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During the week of July 12, 2013, we will release several enhancements to VeriTime.
Please read this document carefully, as there are some new features that you might find
very useful. We continue to look for your feedback so that we can make VeriTime better

with each release that we deliver.

2 New Features

2.1 Kiosk Enhancements

2.1.1 New Interactive Kiosk Options

VeriTime will now offer two new Interactive Kiosk options in addition to the Standard (ID
and PIN) Clock Kiosk and the Barcode Kiosk. From the Kiosk Admin page, you will have the
ability to choose from three Interactive Kiosk types, Standard, Barcode, and Integrated.

Kiosk Admin
Search
Find: ™
Actions Name Description
©
& m All All

Timeout

10 seconds

5 rows were found

Links

Location Limits

Interactive Kiosk

Standard | Barcode | Integratedfl

Barcode Kiosk
Standard

Bear Elementary, BEMs School
District, Caribou Elementary
School, Fan... (more)

Standard — The Functionality of the Standard Interactive Kiosk has not changed. Selecting
this option will launch the Clock Kiosk that prompts the employee to enter their ID and PIN.
Once the employee enters an ID and PIN, the kiosk will display the Welcome Screen that
prompts the employee to select the position and Clock-in.

Barcode — Will launch a Barcode Kiosk that indicates “Waiting for Scan”. This Interactive
Kiosk allows the employee to swipe a barcode in lieu of entering an ID and PIN. Once the
employee scans his or her barcode, the kiosk will display the Welcome Screen that prompts

the employee to select the position and Clock-in.
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Integrated — Will launch a new Clock Kiosk that displays “Waiting for Scan” and will accept
a User barcode. This kiosk also provides to the User the option to login using their ID and
PIN instead of a User Barcode scan. Once the employee swipes their User Barcode, or
enters an ID and PIN, the kiosk will display the Welcome Screen that prompts the employee
to select the position and Clock-in.

o
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Waiting for a scan..
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Login using your ID and PIN

Barcode Kiosk Standard — Functionality has not changed. This option will launch the
Barcode Kiosk that indicates “Waiting for Scan”. Once an employee swipes a barcode, the
system records the Clock-in or Clock-out time and the kiosk returns to the “Waiting for
Scan” state for the next employee.

2.1.2  External Employee ID Access

For all Kiosk types, an employee can use their External Employee ID to Clock-in and Clock-
out of VeriTime instead of their 10-digit phone number. An External Employee ID is a
unique numeric identifier issued by the Organization. This ID must be stored in Aesop in the
“External ID” field for the employee in order for this functionality to be available for use in
VeriTime.

2.2 Timesheet Enhancements

2.2.1 Timesheet Approvals: Separate permissions for the “Approve/Reject/Reset
Selected” functionality

In response to Customer feedback, VeriTime has added Timesheet Approval Permissions
that can be configured individually for a particular user. This enhancement will offer greater
flexibility to the Organization in determining which Actions an individual Approver can take
with regard to Employees’ timesheets.

For example: a District can choose to enforce a rule stating that the Employee must make
all changes to his or her timesheet. With this new functionality, the Timesheet Approver
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Permissions can be configured so that “Approve Selected” and “Reject Selected” are the
only Action options that are available to the approver.

When a new User is entered into VeriTime from here forward, these Permissions will default
to All Active for Organization and Campus Users, therefore these users will be configured
exactly the same way as they always have been.

If and when a District decides that they wish to make use of this enhanced configurability,
the Timesheet Approval Permissions can be set in the Aesop User Permissions Profile Admin
Screen. You will find an added set of Permissions, grouped together for ease of use, listed
under the VeriTime settings. The new Permissions will appear as follows:

TS5 Review - Approval All Mon-Rejected F
TS Review - Approve All ¥
TS Review - Approve Selected ¥
TS Review - Reject all F
TS Review - Reject &ll Non-Approved ¥
TS Review - Reject Selected F
TS Review - Reset All to Pending <
TS Review - Reset All to Submitted F
TS Review - Reset Selected to Pending F
TS Review - Reset Selected to Submitted F
A

Once these Timesheet Review Permissions are set for the User, the Action options dropdown
on the Timesheet Status popup wizard on the Timesheet Review Admin Screen will display
only those options the Organization made available to the individual User.

