approve time for all workers

Set up and viewvork schedules

See class schedules

Filter for specific information

See past punch histories

View/print systemreportsincludingTimeCardand Exceptiongeports

/" UltraTime Enterprise - Windaws Internet Explorer

thre UltraView tab options,

—
@, > [ hitp:/itmemachine-vm/LL TRATIMEsign.aspx }CODESEQmSUP =) |2/l x| [coogi

Thursday, October 01, 2009

Hours 09/27/2009 - 10/03/2009 10: 22: 30 AM.

Amrahova, Konul

Thu 10-01

m‘“’"‘" Hiae l V22380 21580

[ e R

|m‘w‘;m3.aa \ V09550 24350 €0

PT:0.0625004 QT:0.0468753 QA:0.0156251 Cnt:3

Overview of ButtonFunctionsin UltraView

D D I 3 ) T

= =4 =4 -4 A

= =

Refreshc Refreshes the screen to current information
Filter ¢ Filters and slects a sulgroup of employees for review and editing

Globalg Allows you to apply a mass change or edit to an entire group of employees
Macro ¢ Allows you to insert predefined information intmandividual cell a |
Lockg This function operates at the supervisor level to lock time records for a department after all
approvals have been made. This prevents students from entering additional hours without a

& dzLJS NIJ A & 2 Nameér allihguss beferbaRpEoSeat the end of a pay period.

Reportsc Creates system reports that assist you in managing your department payroll

Settingsc Allows you to customize your view of the UltraView screen
Exit¢ Exits UltraVievand returns back to the main menu screen

& akKuyicldn S £

Of A



Button functionswith correspondingKeyboard Shortcuts listed in [|

S

& -Movesbackwardin time to earlier time recordfCtrl + Page Up]

- Movesforward in timeto later or most current time record&trl + Page Down]
- Allows you to see records based amser defined date

@ - Jumps tahe beginning of the workedisting [Home]

- Scrolls thavorkerlisting back one page [Page Up]

- Scrolls theworker listing forward one page [Page Down]

2 - Jumps to end athe worker listing [End]

IBEBEE

L - Allows you to locate a specificorker

NOTEWhen search box appears, start typimhg last name of the person you are seekangl
the match will move tahe top ofthe listing Click on the correct name in the search box and
that person/records will move to the top of the page in UltraView.

Overview of Tabs

Hoursc[ A a G a S Y LI sere$Shouds, dnliimkd@pion information for a selected time frame
Scheduleg Allows a supervisor to set and manage work schedules for thaitayees

Absenceg, Tracks employee absenc@sly if the UltraTime scheduling feature is active)

Exceptiong; Tracks employee exceptions (ex. In Late, Out Late, Missing Pundtotetc some only are
visible when the UltraTime scheduling feature is\ati

1 Classesg Allows a view of student class schedules as pulled from BANNER

)l
)l
)l
1

Proceed to the UltraView Hours Tab



UltraView Hours Tab

This view of the UltraVieWours Talsupplies you with a quick vieef payrollinformation as explained below.

/~ UltraTime Enterprise - Windows Internet Explorer

@ ~ [2] http:/ftmemachine-vm/ULTRATIME/sign.aspx?CODESEQ=5UP =142l x | [ooske

9

Ultralim

ENTER PRI

Hour:

T D 0 ) T I
T ———— (T o ]

mp, Tiffan: 5 a:
lavtes H:9.85 v 2.46 SO 5.67 SO 1.72 50 8:21 AM SO MP.

Hours 09/27/2009 - 10/03/2009 B S 2000

10: 22: 30 A.M.
Amrahova, Konul

Berea College

Thu 10-01 Sat 10-03

Combs, Kendra M

129255 H:4.38 v 2.23 50 2.1550

simmons, Stephanie E .5 35

Each cell contains an accumulated total hours that an
individual has worked in a single day plus a series of example

acronym codes that supply details and explanations 2.43 50 CO
related tothosehours.

