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conorviin ATTENDANCE MANAGEMENT SYSTEM

AMS USER SECURITY

Accessing the Secure Attendance Management System

Web Site:http://142.25.199.22/live/serviet/Broker

OR: Use the Link on the Stph/ovenlsd/Dbcsd ri ct 6s web

under the STAFF dropdown menu choose Attendance Management System (AMS)

7/~ Home - School District No. 71 (Comox Valley) - SD71 - Courtenay/Comox/Cumberland/Surrounding Ar - Windows Internet Explorer
SIS http: /fweww 571 be caf
Eile Edit View Favorites Tools beip

Cocgle <] @search - { - = < 10 > O - | EShare- S Sidewiki - | ¥ Check - +x Translate = AUtOFIll - “o Signin~
Links % | Customize Lirks
s 5w [ ome Dt 1o Aboron c ] [l Seedh = 2 |l 9 = [ G [ [ Mo e | (1 e | &= = (ot |

Home ‘ District Info _ | Schools _ Resources _ | International

Attendance Management System (AMS)

Z Employee Centre < % o=y
© Upcoming Events © District News uick Links ®F
Staff Webmail
S(aLp‘lemb(ilg v 20" . Is cl 1) :\II”“MI l’:‘ l)ﬁ : ‘I’l It Rate | ¥ prests
» Labour Day (schools closec Use of School Facilities - Rate Increases
5 BCeSIS Toolbox SEARCH
September 7, 2010 iuly 6. 2010 Jwalk
» School starts for ALL students (two-hour Snapshot 2010
early dismissal - ALL) June 29,2010 Maintenance Workorder System Webmail
September 27. 2010 Announcement on Acting Superintendent] Synrevoice nt Webmail
» Non-instructional day - no classes — June 25, 2010 CIMS School Books
school planning day Administrative Announcement - Superintt StrarePoint
b 1 June 24,2010 SRB/AMS
Sepiember 28, 2010 School Board Office, Summer 2010 Office Hours Contact
» Regular Board Meeting (Open to the
Public) Vancouver IslandNet
P watcn | TVE BROADCAST News Archive | C anad!an Soldier _.f'
hétp: /5371 be cajre [T T T 1T e intemet [E ]

PASSWORDS

Regular Employees use their personal and private username and password to log in
to the Attendance Management System, Employee Centre and Staff Webmail (all
highlighted in green). If you require your password to be reset please contact Darlene
Goodrick at the Help Desk for assistance (250-338-1425).

Please Note: Changing your password online (under webmail) does not change your pin
number on the phone dispatch system.

GUEST ACCOUNTS

Substitute Employees (eg: substitute administrative assistants) will log in using the
Guest Account for the school of the employee being replaced. For example:

School User Name/User ID Password/PIN
G.P. Vanier Guest24 GPVanier24
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TPy RN ATTENDANCE MANAGEMENT SYSTEM

DASHBOARDS

DASHBOARD 01

To see a list of attendance records at your site for the current date simply press on
Dashboard 01. The dashboard displays attendance records for the current day but also
displays reports that can be viewed such as:

Report

Description

Future Attendance and Dispatch List

Search future (or previous) attendance records (depending on the date range entered)

TOC Phone and Subject List

Displays TOC Phone numbers and qualified teaching areas

SUB Phone and Category List

Displays Support Staff Phone Numbers and Replacement Categories

Teacher Assignments:

Displays employment details for teaching staff

Support Assignments

Displays employment details for support staff

Unfilled Absences for
Today and the Next 30 days

Displays absences that are unfilled with a replacement if the system has not dispatched anyone
yet.

TOC Costs for Schools

Displays TOC Costs within selected date range for school authorized site funds: (ADDP, EXTR,
FLT, FLD2, PPAR, SCGR)

SUB Costs for Schools

Displays SUB Costs within selected date range for school authorized site funds: (ADDP, EXTR,
FLT, FLD2, PPAR, SCGR)

Assignment Change Report

Displays Staff members who have had an assignment change within the date range specified.
(does not indicate the change i only that there has been a change)

To select any of these reports simply press on the title of the report and fill in selection fields

(date format = YYYYMMDD)

& support Links ) Logout
@ Menu Search & Home
Finance My Info My Location HR My JobsiMy Absences Dashboards Change Password
Knowledge Center =]
Attendance Other Reports
Submit a Support Request o o
g I —— Future Attendance and Dispatch List

Date: 15-Aug-2008
08:02

o TOC Phone and Subject List
Sd #71 (Comox Valley) Page: 1

C SUB Phone and Cateqgory List
Todays Absences

o Teacher Asssignment-

Absent Emolovee Absence Reason SiTm  EnTm Unts  Replacing Emplovee  StTm  EnTm Units

Baker, David Ellyett acation

O Support ASsignn.
Airport Elementary

0700 1530 7.75 No Replacing Employes 0.00

Please Note: If you are not able to view the Reports Section from Dashboard 01 you will need to slide your

bottom scroll bar to the right.

