VeriTime
Tralning



o] LOGIN

A, e~ OUR OTHER
Aesvp Substitute Placement & Absence Management GET A DEMO PRODUCTS

Aesop What Is Aesop Solutions Customers Contact Us :
Wialeome An Dvenrie Problems e Solve Suocess Stories Leam Mo Search site.. Search




Aesop

A Absence
April 2013
¥ | 2
4 g8 | o
15 16
21 22 23
3 29 30

Create Absence

Please select a date

Show White

Feedback Account Directory Veritime
May 2013 June 2013
ED TH FRI  SAT TUE EF THL FRI SAT SUM - WC TUE
9 4 5 1 2 3 4
10 11 12 13 5 6 T 8 9 10 9 4
7T 1B/ 15 2 13 14 15 16 17 18 g9 0 1
24 25 26 9 20 21 22 23 24 25 16 17 18
26 2f 28 29 30 N 23 24 25
Absences Closed Day In-Service Day

0 Scheduled Absences

0 Past Absences

IHeed more options?

12

19

26

o Motfifications

Logout

Help
THI FRI  SAT
6 7 B 3
13 14 15
202y 2
27 28 29

Denied Absences

Advanced Mode

April 2013

MVEL

UN MON TU THU FRI

5 f

Substitute Required

Absence Reason

Yes

FILE ATTACHMENTS

| Select One




Clocking in Using Time Clock

You can use this feature rather than scanning
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Time Clock *

Thursday, May 30, 2013

Welcome *Your Name*

Central Family Center - Secretaw[v]

Regular Work - 07:45 AM - 11:45 AM (04:00)
Break - 11:45 AM - 12:15 PM (00:30)
Regular lork - 12:15 PM - 04:15 PM (04:00)

1. Click Clock In or
Clock out

Clock Qut
2. Clock In Time will

appear here

Daily Shift 07:50 AM -



Viewing Your Timesheet

You can review your timesheet (clock in and clock out) using this

l FRONTLINE

Verilime

#  Reports Aesop Help

Work Detail Timesheet Time Clock @

E o =

Schedule




#  Reports Aesop Help

) Weekly HOURS FAID
# Actions ~ || 8 ||\ oz0s-0am14 curert 1115 1115

w Expand Al A Collapze Al
WED tdarch 11, 2015 =k 106:30 Faid 06:30 «
THU March 12, 2015 Timesheet 04:45 Faid 04:45 -
LOCATION JOE TYPE OUE STATUS B Delete Timesheet
Sun Path Elementary PSA, Spec Ed DCD SP 03162015 @ U i
SCHEDULE

Regular Work 000 A - 1400 Ak (03007

This is your Work Schedule on

Break 1100 AR - 11:30 A (00300 Paid: ko
Redular Wark 11:30 ARkt - 0F:00 PW (0335300 - Flle In Ve rltlme
TIME EVENTS Clack In Clack Out
# Daily Shift 10:15 &M 03:00 PM |

10:19 &AM fAetuall
@ Add Mewy Event

TIMESHEET COMMENT

Weekly 11-03/08-03/14 Current Summary

LOCATION JOB TYPE TYPE HOURS PAID
Zun Path Elementary PSA, Spec Ed DCD 5P Time Everts 11:45 11:45
Zun Path Elementary PZA, Spec BEd DCD =P Admin Time -00: 30 -00:30

Total 11:15 11:15



Entering Time Manually

This feature should NOT be used on a regular basis

#  Reports Aesop Help

White, Snow & Submit

) - Weeklhy
# actons v || 8 |\ gne-0an4 curent 1115 11215 Click Save

w Expand &l A Collapse Al

WED March 11, 2015 Timesheet 06:30 Faid06:30

THU March 12, 2015 Timeshest04:45 Faid 04:45 ~

LOCATION JOE TYFPE DUE STATUS 1 Delete Timesheet
Sun Path Elementary PSA, Spec Ed DCDSP 0316/2015 QL

SCHEDOULE
Regular YWark 000 Ak - 41:00 Akd (03007

Break 11:00 Ak - 11:30 Ak (00:300  Paick Mo

Regular YWark 11:30 Ak - 0300 PR (03300

TIME EWENTS Clack In Ceele Clat

=) ety Enter Time =
o Na Titl
10019 AM (Actual)
& Acdd Mew Evert

TIMESHEET COMMENT

e Enter Comment



THU rarch 12, 2015 Timesheet 04:45 Faid 04:45 ~

LOCATION JOE TYFE DUE STATUS

Sun Path Elementary PSA, Spec Ed DCD SP 0316/2015 @ LIl T

SCHEDULE . (\%
Regular Wark 05:00 Ak - 11:00 AWM (03500 - e(\
o
Break 11:00 Ak - 11:30 Ahkd (00:350) Paid: Mo 3\ 0(3(\
Regular Work 11:30 Ak - 02300 PW (03300 - @3(\ e.\(\
TIME EVENTS Clock In Clock Out
x Daily Shift 10:15 aM 03:00 PM ]

10:19 AM [Actual)
€3 Acdd Mewe Event

TIMESHEET COMMENT



Entering Comment

Enter a comment anytime you work outside your regular work schedule or manual entry