ﬁ Approve, Reject or Reset Timesheets

Timesheet Status

Action:

-- elect a Function -

2

& Cancel # Submit
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The following screenshot applies to items 2.2.2 through 2.2.7

Several new Timesheet Settings have been added to the Organization Settings Admin
screen.

Note: These Timesheet Settings are Inactive by default. An Organization must
actively choose to apply one or more of these settings.

Organization Settings

General Settings

[7] Enforce Kiosk IP Blocking
Enable Kiosk Scanning
[7] Enfarce InfOut on Timesheets

Formatting of Time | Standard Time (hh:mm AMPM) [ ]

7] Enable Hours To Units Conversion Max Overnight Duration | 00:00

["] Enable Subs to Add Timesheets

Enable Subs/Emps to View Payroll Summary Auto Apply Sub Job Type El
Enable Subs to Enter Timesheets Before Leave End

Enable Copy Timesheet Feature

] Enable Timesheet Tacit Approval

[ pisallow COverlapping Clock Events for Different Jobs

[7] max Sub Timesheat Diff vs. Schadule

Enable Tags

Schedule Settings

Start of Work Week | Monday E|

Timesheet Settings

Timesheets Due After (Days) | 2

ime Period Recurrence

Weekly Inception | 01/04/2010 m
[C] Users Must Confirm Timesheets Before Submitting

7] admins Must Confirm Timeshests Before Approval

[7] Users Must Digitally Sign Timeshests Bsfore Sunmitting
[7] admins Must Digitally Sign Timesheets Before Approval
[7] Prevent Users Fram Creating Timesheets In The Future
7] Timesheets Must Be Submitted Befare Being Approved

2.2.2 Timesheets Must Be Submitted Before Being Approved

This setting prevents an Admin from Approving a timesheet that the Employee has not
submitted. When this option is activated, an Admin will no longer be able to approve a
timesheet that is in a partially submitted state.
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2.2.3 Employee Timesheet Confirm: Users Must Confirm Timesheets Before Submitting

This setting requires the Employee to confirm the validity of their timesheet before
submitting. When this option is activated, VeriTime will display a Timesheet Status popup
window to the Employee upon clicking the Submit Button that requires the Employee to
check a box next to a statement that reads “l certify that this timesheet is a true statemnet
of the hours worked by this employee in the pay period indicated”

2.2.4 Employee Digital Signature: User Must Digitally Sign Timesheets Before Submitting

This setting requires the Employee to enter their PIN to affix their Digital Signature to their
timesheet before submitting. When this option is activated, VeriTime will display a
Timesheet Status popup window to the Employee upon clicking the Submit Button that
requires the Employee to enter their PIN a box that is labeled with the instructions “Input
pin to digitally sign”

Timesheet Status

Action: | Approve Selected

Comments:

4

0, certify that these timesheets are a true statement of the hours
recorded in the pay period indicated.

Input pin to digitally sign. e

® Cancel # Submit

2.2.5 Admin Timesheet Confirm: Admins Must Confirm Timesheets Before Approval

This setting requires the Admin to confirm the validity of the Employees’ timesheets before
Approval.

2.2.6 Admin Digital Signature: Admins Must Digitally Sign Timesheets Before Approval

This setting requires the Admin to enter their PIN to Digitally Sign the Employees’
timesheets before Approval.