DASHBOARD 02

Dashboard 02 is only in use for specific users (mostly Management. It is NOT an error if
your Dashboard 02 does not function.
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onox vau ATTENDANCE MANAGEMENT SYSTEM

PERSONAL EMPLOYEE INFORMATION

Individual employee information such as an e mpty dateearddése mre ni or
more can be viewed from the dVly Infodtab on AMS. Earning statements, T4/T4A slips
(when issued), and staffing notifications are also found under the My Info tab.

VIEWING PERSONAL INFORMATION

Detailed information can be viewed i nindigidual Info6 . is © lWwhere employees can

view Current and Future Assignments as well as Assignment History and Subject

History. CI| i cking on the 6View my Absences fabr the
entries for an employee in AMS. This document sorts ent r y6s by reason c
makes viewing all banked/extra time deposits and withdrawals easier.

I f your personal information i s ilmktoinfoormct you
Human Resources.

=l
Contact Us

WORK BOARDS

Work Boards display records for TOCs only who have been requested for jobs within 20
daysf ol | owi ng .tTOG@seank&lEk od the I8 No. (Job #, which is highlighted in
blue and underlined) to accept the Job they are requested for in advance of the date.

CHANGING YOUR PHONE NUMBER

Employees can quickly and easily change their primary and secondary phone numbers
by going to My Jobs/My Absences < Employee Info < Change Telephone.

AMS User Guide - Revised September 2009 Page 5



COMOX VALLEY
SCHOOL DISTRICT

REASON CODES

ATTENDANCE MANAGEMENT SYSTEM

Default GL Account

AMS Description Authorizer N
S Descriptio Code uthorize (?22=School number) otes
Aboriginal Education ABED District Vice Principal Ab Ed. Aboriginal Education related entry
*Add To Pay (Support/Teacher) | ADDP | Site P/VP Support Pre-approved additional time for employees in
P/VP Use Only 101021424?7??000 assignments. No replacement employee applicable.
Teacher
101021410???000
Banked Time Deposit BKIN Site P/VP Accumulate pre-approved bank of extra hours worked
for support staff
Banked Time Withdrawal BKWD | Site P/VP Withdraw from pre-approved bank of extra hours
worked for support staff (no replacement permitted)
Early Learning ELRN Director of Instruction ¢ Early Learning related entry
Elementary
Elementary Education ELED Director of Instruction ¢ Elementary Education related entry
Elementary
*Extra/Misc (Subs/TOCs) EXTR Site P/VP Support Pre-approved extra time for dispatches
P/VP Use Only 101021424???000 60¢h/ a 2N Enmployee SugzartoyEmpldyee
Teacher ¢ S Offos N list.
101021410???000
Field Trip (School Trust Fund) FLDT Site P/VP 197017220???000 School related ¢ charged to school trust account
Field Trip (School Funds) FLD2 Site P/VP 101025190???000 School related ¢ charged to school budget account
Health & Safety HLSA District Health/Safety Officer Health and Safety related entry
Human Resources HRSV Director of Human Resources Human Resources related entry
Move Up MVUP | Flag ONLY for HR/Payroll Tracking of regular staff temporarily replacing a regular
employee in a higher-rated position. (enter detailed
explanation in daily review comment box)
Technology TECH District Principal, Education Technology related entry
Technology
Pro-D Teachers PROD Professional Development related entry only for
(personal pro-d money) Teachers
Pro-D P/VP Excluded PRD2 Professional Development- elated entry only for P/VP
(personal pro-d money) and Excluded Staff
Pro-D Activity Fund(teachers) PDAC Professional Development Activity Fund
Professional Partnerships PPAR Site P/VP 101021408???000 Professional Partnership related entry
School Growth SCGR Site P/VP 101025104???000 School Growth related entry
Secondary Education SCED Assistant Superintendent Secondary Education related entry
Student Services STSV Director of Instruction - Student Student Services related entry
Services
Superintendent SUPR District Superintendent Superintendent related entry
Management Meeting MGT District Superintendent P/VP attending Management Meetings
Unfilled Posting (P/VP Use POST Director of Human Resources 'asS 2yfte gKSy | w2

Only)

0 t
{dzLJLI2 NII 2NJ 9YLX 288S ¢S

o

*Extra (EXTR) and Add to Pay (ADDP) records must be approved in advance by the site P/VP.