PT:0.0625004 QT:0.0468753 QA:0.0156251 Cnt:3

UNDERSTANDING ACRONYMS&ronyms will appear omdividual celland provide information to assist
you in managing your payroll. Some acronyms will inditetea student clocked in late (IL) or left early
(OE) while others will show an absence (ABS) or if there is a missing punchl{NdFnportant to note
that if you have not enabled the scheduling feature, the only acronyms you will see are S kst twef)

MP_(missing punchgnd CO (class override)he following list contains additional acronyms you may see

you are using the TRACY scheduling feature:

ABS Absent OER Out Early

APA Approved Absence OHr Over Hours

CQ Class Oveide Olr Qut Late

IEt In Early SQ Scheduled Off

ILt In Late UAAT Unapproved Absence
MPt Missing Punch UHt Under Hours

In addition, the coloof the cellssuppliesa quick visual of the status of each clock period for the worker. The

code is as follows:

2.43 IE OE

Blue cellswill show hours correctly entered amb knownissues.Blue also indicate
these hours are not yet approved/certified.

¥1.7550

Grey celldndicate that all timeentries are in order and have been approveeitified by
the supervisor. A right click on any blue cell will turn the cell grey and insert a check
mark (V) to show approved/certified status.

Redcellsshowa payroll issue that must be resolved befapproval can occur.
Common causes are usually missed pun¢hd®) or distribution code errors (DC)
Once you correct the issue, the oelll turn blue andwill beable to be
approved/certified.



Adjusting Screen Settings in UltraView

Changinghe screen Settings willallow you to view multig week ranges antd viewall students in one screen
if there aremore than 10 in a departmentoichange yousettings, clickhe UltraViewSettingstab. The
following Settings window will appear:

ﬁ UltraTime Enterprise - Windows Internet Explorer
@: - |g http:/ timemachine-vm/UL TRATIMEsign.aspx?CODESEQ=SUP

& -
Wednesday, September 30, 2009

UItraT|m o Hours 09/27/2009 4°'0/03/2009 ey

ENTERPRILS Berea College Amrahova, Konul

=1 #2 1| % |coogle o~

N i iy i I

Hours | IOEREEEEREs, —
Employee Name  Total Sun 09-27 Settings Thu 10-01 Fri 10-02 Sat 10-03
m . Group By: None s |
mP' ny .
14786 kligBo “*| Period: This Week >
(Combs, Kendra M H:4.38 2.0:| Employee Count: >
129255 o N
S ] Week Range: 1 Week ¥
mmons, Stephanie E|,,
133990 355 03 Cell Size: 3 Lines ¥
PT:0.1093757 QT:0.0312502 QA:0.0104167333333333 Cnt:3 Schedule By: Date: ' Dow: &
Charged Only: =
O e
ihttp:/Jtimemachine-vaLﬂ.TRATIME,iuvcfg, I‘:J Local intranet.

distart| | (22 @& @ > | [ Inbox- Microsoft Outlook | & myBerea - Mozilla Firefox | 4] Training Guide.doc [Com... | (& UltraTime Enterprise - Wi... I (& UltraTime Enterprise ... ABRAOVE L] 2% 2s4rm

You can define your view by the following:

A Group Byallows you to view and group yodepartmental payroll recordaccording to supervisors,
shift and department, et

A Periodgivesa wide view of payroll periods and records in the system (exaritpis:week, this month,
last month, etc.)

A Employee Counallowsyou to determine the number of workers you sper page(example: 5, 100,
etc.)

A Week Rangallows a view o$ingle or mitiple week records (example: 1,2,3,4vEeek ranges)

A Cell Sizallows ya to shrink the cell size when viewing payroll records in order to fit more onto a
screen.

A Schedule Byate or Dow (Day of the weeKjhis option is used when using the TRACY scheduling
featureallowing youo customize the type of schedule you are insagti

If you clickOkthe selectedsettings will be appliedo the current session onlyIf you clickSaveand
Ok, your selectioswill becomeyour default setting every time you ldg. If you would like to return
to the original settings, clickefaultand Ok




Editing an Existing Clock Punch in UltraView

A. In the UltraViewHourstab, double click on the cell you would likeview andedit. A secondsmaller
GAYR26 oAttt 2Ly 6AGK |y SEIlahdWwiRk@Rain@htSedets® F G KI G (
surrounding that punch.o h ¢ 9 Y a2YSGAYSa GKS aSO2yR 6AYR246 4A
your main screen You will need to maximize and bring the detail screen to the front.