NOTE: These settings are independently configurable. A District can opt to require
Employees and/or Admins to confirm timesheets with or without a Digital Signature,
and can require their Employees and/or Admins to Digital Sign Timesheets with or
without Confirming them.
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Organization Settings

General Settings

il

Cd|

Enforce Kiosk IP Blocking

: Formatting of Time | Standard Time (hh:mm AWPR) [=]
Enable Kiosk Scanning L

| Enforce In/Out on Timesheets

Enable Hours To Units Conversion Max Ovemight Duration | 00:00
Enable Subs to Add Timesheets —
Enable Subs/Emps to View Payroll Summary Auto Apply Sub Job Type =]

Enable Subs to Enter Timesheets Before Leave End
Enable Copy Timesheet Feature

Enable Timesheet Tacit Approval

Disallow Overlapping Clock Events for Different Jobs
Max Sub Timesheet Diff vs. Schedule

Enable Tags

Schedule Settings

Start of Work Week | Monday [=]

Timesheet Settings

Timesheets Due After (Days)

Time Period Recifrence

< NSNS

| Admins Must Confirm Timesheet

Semimonthly (15t & 16th) Inception  01/04/2010 @

Users Must Confirm eets Before Submitting

LR o

Users Must Digitally Sign Timesheets Before Submitting
Admins Must Digitally Sign Timesheels Before Approval
Prevent Users From Creating Timesheets In The Future
Timesheets Must Be Submitted Before Being Approved

2.2.7 Timesheet Enhancement: Prevent Users from Creating Timesheets in the Future

When this setting is Activated for an Organization, the Employee is not permitted to create a
timesheet for a future date. When the Employee clicks on the Icon to Add a Timesheet and
enters a date beyond Today’s Date, the following notice appears.

2.2.8 Timesheet Permissions: Separate permissions to View and Edit timesheets

In response to Customer Feedback, the Timesheet Permissions that are set in Aesop for an
Admin User have been updated to accommodate separate permissions for the ability to View
and to Edit timesheets. This enhancement offers the ability to set up an Admin User who
can View an Employee’s Timesheet but cannot Edit the clock entries. When permissions are
configured in this manner, the Admin User would be required to reject the timesheet and
send it back to the Employee with a comment requesting the Employee make the necessary
changes and resubmit the timesheet.

This ensures that the Employee is made aware of any and all changes that have been made
to his or her timesheet. When used in conjunction with requiring the Employee Confirm the
validity of the timesheet before it is submitted and/or affix a Digital Signature, this creates a
solidly verifiable transaction.

2.2.9 Timesheet Settings: Semimonthly 1st & 16t



Page |8

In response to Customer Feedback, VeriTime has added an additional Time Period
Recurrence to the Timesheet Settings to accommodate a 1% & 16" Semimonthly schedule.

2.3 Reporting Enhancements

2.3.1

People Locator Update

There have been a few technical changes made behind the scenes to VeriTime that updates
the way People Locator functions. There is no change to the way the report looks, however,
the data that is returned for each employee is more precise than ever before.

Improved Status Reporting — Prior to this enhancement, any Employee who had not yet

clocked in for the day was listed as Missing on the report, even when the report was run

prior to the time the Employee was expected to clock in. With this update in place, an
Employee will only be listed as Missing once the time he or she was expected, to clock in

for the day according to their Work Schedule, has passed without a clock in.

The improved People Locator will now report the correct part of a split absence created in
Aesop based on the time of day when the report is run.

View — People Locator has been updated to remove the paging when the report is
displayed. You will now see all Employees displayed at once that you can scroll.

2.3.2

In response to Customer Feedback, VeriTime has added a setting to Payroll Review and

Payroll Review/Payroll Summary: Ignore OT Calculation Rules

Payroll Summary that will allow the User to select the Option to Ignore OT Calculation Rules
when grouping by Interface ID.