AMS User Guide - Revised September 2009
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conorviin ATTENDANCE MANAGEMENT SYSTEM

Other reason codes available

ADORAdoption BCTFBCTF Union Business BRV1Bereavement
BRVSereavement(Sick) CDTACDTA Union Business CUBBCupe Board Business
CONVWconvocation of Employee(Teacher) CUPECUPE Union Business CVSACVPVPA
DSCRiscretionary(Teacher) DISG@Discretionary(Pvp/Excluded) EXAMExam

ILLFFamily lliness (Support/Admin)ILFMFamily Iliness(Teacher) JURYlury or Witness Duty

LIEULieu Time LWOR Leave Without Pay LWP-Leave With Pay(HR Use only)
MED-Employee Medical AppQ i MEDFFamily Med App@ MNSTThird Party(Ministry/Bcct/Other)
NSICNIDES Replace (Sick) OUTDOut of District Meeting PATFPaternity

PLBRPallbearer SICKSick Leave SWORSick Leave Without Pay
STSkHbtartup/Shut Down Hours ~ VAGVacation WCBWorksafe BC Leave

SBOCodesonly¢ KSa4S O2RSa |NB dzaSR o6& {.h {dFFF 2ydave ¢KS®2
attendance codes in AMS. When applied by SBO staff, these codes are visible to Administration Staff in their
daily/weekly review:

PDAYPro-d Day STATStatutory Holiday
NTWKNot Worked RCHRate Change
NI-D-Non Instructional Day MDWRLong Term Medical Lv With Pay

MDNRLong Term Medical Lv No Pay

NOTES:

-Not all Attendance Codes listed can be selected by every employee - 1 KS WNBIF 42y Q YSydz (KIFdG R
creating an attendance record has been tailored to meet the needs of each staff category (ie: Admin, Teacher,

{ dzLJLJ2 NI 0 @ C2NJ SEF YLX SY I G§SI OKSNRa YISNidS 4IA f d dzIu2ONIdzR S
menu includes the reason: CUPE Union Business instead.

-When sending out invitations to an upcoming meeting or in service please include an instruction to direct
participants to select the correct AMS Description from the list above (do not refer them to the 3-4 digit Code as
this is not displayed when creating an attendance record in AMS).

AMS User Guide - Revised September 2009 Page 7



ATTENDANCE MANAGEMENT SYSTEM
ATTENDANCE ENTRY

Employees in SD71 are required to enter their own attendance records into the
Attendance Management System i this is not the responsibility of the Administrator or
the Administrative Assistant except in unique circumstances (emergency, extra hours,
banked time entry, pre-assigning replacements)

ENTERING AN ATTENDANCE RECORD FOR ANOTHER EMPLOYEE
(INCLUDING PRE-ASSIGNING A REPLACMENT EMPLOYEE)

Each Sr. Administrative Assistant and P/VP may enter pre-approved extra hours or
banked time for staff at their location. The Administrative Assistant selects the employee
who is working the additional hours or banking time and creates an attendance record.
Records can be created up to 7 days in the past when no replacement is required.

My Jobs/My Absences > Time Entry > Absence Entry

. E = '*7‘ ., - " | @ Browser Compatibility _; Sheila Powell
s 4 ' . _ )y ™ & SupportLinks N Logout
4 " 4 - W & Menu Search ¥ Home

Time Entry T i
Ab i Absence Entry Pptions
Emplovee Info
Wiew Or Change
Enter an absen else?
(_‘ Unavwailability
VWork Board
If ¥es, select the location the employee works at.
Location Hame
= Abed Centre
i Ajrport Elementary
i Arden Elementary
i Aszpen Park Elementary
i Brookhyn Elementary
i Cape Lazo Middle
Select the bullet: OEnter an absenceodofor someone el se
Select: ONext 0

Select the employee by clicking on the employee name.
(Vacancies are found at the bottom of the ligi be used when a Job Posting is pending
Select the Absence reason and dates and then c

Check that the correct start/end times are displayed for the employee. If you need to
adjust/change the attendance record details, simply click on the date which is highlighted
and underlined and another screen will open allowing you to change details of this
attendance record (e.g. start/end time). Once you have modified the |
Scheduf ebhe di splayed schedule is already corr

AMS User Guide - Revised September 2009 Page 8



SCHOOL DISTRICT

Click on the date if you
wish to change the details
of thisrecord (e.g.
start/end times).

