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Lee’s Summit R-VII School District
Workforce Software
Instructions for Time-Off Request (TOR)

To Log-in:
Access the webclock by typing in webclock.lIssd in the address
line in the Internet Browser.

ﬂ'-' Workforce Time z5d Attendance Software - Windows

@‘—-\ = q.é, webclock.lssd )
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* Log in to Workforce Software using your employee identification number as the User ID.
Your Employee ID is:

1 XX X X XX XX

(Two Digits of Birth Month) (?wo D_igits of Birth Day) (Last four digits of Social Security #)

EXAMPLE: if your birthday is September 28 and your Social Security Number ends in
1234, your Employee ID is: 109281234.

e Enter your User ID (Employee ID) and Password. Your initial password is the same
number as your employee identification number. If you have already set your password,
you will need to use the password that you set.

e To Login, Click on the @ button.
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The first time you enter the webclock, you will be prompted to change your password. To
change your password, enter your old password (NOTE: When changing your password for

the first time, your old password is your Employee ID).

Your password has expired - please enter a new password.

g Workforce Software Change Password

Old Password:
Hew Password:

Confirm Mew Password:

[

| Update Password |

NOTE: Workforce passwords can be alpha/numeric, are case sensitive, must be at least
FIVE characters and cannot be reused when you are prompted to change your password in
the future. It is recommended that you use your network password for the Workforce

Software password. Enter and confirm your new password.

After changing your password, you will be directed to the Webclock.

Click on Timesheet /=4 EmpCenter
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e At the Home screen, click on “"Request/Cancel/Review Time Off”

/:': Dashboard - Windows Internet Explorer

@‘-\ L4 IE http:wftemp2: 2090 /workforcefDashboard . doFaction=start

File  Edit ‘Wew Favorites Tools  Help

%) Enter My Hours
@ GotoWeb Clock
@4 View PastAssignments

oy Request/Cancel/
] Review Time Off

o| Settings
M Reports @ Chanage MyPassword

| View General Reports

¢ You will be directed to a summary of past time off requests, if applicable. To create a new
request, click on “Create New Time Of Request”

o o e

1~ P sy Tods e @+ 7

o8-

Logged in as KELLER, DEANNA  Log Off

< Lenter a Home @ Help

Time Off Request Summary

Current Requests

Action Employee ID & Approval Status  Employee Name Assignment Description Start Date  End Date

\ @ 104178733 | Approved KELLER, DEANNA théfR DEANNA (BUSINESS SERVICES SPECIALIST 1 07-01-2010 | 3,17/5011 | 03/18/2011

G) Create new Time Off Request.
O D Phyepicnia me-StrRequests.

¢ Next, enter the type of TOR. Use the drop-down menu to select the valid type of request.
You can select the type of time off using the drop-down menu (click on the drop down).

a Home @ Help

Lenter

Create Tim

Note:
The available leave
codes are:

Create Time Off Request

Paycode
PDO =]
Start Date

04/04/2011/]

End Date

Professional
[ owoazoni[d Vacation

P Brvmt - Immed
< [>] Emer details for this date rtanqe. J B Wmt - E :x"_tﬂ d
\ ance! I eques
Jury

Note. Use PDO for Paid Time Off, Vacation for Vacation, etc. Use PDO/Vacation as the

absence type even if you plan to use Comp Time for the absence.
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Enter the “Start Date” and “End Date” by typing the date in the format: MM/DD/YYYY or
using the calendar to select the date.

To continue, click “Enter details for this date range” or “Cancel this Time Off Request” to
stop the TOR.

Enter the TOR Requested Start Time and Requested End Time. It is extremely important to
enter time(s) in this format: HOUR : (Colon) MINUTES AM OR PM. For example: If
your absence start time is 8:15 am, you will need to type in 8:15 am. To move to the end
time field, use the Tab key and type in the end time—being careful to type AM or PM after
the hour and minutes are entered.

o Note: If the absence is for a full day, the amount of lunch time will
automatically be subtracted from the total hours calculated for the absence when
the absence is calculated for the actual payroll period. Report the hours needed
for the absence, not the amount of time the substitute is needed. The hours
that the substitute is needed is reported in SmartFind only.

o Note: If the absence is less than a full day, you will need to enter the start
and end time for the absence. Absences exceeding 1 2 hours up to 4 2 hours
will be charged as an absence of 3.75 hours. Absences exceeding 4 2 hours will
be charged as a full day absence. Report the hours needed for the absence, not
the amount of time the substitute is needed. The hours that the substitute is
needed is reported in SmartFind only.

o You will also need to mark attendance for the other part of the day that

you are in attendance.