With the Option not selected, VeriTime will show Leave Time with an * indicating that line

Payroll Review

gl @

el

05052013 [iF)

osM1z012 ER

Q, Search

User

Austen, Kate (10051)

Cera, Michael (MCera2003)

Cooper, Anderson (ACooper2005)

Farnncnan Calin (iCFaraican2040

User Types: Job Types:
Employees  * Field Trip i
Substitutes  _ Food Senice
Grounds
] Maintenance
Display Format: Noon Run
@ Time PCA =
- } PCA - Substitute
' Decimal
Playground Duty
P Run

Regular Route

User Type

Employees

Employees

Employees

Emnlavaac

Job Type

Playground Duty

Playground Duty

Playground Duty

Plavarannd Dy

Wage Codes:

REGULAR

GAP

0T15

0120

SICK

VACATION
PERSOMNAL
HOLIDAY_PAID
HOLIDAY_WORK10

HOLIDAY_WORK15

Group By:

N ©) Wage Code
@) Interface Id

m

[ 1gnore OT
calculation rules

Interface IO

Regular
Regular
Overtime
Regular

Regular*

Panmular

Wage
Duration

37:30
40:00
02:30
22:30

05:00

a7an

Total
Duration

37:30

40:00

02:30

22:30

05:00

a7-an
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item Does Not Apply toward Overtime. This results in two line items listed as Regular when
grouped by the Interface ID.

With the Option selected, VeriTime will ignore the Does Not Apply toward Overtime setting.

Payroll Review

g @

Range: User Types: Job Types: \Wage Codes: Group By:
05/05/2013 m Employees = Field Trip - REGULAR - . Wage Code
Substitutes  _ Food Semvice GAP |:| '@ Interface Id
052012 [ Grounds OT15 |
Display Format: Maintenance 0T20
User: i " Noon Run SICK lgnore OT
@ Time PCA ‘E‘ WACATION calculation rules
i Decimal PCA - Substitute | PERSOMNAL
' Playground Duty HOLIDAY_PAID
PI Run HOLIDAY_WORK10
Regular Route - HOLIDAY_WORK15 -~
Q, Search
Wage Total
User User Type Job Type Interface ID Duration  Duration
= Austen, Kate (10051) Employees Playground Duty Regular 3730 37:30
= Cera, Michael (MCera2003) Employees Playground Duty Regular 40:00 40:00
sy %
= Cooper, Anderson (ACooper2005) Employees Playground Duty Regular 2730 2730
= = ___ et B acmiamnn Anan = e e == AT PP

@l

This results a single line item listed as Regular that combines the totals when grouped by
the Interface ID

2.3.3 Position Admin Enhancement: View Work Schedule on the Position Admin grid

In response to Customer Feedback, the VeriTime team has added the Work Schedule to the
Position Admin screen to show additional information about the position without having to
edit it. A new columm has been added to the page that displays the description for the Work
Schedule that is currently associated with the position along with the Effective Dates for
that Work Schedule. As an added feature, a Quick Links icon has been added to the Work
Schedule to allow the User to View/Edit the Work Schedule and to view which Users are
Associated with that Work Schedule.

Position Admin
Search
g 1-10 out of 39 total results.  View All

. 07/0512013 ()
Actions Hame Description Code Job Type Work Schedule(s)

Bus Driver - Jones, 2= e Bmm—ﬂ-——> 01/01/2013 - 06/30/2099
ﬁ E James Bus Driver-Jones, James BD—1 Bus M,T,W.Th,F Bus Run Split Shift ©

Classroom Aide - " View/Edit Work Schedule

Classroom Aide - John Tyler Elementary - - s

g m John Tyler Giwss: Salfi P-5462 Classroom Aide -—é

Elementary Associated Users
5 g ClassoomAlde-  yacergom Aide - John Tyler Elementany (2l o pien oo dim
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2.4 System Enhancements

2.4.1 Changes to Comp-Time

There have been several enhancements made to offer more flexibility to the way Comp
Time functions within VeriTime. These enhancements are Optional and will not affect an
Organization that wishes Comp Time to continue functioning the way it has been.

Comp-Time Settings — The VeriTime Team added a Comp-Time Settings selection to the
User Settings Admin Screen that replaces the “Does not accrue Comp Time” setting. Now,
when you select the “Comp Time Settings” checkbox in the Available window, you are given
two Comp-Time options in the Assigned window. Those options are “Does not accrue Comp
Time” and “Stop Auto Comp Time Deduction”.