If the details of the record

are already correct ¢ simply
LINBaa WbSEGQC

WARNING:

ATTENDANCE MA

9

Incld
g

v 18-Auq-2008

Dashboards
Absence Entry: Absence Schedule Details

schedule details are correct, click the Next Bution

Day Position Location

Mon  Teacher

/

Airport Elementary

@ Browser Compatibility Gail Kozloski
@ Support Links
@ Menu Search

) Logout

i Home

Change Password

U are entering an absence for Kaihryn Askews

This is your working schedule during your absence. Click on the date nk below to change schedule detais. Once your

Confirms the name of the
employee for whom you
are entering an absence.

Lengths of call outs MUST meet minimum requirements in order for the

attendance system to call a replacement! If the call out length is less than the minimum
requirement the record will go into manual intervention and will not call in a replacing
employee! It is also important to note that if the start time set for the replacing employee
has already been reached this will also cause the dispatch to go into manual

intervention.
future for the replacement to

Minimum Requirements:
Support Staff:
Teaching Staff:

My Info
Knowledge Center J
9
|
Press on the

My Location HR

accept the call out.

4 Hours
.4 of a day

(2

Finance My Jobs/My Absences

Absence Entry: Replacement Details

hours i

Ensure the start time of the replacing employee is set far enough in the

f the replacement

/| £t A01 Wb2Q
replacement required.

AT

Do you require someone to replgpefou?
e /

Do you want to request employee(s) to replace you?

/[ fTAO01TAY3 Wb2Q
replacement schedule. (Follow
previous instructions for
modifying a schedule.)

/[ fTAO01TAY3 Wb2Q
selection of a replacement.

ONextod button

when

done.

AMS User Guide - Revised September 2009
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COMOX VALLEY

ATTENDANCE MANAGEMENT SYSTEM

My Info

My Location HR
Knowiedge Center B

@

Requested Employee £1:

Mylfo

My Location HR

Knowleage Canter G

Have you already contacted Heather Mitchell about filling this absence?:

Finance My Jobs/My Absences

Absence Entry: Replacement Request

My Jobs/My Absences

Absence Entry: Replacement Instructions

© Yes

You are entering an absznce for Carol Ake.

Follow instructions on the
screen to select a replacing
employee.

ou are eniering an abaence for Carol Ake.

~ No

{ St SOGAY3T Wb2Q
system to call the replacement.

{ St SOGA Y3 -IUs 3SA5T
this job to the employee ¢ the
system WILL NOT call the
replacement (Ensure the
replacement is aware of this job.)

COMOX VALLLY

[E]

Knowledge Center

Date
28-Juk2008

Date

Review the Summary Page to
and then press

My Info

Finance

My Location HR

( -
| @ Browser Compatibility & Sheila Powell

) Logout

) Home

\ @ support Links
\ @ Menu Search

My Jobs/My Absences

“Y'ou are entering an absence for Carol Alke.

Absence Entry: Summary Page

Q

Confirm that these absence details are correct and then click the Submit Abzsence button

Absence Reason: CUPE Union Business

Absence Schedule

Day  Position

Location StTime  EnTime
Fri Senior Admin Assistant Brooklyn Elementary 08:45 14:30
Replacement Schedule
Day  Position Location stTime  EnTime

“You have indicated that the replacing employes's schedule is the same as your absence schedule.

Requested Employees

Heather Mitchell. Already Contacted. The sys

Message For The Replacing Employse

tem will NOT call this employee.

Submit Absence

verify that the attendance record information is

6Submit

correct
Absencebd.

AMS User Guide - Revised September 2009
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~ ATTENDANCE MANAGEMENT SYSTEM

Wyluo  MyLocaonHR  Finance

anan ige Center [

You e cnicring am absence for Carsl Al

Confirms the name of the
employee for whom you
are entering an absence.

Make note of the confirmation/receipt # (ID #) and/or print receipt for your records.

ADD TO PAY HOURS AND BANKED TIME ENTRY

For an employedN an assignment at your site:

Time Entry > Absence Entry

Select the bullet: O6Enter an absence

Select: O6Next

(0]

for someone

Select the employee who is working the additional hours or banking the time.

Select Reason: Add To Pay or Banked time deposit

Note: Employees make their own withdrawals from banked time.

Select single or range of days.
Select correct start/end time.