B. To edit the Start and/or Stop Time, highlight the area to be edittidk and drag cursor over area),
erase the incorrect time and type in the correct timememberingto@ S a! ¢ F2NJ | oY D | yF
(Example 2:30P).ClickApply and thenExit

NOTE: Ay time you alter a recordan audit trail is createth that screen that shows thiagin ID of the person
makingthe change to thaecord along with the date and time of the edithis is helpful in managing your
payroll whenever you are using a proxy and need to verify who has made an edit and when.

/2 Hours - Windows Internet Explorer N =10 x]

Combs, Kendra M
September 28 2009

Absence:RDO 0

Lifespan Human 1 8:00A 8:50A
College Composition 3:00P 3:50P

Writing Sem II:Ident&Diversity 4:00P 4:50P
Country Dance Band 7:00P 8:30P

Position Start] Stop ECLS Adjust Paid Exception Actual In Actual Out In Out
Del  Code Time] Time |Shift Code Hours Hours Codes Comments Date and Time Date and Time Punch Puncl

[~ S5930600 9:44A 1. Sh 0 2.2350 9/28/2009 9:44:21 AM 9/28/2009 11:58:28 AM 1 (o}

EDITING POSITION CODE FIELDS

To edit the position code (in the case of an incorrect job clock infout) simy
follow the same procedures for editing. Click andydige curser over the

position code field to highlight the text and hit tise5 S f Ky SCéick inside
e oo - omeen o] the Position Code field and predst ! .. The available position codes for thi

simmons, Stephanie E | student will appear. Select the proper position code and s@lectlLE) d
February 17 2010
Absence:RDO 0

Body Recall 9:00A 9:50A
Technology II 3:00P 4:50P

/2 Hours - Windows Internet Explorer

Position Job Start  Stop ECLS Adjust Paid Exception Actual In Actual Out n

Del Code Type Time Time Shift Code Hours Hours odes Comments Date and Time Date and Time Punch

[T 55930602 P 10:11A 11:54A 1 ST 0 1L72ILOEUH 2/17/2010 10:11:53 AM  2/17/2010 11:54:00 AM 1

[ SFEEEE P 1:00P 257 1 ST 0 1.950L0H 2/17/2010 1:00:07 PM  2/17/2010 2:57:48 PM 3
New:
< | I

Done [T [ @ ntemet [Fa = [®100% -
Tmimons, Stephanie B

Is133990 EEE ‘H.S.M ‘ + 4.77 ILOL OH 3.67 1L OF UH OL OH ‘ | |

|Supervisor: 1181691 Davis, Andrea

¥ ; " " Z " " Z Z




Manually Adding a Missing Punch in UltraView

A. In the UltraViewHourstab, double click on the cell with missing pun€hiscell should beed and
contain the acronynMP. A secongsmallewindow will open withanexpy RS R @A Sg 2F G Kl
informationand will contain all the details surrounding that punch.

B. Locate and click on the cell with the missing time punch and type in the correct Start / Stop Time
rememberingto@ S &! ¢ F2 NJ | & YEvampleZ:BOP)GOlickApmyAardthed®Bxit ¢

NOTE: This instruction appliesworkerswho haveonly one clock punch for the day and have forgotten to
clock in or out.

/2 Hours - Windows Internet Explorer = =] 53|

Simmons, Stephanie E
September 17 2009

Absence:RDO 0

Human Resources Management 8:00A 9:50A
Strategic Management 10:00A 11:50A

Sen Sem-Contemp Global Issues 1:00P 1:50P

SP] concel NN SO e | %

Position Start Stop ECLS Adjust Paid Exception Actual In Actual Out In Out
Del  Code Time | Time [hift Code Hours Hours Codes Comments Date and Time Date and Time Punch Puncl
[ 55930602 2:12P | 1 ST 0 2.30 SO MP 9/17/2009 2:12:01 PM L

New: \

This punch history is
showing a missing sto
time punch

distart| | @ @ & @ > | (o Inbox-Microsoft 0... | (& myBerea - MozilaFi... | ] Training Gui [ @ Hours - windows .. [JEA O UL 2@ % 256m

10



Manually Creating a New Punch Record in UltraView

A. In the UltraViewHourstab, double click on the cell where you would like to create a new time record
and add punches. Be sure to use the cell inHberstab for the date where you want to create the
record. A punch screen will appear as shown below.