User Settings x

Step 1 - User First:Benjamin LastAllston
Type:Employees Identifier927206569-99

View Aesop Details

Active In VeriTime

Settings
Available Add Selected  Assigned Remove Selected

] Auto Submit Timesheets o [T] Auto Populate Scheduled Hours o

[[] view Users Schedule

| comp Time Settings

[C] Does Not Accrue Comp Time

1 Approve Timesheets
[7] stop Auto Comp Time Deduction

["] Email - Overtime Crossed

i

gdbmission

U Jimesheets Requi

[ Email - Timesheet Approved

Next

4

Does not accrue Comp Time — There has been no change to the way this option
functions. When selected, the User will not accrue Comp Time in lieu of being paid
overtime according to the payroll rules set for their Position.

Stop Auto Comp Time Deduction — When Comp Time is activated for the User and
this option is also activated, the User will accrue Comp Time, but the system will not
auto-deduct from the Comp time balance when the User has a shortfall in hours for
the week (i.e. scheduled to work 40 hours, actually works 36 hours). Comp time will
continue to accrue and the balance will only be decremented when the User enters
an absence in Aesop with the absence reason set to “Comp Time”.
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Comp Time Staff Group Settings — Two new Comp Time Options have been added for
Staff Group Settings. “Max Negative Balance” and “Max Positive Balance” these options set
Comp Time accrual thresholds that affect how Comp Time rules are applied to the Staff
Group. Each of these Options can be configured independently for added flexibility.

Step 1 - Name Mame: Frontline School District of Pennsylvania Employee Contract Description: Frontline School District of Pennsylvania Employee
Contract
Step 2 - Terms Start Date: 01/01/2009 End Date: No End Date
R T lles Profile Name: | basic ot [1] Rounding Rule: | Round To Nearest Quarter Hour =]
Rules
Available Add Selected Asiig_lj_e_c_l______ R Remove Selected

-~ -~

[ count Daily Overtime Towards Weekly gy [ Tuesday [] wednesday (] Thursday

Overtime

["] Exception Pay [] comp Time
Don't Comp Gap Time

Max Megative Balance | 00:00

O Swing Differential

1

O Graveyard Differential

Max Positive Balance | 01:00
O Master Calendar Type Worked

Delete Next

Max Negative Balance — This option allows a District to determine whether
Employees can take comp time that has not yet been earned, or alternatively to set
a maximum threshold that an Employee is permitted to fall into a negative balance
situation.

A Max Negative Balance set at 00:00 will not permit an Employee’s Comp
Time Balance to ever go negative. With the threshold set in this manner, an
Employee who is scheduled to work 40 hours, actually works 28, and has a
Comp Time Balance of 2 hours would receive total compensation for 30 hours
in that week.

28 hours Regular time, 2 hours comp time. The remaining 10 hours would
simply not be paid.

A Max Negative Balance set at 04:00 will allow an Employee to run a negative
balance up to but not to exceed 4 hours. With the threshold set in this
manner, an Employee who is scheduled to work 40 hours, actually works 28,
and has a Comp Time Balance of 2 hours would receive total compensation
for 34 hours in that week.

28 hours Regular time, 6 hours comp time [2 hour earned, 4 hours negative
balance]. The remaining 6 hours would simply not be paid.

Max Positive Balance - This option allows a District to determine the maximum
number of Comp Time hours an Employee can accrue and hold for future use.
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A Max Positive Balance set at 20:00 will allow an Employee to accrue Comp
Time up to but not to exceed 20 hours. With the threshold set in this manner,
an Employee who has an accrued Comp Time balance of 18 hours and who
works an additional 6 hours in a given week, will accrue 2 hours of Comp
Time bringing their balance to the 20 hour threshold and will be paid for the 4
remaining 4 hours under the Wage Code “Comp Time Paid”. The payout will
adhere to whatever Overtime Payroll Rules apply to the Employee’s Staff
Group.