<=1, 'GE”L’E{" a Home @ Help
Edit Time Off Request Details

Edit Time Off Request Details

Action Date Range&  Paycode Requested Start Time Requested End Time
¥ 04/04/2011 [PDO | | 08:00 am 04:30 pm
v v

p)

DO NOT USE!!

J Cancel this Time Off Request

NOTE: The drop-down arrows under the Requested Start Time and Requested End
Time cannot be used. These drop-downs contains dates, not times.

Click “View and confirm details for this Time Off Request” to Continue or Cancel to stop the
TOR.
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l Edit Time Off Request Details

Click to Report
Absence if
. [

http:/r7sub.leesummit.k12.mo.us

Required:

Check when
Substitute Entry

»
> [V Completed or No
Sub Required

Previous Cancel Next |

If a substitute is required follow directions in A and B. If not, skip to C.
A. click on the link to SmartFind Express. A new window will open for you to enter

the appropriate information to acquire your substitute, then
B. Come back into Workforce to complete TOR for your timesheet.

—— C. “Click” on the check box and select “"NEXT".

NOTE:

This TOR process replaces Lotus.

This TOR also replaces SmartFind Express unless a substitute is required.

You will not be able to enter a TOR for an absence on an "Emergency Day”.
Instead, you will need to send an email to the Assistant Superintendent for
Human Resources, to request an "Emergency Day” absence. If the "Emergency
Day” request is approved, the day will be shown as an approved absence on your
timesheet.

You will be directed to this screen that
provides a summary of your absence

(R/FnCenter @ vome @ vew

Review/Finish Time Off Request

balances. At this screen you may also e T
add “Comments tO Manager" in the Date 4  Paycode Requested Start Time Requested End Time
space provided. If requesting an 040412011 PDO 08:00 am 0430pm
absence with less than 2 weeks
notice, the reason must be included in Adjusted Bank Balances
the comments box. After you have Assignment & Bank Description  Initial Balance  Ending Ba
Somplgted the comments, cIick"on e | e 000
Submit this Time Off Request”. ﬁg&ﬁgﬁi:ﬁ\sgﬁng;g# sroup Vacation Bank 238.00
Exceptions may appear here if you are e —— —

. . . ey PDO Bank
requesting time-off in excess of your MONTHLY_POL_PROF_GROUP "= "

current balance. NOTE: Absence
balances shown reflect the balances SonmenE N Ena0e,
as of the last payroll run.

By submitting, your absence request
will electronically be sent to your

manager via email. You will receive H
email notification when the absence is
approved or denied by your manager. Exceptions

NOTE: The absences requested will
show on the timesheet for the
appropriate week after the manager ~ =

j Enter details for this date range

(SU perVISOr) approves the TOR- 'J Cancel this Time Off Request
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e After submitting, you will be directed to a Time Off Request Summary. At this screen you
can add a new TOR and/or review past requests by clicking on the appropriate selection.

< Center

@ vore @ v

Time Off Request Summary

Your time off request was successfully created

Current Requests

Action EmployeelD & Approval Status Employee Name Assignment Description Start Date End Date
@ 104178732 | Approved KELLER, DEANNA KELLER, DEANNA (BUSINESS SERVICES SPECIALIST 107-01-2010 - SLC) 03/17/2011 03/18/2011
@ 104178733 | Pending KELLER, DEANNA KELLER, DEANNA (BUSINESS SERVICES SPECIALIST 1 07-01-2010 - SLC) 04/0412011 04/04/2011

e To View or Cancel this request, click on the @ vore @ vov

“Action” wheel.

View/Cancel Time Off Request

Request Summary

Date Paycode Requested Start Time Requested End Time

e If you wish to cancel this request, click on 041042011 | PDO 0800 am 04:30 pm
“Cancel this Time Off Request”.

Adjusted Bank Balances

Assignment Bank Description  Initial Balance  Ending Ba
Aggregate Assignment - &
WONTHLY_POL_PROF_GRoup ComP Time 0y,
Aggregate Assignment -
MONTHLY_POL_PROF_GRoUP  Vacaton Bank SR
Aggregate Assignment - PDO Bark 256 00

MONTHLY_POL_PROF_GROUP

Request History

Date Approval Status User Comments
03/09/2011 11:18 am Pending HEDRICK, JUDY

Exceptions

o Back

'a Cancel this Time Off Request.

e After completing your review, return to the “*Home"” page to continue in Workforce or to
logout of the system, use the “Log Off” in the upper right-hand portion of the screen.

\::‘3 Faworites

%'E - Jg@a- Page ~ Safety = T

Logged in as KELLER, DEAN HA  Log OFf Request Summary

Date Paycode Requested Start Time
04/04/2011 PTO 08:00 am 10