B. Start by placingi KS O dzNEN2wdPokityon Coldteld and use tha ABkey to advance to thStart
and Stop Timefields. Doing thd causes the system to populdteldsin this screerwith essential payroll
information. Once yoT ABto the Startand Stop Timecells, enter the appropriate timesemembeing
todz& S a! ¢ T2 NJ | dxdmple £:3OP)ChckEXItT 2 NJ LIJOY &

NOTE: This method is used when you are creating a new payroll record that has not yet been started by the
student. An example would be whearstudent has worked in a location or a time frame that prevented them
from clocking iror out at the usual location.

/2 Hours - Windows Internet Explorer B ] 55

Camp, Tiffany R

October 01 2009

Scheduled Start=8:00A Stop=12:00P Lunch=0
Scheduled Start=1:00P Stop=2:00P Lunch=0
Scheduled Start=4:00P Stop=5:00P Lunch=0

Position [Start Stop ECLS Adjust Paid Exception Actual In Actual Out In Out  Confirm Confirm In Out In Out A
Del] Code [lime Time Shift Code Hours Hours Codes C Date and Time Date and Time Punch Punch User Dateand Time Station Station Edit User EditUser |
New|

Place cursor here
4 1 andTABto | 2l
Start/Stopfields

After inserting the correct stop/start times as shown below, chigiply and thenExit

/= Hours - Windows Internet Explorer i

& | https:jftimemachine-vm.berea,edu/ultratime/browfunc, asp=? TAB=Hours&FILE=DIS TMAS TRID=H0_147861~200909028 FaNAME=udfkdist. chg@haME=Camp, Tiffany R&SBD=1 ‘ % ‘ @

Camp, Tiffany R

September 02 2009
Absence:RDO 0

‘Writing Sem I:Critical Think 11:00A 11:50A
College Algebra with Modeling 12:30P 1:50P
Accounting I 3:00P 4:50P

T I s B .

Position Job | Start Stop ECLS Adjust Paid Exception Actual In Actual Out In Out  Confirm Confirm In Out In Oul
Del Code Type| Time Time Bhift Code Hours Hours Codes Cs Date and Time Date and Time Punch Punch User Date and Time Station Station Edit User Edit U

New: 55230900 8:00A 10:00A ST

I

= After youTABto the Start/Stop = #
time fields, insert the correct I B FRAESCTI|
times, clickApply and thenEXxit.

11



Deleting a CloclPunch in UltraView

A. Click on the cell in that contains a punch that needs to be delétexdcondsmallerwindow will open
gAUK 'y SELIYRSR @A Sandwilfconthik allihe detits ufcundimng/trappidett. G A 2 y

B. Click in the box labeledelon the line that contains the punches to be deleteA check mark will
appear in the box

C. ClickApplyand thenExit

NOTE: Punch information will turn red and remain in the detailed cell information found in this screen for
tracking purposes. It however, not be included in the work hour totals for a worker.

D. If for some reason you need to reactivate this punch, you simply follow the same process and uncheck
the Delbox.

E. ClickApplyand thenExit The punch information will turn blue againd will become active in the
system.

Camp, Tiffany R
October 07 2009

Absence:RDO O

Writing Sem I:Critical Think 11:00A 11:50A
College Algebra with Modeling 12:30P 1:50P
Accounting I 3:00P 4:50P

N cre<i"] o

Punches
Position Job  Start Stop ECLS Adjust Paid Exception
Code Type Time Time Shift Code Hours Hours Codes
S930900 F 0024 10:41A 1 ST 0 1.65 50
55930900 F 1:53P 2:49F 1 ST 0 0.93

MNew:

12



Adding Comments to a Punch in UltraView

A. In the UltraViewHourstab, double click on theell where you would like to add a comment. Click on
the Comments. 2 Edd comments hergand type your comment.

NOTE: Thifield is offered to assist supervisors whenever there is a need to maintain information about a
particular time record.An examplemight be where supervisors watd know how many hours were spent by a
particular student while working on a special prcijéor the departmentor to record consistently late punches.
Use this field torecord any informatiorwheneveryou need to document concerns or details about a punch
history that you need to recall at a later date.

13