Note: The Max Negative Balance and Max Positive Balance thresholds will not be
enforced on the Aesop’s “Absence Reason Balance” screen or on VeriTime’s “Change
Balance” Screen. These screens allow Administrators to make adjustments to Comp
Time Balances. VeriTime will honor those administrative adjustments regardless of
whether they violate the set thresholds.

2.4.2 Wage Options: Description and Effective Dates

Description - VeriTime added a Description to go along with the Wage Option Name. This
allows additional room to give a more detailed description of what is contained within a
particular Wage Option.

Effective Dates — VeriTime now allows you to assign a date range to a Wage Option. These
Effective Dates function the same as in other features within VeriTime. This enhancement
will allow you to set a from and to date range for a Wage Option so that you can make
slight changes to the wage details associated with that Wage Option (i.e. Pay Range and
Step) and set a date at which time VeriTime will automatically begin using the new details.
Effective Dating also provides a method by which to preserve historical data in the system
so reports run for a particular date range will accurately reflect the Wage Option details that
were actually in effect during that timeframe.

The VeriTime team will set the Wage Options currently in use for each Organization to be
Effective Dated from 01/01/2009 — No End Date so there will be no disruption in functioning
to any current customers. You will only notice a change when setting up new Wage Options
or if you choose to use this enhanced functionality to expire an active Wage Option and
institute a replacement Wage Option.

Wage Option

Step 1 - General Name: Description:

Aide - AldeREG Aide - AideREG

Date Ranges

Mew from | None

9/ 01/01/2009 - 12/31/93999
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The following screenshot applies to items 2.4.3 and 2.4.4

Barcode Creator

Printing MNote: Always preview your barcodes before printing. Please verify that all header and footers have been turned off and the “scale” is setto 100%.

Types:

Users E|
Lacations: Job Types: Event Types:

Cwight D. Eisenhower High Schaol : Bus Driver- GT - Clock Times -

Edward Hand JR High Classroom Aide Fundraiser

Frontline School District of Penn Custodian Regular Hours

Frontline SD Elementary Schools = Default Job Type

Frontline 5D High Schools Field Trip

Frontline SD Middle Schools | Maintenance Worker #1

John Kunkel SR High Playground Aide

John Tyler Elementary Regular Hours

Lyall J Fink HS

Marion County Middle Schoal - - -
User [T include inactive users

’ [l Include users with no active positions
Q, Search

2.4.3 Barcode Creator: Include Users with No Active Positions

Currently, VeriTime only allows Barcodes to be created for Employees assigned to Active
Positions. This enhancement to the Barcode Creator allows an Organization to print User
Barcodes for Subs who are not assigned to Positions.

2.4.4  Barcode Creator: Print Barcodes Before Employee Begins Employment

This enhancement to the Barcode Creator allows an Organization to print User Barcodes for
Employees who have not yet begun their employment for up to two weeks prior to the
Employee’s start date.

2.4.5 Wage Code Assignment and Staff Group Profile Wizard step 5: Display the Bucket
name for Leave

The Wage Code Assignment screen and Step 5 of the Staff Group Profile wizard have been
updated to display the Bucket name when one is assigned in Aesop. This enhancement will
help to differentiate leave reasons.
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The VeriTime team has made several behind the scenes changes to the system that affect
the way Visibilities are handled.

Wage Code Assignment

Leave Reasons El

Leave Reason

Court Appearance | Dhamma School District

Jury Duty

Court Appearance | Dharma School District

lliness | Dharma ScYol District

liness | Dharma Sc¥pol District

Sick Family

Dharma School District

Athletics

Dharma School District
Bereavement

Dharma School District
Disney Day
Dharma School District

Dock/Leave w/o Pay

Dharma School District

FMLA Paid

Paid Code Unpaid Code
MISC_LEAVE [=]] | Lwop
MISC_LEAVE [*] | Lwop
SIcK =] | wwor
PERSONAL [x] | Lwor
PERSOMAL [=] | Lwop
MISC_LEAVE [=] | Lwop
BEREAVE [x] | wwor
VACATION =] | wwor
MISC_LEAVE [*] | Lwop
SICK [*] | Lwor

| | |E

1

I

s
|

I

) |

Step 1 - Name

Step 2 - Terms

Step 3 - Profiles

Step 4 - Jobs

Step 5 - Settings

Mame: Frontline School District of Pennsylvania Employee Contract Description: Frontline School District of Pennsylvania Employee