. FRONTLINE & Snowhite | Logout
Verilime
#  Reports Aesop Help
£ VLR e o
: . Weekly HOURS FAID .
% Actions ~ || B8 |\ 0ai08-09/14 Previous 1100 11:00 Click Save

w Expand &l A Collapse Al

WED March 11, 2015 Timeshest 06:30 Paid 06:30 ~

LOCATION JOB TYPE DUE STATUS f Delete Timesheet
Sun Path Elementary PSA, Spec Ed DCD 5P 0316/2015 @l P

SCHEDULE
Reaular Weork 0500 Abd - 11:00 Ak (03:00)

Break 11:00 AW - 11:30 AM (00307 Paid: Mo
Regular Work 11:30 &b - 0200 P (03300
TIME EVEHNTS Clodk In Cladk Out
Fd Daily Shift 08:00 AM 03:00 PM 1]
@ Add Mew Event
ADKMIN TIME Druration Reason
rd Auto Deduct Time -00:30 Systern created record

TIMESHEET COMMENT

o Time clock was not warking. Add Comment



. 'FRDNMNE & SnowyWWhite Logout

Verilime

#  Reports Aesop Help
~Lovee  White, Snow & Submit
- Weekhy HOURS FAID
| L®Acdons~ [ B |4\ agineoama previous | 1100 | 11:00 LS E e N
~ Expand Al A Collapse Al
WED March 11, 2015 Timeshest 06:30 Faid 04
o0
LOCATION OB TYPE OUE STATUS (o)
Sun Path Elementary PSA, Spec Ed DCD SP  03416/2015 @ L S\oe\\ \6 o
Y e
SCHEDULE ,&\((\ Sc\’(\
Regular Work 0500 Ak - 1700 A (03000 - O\)’\' 0(\6
Break 11:00 A8 - 1130 Ak (00300 Paid: Mo OOC \6( «
Regular Wiork 1130 A - 0300 PR (03300 - (e \>
TIME EVENTS Clodk In Clogs Out
x Daily Shift 08:00 AM 03:15 PM (]
Q Add Mew Event
ADMIMN TIME Duration Reazan
rd Auto Deduct Time -00:30 Systermn created recard

TIMESHEET COMMENT

X Late Bus| Add Comment




Adding a Time Sheet
N o
Verilime

#  Reports Aesop

veE YWhite, Snow
i Weekhy Pl
| #actions v || 8 | n30e-0344 Current | 11:00  11:00
Add Timesheet  <fffil o o mom =

Move Timesheet Events

Add Timesheets

Dates
sun, March 08, 2018 ¥

Select Date

LocationfJdab Types

® Cancel

District Office - Extended Time-Districtt ¥ Select Location/Job Type

Click OK



LOCATION DUE

District Office{ Extended Time-District Office
TIME EVYEHNTE Clock In
Daily Shitt v

TIMESHEET COMMENT

X
LOCATION JOB TYPE OUE STATUS
District Office’\ PSA-Lead /03/16/2015 Pending
SCHEDULE
Regular YWark 0730 A - 41:30 AW (04000 -
Bresak 11:30 Ak - 12:00 PR (00300 Paniigtlo
Regulsr YWark 12:00 PW - 04:00 PR (04:00) --
TIME EVENTS Cladk In
rd Daily Shift 07:45 AM

0746 A (Actual)

TIMESHEET COMMENT

0316/2015

STATUS

Pending

W Delete Timezheet

Clock Cut

@ Add Mew Event

i Delete Timezheet

Clock Cut

@ Add Meww Event



Review Timesheet at the end of the
week

#@  Reports Aesop Help

. Weekly
% actions » || B | 5 09000008 Previoud | 3230 3230

w Expand Al

ot 06:30 Faid 06:30

Timeshest 06:30 Faid 06:30

Timeshest 06:30 Faid 06:30
Timeshest 06:30 Faid 06:30

Timesheet 06:30 Faid 06:30

Weekly 9-02/22-02/28 Previous Summarnry

Jackson Elementary PZA, Spec Ed SLD Time Evertz 2800 2800
Jackson Elemertary PEA, Spec Ed SLD Leawve 0E:30 0E:20
Jack=zon Elementary PEA, Spec Ed SLD Admin Time -0z:00 -02:00

Total J2:30 J2:30



Review past Timesheets

#  Reports

. eekhs
<RI szzz-uzfza Previaus

Aesop

32:30

32:30

Weekly 9-02/22-02/28 Previous Summary

LOCATION

Jackzon Elementary
Jackzon Elementary
Jackson Elementary

Total

JOB TYPE
PS4, Spec Ed SLD

PS4, Spec Bd 5LD

PS4, Spec Ed SLD

TYPE

Time Eve:

Leave

Admin Time

w Expand Al

Help

Date Range:

Wieelkly

9-02122-02128 Previous

12-03M5-03021 Mext
11-03/08-0341 4 Current
10-0301-03507 Previous

§-02122-02028 Previous
3-02115-02121 Previous
T-02108-0214 Previous
B-02101-02007 Previous
A-01125-01731 Previous

4-0118-01724 Previous

3-0111-01117T Previous
‘ Custom Date Range
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