Start Date: 01/01/2009
Profile Name: basic of [1]

Sick Leave | Frontiine phool District of Penn

Family liness

Sick Leave | Frontiine School District of Penn
Personallliness

Sick/Personal | Frontline School District of Penn
Personal Sick Day

Sick/Personal | Frontline School District of Penn

Sick Day

Frontline School District of Penn

Is Paid

E O O

=

T

Visibility Profiles - Several Changes

Contract
End Date: No End Date

Overtime Rule : Master Calendar

Types

O

Haliday

Days Off

Calamity
Unscheduled Day
Waorking Out of Office

o 0o o O

kS|
4

Final

Overtime Rule

ooooo
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Removal of Visibility Types - One of the most prominent changes is the removal of
Visibility Types. There is no longer a need to differentiate between “Timesheet Approval”
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and “Default” visibilities. From this point forward when a new user is created, only one

Visibility Profile need be assigned.

NOTE: To minimize the impact to existing customers, all existing Visibility
profiles that were of the type “Timesheet Approval” have been renamed in the
system to append “- Approval” to the end of the Visibility Profile name. Additionally,
the “Timesheet Approval” and “Default” profiles have been compared and wherever
the two were identical down to every last detail, the “Timesheet Approval” profile
was retained and the accompanying “Default” profile was deleted automatically.
There is no need for an existing customer to make any changes to the system;
VeriTime will continue to function the same as it has for your Organization.

Assign Multiple Visibilities to a User - This enhancement eliminates the necessity to
update two Visibility Profiles and ensure they are kept in synch. Additionally, going forward,
you will have the ability to assign more than one Visibility to a person. This will offer the
opportunity for an Administrator with a large number of employees in his or her Visibility to
section off employees into manageable groups. This change also opens the possibility to
assign an Alternate Approver temporrarily, who could take over Approvals for another
Administrator while he or she is on vacation or leave.

Visibility Profiles

Search
Find: ™
Actions Name
ﬁ m All Schools (impoRed) - Approval
ﬁ m All Schools / All Types (imported) - Approval
ﬁ m Elementary Schools (imported) - Approval
ﬁ @ John Tyler Elementary [ All Types (imported) - Approval
ﬁ @ Mone [ All Types (imported) - Approval

Theodore Reoosevelt High (imported) - Appraval

< o

Description

All Schools (imported)

All Schools [ All Types (imported)

Elementary Schools (imported)

John Tyler Elementary / All Types (imported)

Mone [ All Types (imported)

Theodore Reoosevelt High (imported)

Il

The Visibility
Type Column
has been
Removed

6 rows were found

Assign Users to z
Visibility Profile
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Work Detail

Date Range: Marrow by Location:
oe/z0/2012  [E Dwight D. Eisenhower High School
Edward Hand JR High
o7osizo13  [H Frontline School District of Penn

Frontline SO Elementary Schools
Frontline 20 High Schools
Frontline S0 Middle Schaols
John Kunkel 3R High

John Tyler Elementary

Lyall J Fink HS

Marion County Middle School

Search for User:

Duration Format:

@ Time (00:00) ) Decimal (0.00)
Display Options:

[] show User Signature Line

] Show Manager Signature Line
[C] Hide Work Week Summary
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Selecting From Multiple Visibility Profiles - When an Admin has two or more Visibility
Profiles assigned, a picklist will appear on the screen that will enable the user to choose
which visibility to use; the box will not appear if the user has only one Visibility Profile set.
Once a Visibility is selected from the picklist, only the information available to the chosen
Visibility will be shown on the screen. The Visibility Profile selection will follow through the

system until the User chooses to change Visibilities.

The areas affected when more than one Visibility is assigned to a User are:

Change Assignment
Visibility Hierarchy
Report Writer
Emails



Page |17

Applying a Visibility Profile to a User (Changes to Admin Settings) - Step 2 of the
Admin Setting Wizard [see screenshot below] has also changed to accommodate this
enhancement. From this point forward, you will be required to enter a search term and click
on the Search button. VeriTime will return a list of all Visibility Profiles that meet the search
criteria. Click on one or more (no need to hold the Ctrl key while selecting) of the Visibility
Profiles in the search window, then click on “Assign Selected Profiles”. The selected Profiles
will move to the Profiles assigned to this User window. This operation can be performed in
the reverse to Unassign Selected Profiles. Additionally, you will notice the radio button on
each assigned profile that is used to set which Visibility will be the User’s default Visibility
profile. The Default setting will instruct VeriTime to display everything within the system
that should be visible for that profile. If only one profile is assigned, that will be the default

Admin Settings

Step 1 - User First Jeremy Last Buckley

Type: Organization User Identifier: Jouckley
Step 2 - Visibility

Search for Profile: Profiles assigned to this User:

high All Schools (imported) - Approval

Search
John Tyler Elementary / All Types
(imported) - Approval

Theodore Reoosevelt High (imported) -
-——) Approval

é Assign Selected Profiles

Finished

Visibility Profile used. If more than one is assigned, the Default Visibility Profile is the one
the system will use until the Admin changes to an alternate profile.

Assigning Users to a Visibility Profile - Also included in this enhancement, is the ability
to assign Users to Visibility Profiles. An Icon has been added to the Visibility Profile Screen
[see 1° screenshot in section 2.4.7 above] that will launch a popup wizard to assign Users
to the selected Visibility Profile [see screenshot below].

The Assign Visibility Profile Wizard functions in the same manner as the Admin Settings
wizard. Type a User’s name into the box, click the Search button. The System will return
Users with a name matching the search criteria. Click on the appropriate User or Users then
click “Assign Selected Users”. Those Users will transfer from the “Search for User” window
to the “Users assigned to this Profile” window. This operation also works in the reverse to
“Unassign Selected Users”
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Assign Visibility Profile x

Name: Theodore Reoosevelt High (imported) - Approval

Description: Theodore Recosevelt High (imported)
Search for User: Users assigned to this Profile:

buckley Campus User
Toner, Ryan (principalToner)
Search

Organization User
Buckley, Jeremy (Jbuckley)

Assign Selected Users Unassign Selected Users

Default [

P

Adding a Visibility Profile to the Visibility Hierarchy - Visibilities will no longer be

added directly to the Visibility Hierarchy. [See screenshot below] Wh

en a visibility should

Add Visibility to Hierarchy

jghn Q, Search

Results: Add Selected | Select All | Clear Assigned: Remove Selected | Select All | Clear

-

Visibility Hierarchy ) A visibilty to hierarchy

-

® Cancel © Add
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have Approver capabilities, launch the Visibility Hierarchy Admin screen, click the “Add
visibility to hierarchy” button to launch the Add Visibility to Hierarchy popup wizard. Enter a
search term and click the Search button. The system will return all matching Visibility
Profiles. Select the Visibility and click the Add button. (The visibility Profile in the screenshot
is already added to the Visibility Hierarchy therefore the system displays the name struck
through with the message “This visibility has already been added to the hierarchy”)

3 Client Feedback

Your feedback is one of the most important factors that will shape the growth of VeriTime!
We will continue to work with you on identifying and enhancing VeriTime based on your
input, so keep the feedback coming.

4 Customer Impact

If you would like assistance or additional training regarding the new features delivered in
this release, please feel free to contact the VeriTime Client Services team. This release is
expected to go into production during the week of July 12th.
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