(if the employee works from 8am to 3:30pm and has been approved to work an extra
hour at the end of their day then the start time would be 15:30 and the end time would

be 16:30)
Do you require a replacement?:

EXTRA HOURS

For Subs and TOCs dispatchedytour sitewhen they are not replacing an

NO

employee in an assignment

Time Entry > Absence Entry

Select the bullet: 6Enter an absence

Select: ONext

0

Choose appropriate selection from bottom of the staff list:
(Employee Support or Employee Teacher)

f

or someone

Select Reason: &xtra/Misc (Subs/TOCs)Pv P Use Onl yo
Select: 0 Bigledor 6 Bnge of dayso
Press: 0Add Schedul ebd

Choose correct position, location and start/end times and accept schedule.

AMS User Guide - Revised September 2009
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omox Ve ATTENDANCE MANAGEMENT SYSTEM
T ETTEETTTTTTEES—

Time Entry ] “ou are entering an absence for Sup)
try: Modify Absence Schedule

Employee Info »

Choose the correct
location from the
drop down list.

Modify thie portion of your schedule and then click the Accept Schedule button.

Date Day Position Location .Time  EnTime AM PI

25-Dec-2008 Thu | Delivery Person + || School Board Office 12:00 13:00 el

~

* Note: Enter times using the 24 hour
format, i.e. for 3:30 PM enter 15:30.
[ Accept Scheduie ]
Enter the start
and end times

Choose correct
position from drop

When you have entered

abszence for Support Extra Staff.

down list. all the correct
information click Accept . ]
‘;) This is your working schedule during your abse schedu|e lick o If thIS ISa mUItI_
= Add Schedule option to add additional infor * utton. d
ay absence you
will need to press
Include v - <
= Date Location St.T| l_|J| R R { O K E
I Thf.l Delivery Person . Scr'fuulﬂuard Office 12:0f eaCh day.
dd Schedule Thig allows you to be able to add a new position or location to your =chedule.

My Info My Location HR Finance My JobsiMy Absences =
Knowledge Center & Absence Entry: Replacement Details / / f 7\ O 1

It A0

Choose Wb fofrandom
Fe Cn €— calloutor W, Qofsefect
= a specific emplovee.

My Info My Location HR My Jobs/My Absences Dashboards Change Password

'ou are entering an absence for Support Extra Staff.

Ab Entry: Repl t Req

Click on the binoculars icon. A pop-up window will appear where you can search for TO Choose a Specrﬂc

‘;J and =elect your preferred replacement employee. When you are done, click on the

o / employeer use
Requested Employee # 1 | @ binoculars to open the

search dialog box.

AMS User Guide - Revised September 2009 Page 12



ATTENDANCE MANAGEMENT SYSTEM

If you have already contacted the requested employee about filling this absence, choose
YES when prompted or NO if you require the system to make a call out.

Review all your entrees before submitting the absence.

Please note that all records entered using the Add to Pay or Extra reasons are charged
by default to the site. Should you require a different account be charged, please ensure
this is indicated on the attendance form or if your site is the authorizer of the new
account you may use the messaging system in your daily review to request that the AMS
Help Desk make the change to the account number.

ENTERING A MOVE UP RECORD

This reason code is to be selected when a support staff employee in an assignment is
replacing another support staff employee in an assignment who works at a higher pay
grade than themselves. Choosing the "Move Up" reason does not pay them the higher
pay grade but it does flag the record so that payroll can assess the employee's eligibility
for the higher pay grade.

Here is an example of how to use the 'move up' reason code:

In this scenario Employee A is the Senior Admin Assistant at an Elementary School who is away
sick. Employee B who is the Regular Admin. Assistant will work for Employee A and an On-Call
Admin. Assistant will work for Employee B:

1)Employee A creates an attendance record for herself for her full work day using the reason
code 'sick' and indicates that there is no replacing employee required.

2)A second attendance record is created (either by Employee A or the P/VP) selecting Employee
B as the employee with the reason 'move up'. The Absence Schedule Details screen should be
changed to match Employee A's work day and then indicate that you DO wish to have a replacing
employee but that the employee will NOT work the same schedule. In the Replacement Schedule
Details Screen change the start/end times of the job to match Employee B's hours of work for the
day and request your preferred On-Call Admin Assistant or allow the system to find someone for
you.

3)A message in the daily review to the AMS Help Desk will need to be added to the attendance
record for Employee B that details the regular working hours of Employee B and which hours are
additional or over and above her regular working hours. For instance If Employee B usually
works 6 hours but it working 7 hours in order to replace Employee A then the message should
read: Empl oyee B6és regul ar hours/ day i s -h6ur but
day she is entitled to one extra hour of pay.

Please Note: Each replacing employee must fill the entirety of the schedule for the employee
they are replacing. Employee B must work Employee A's schedule and the On-Call Admin
Assistant must work Employee B's schedule including supervision if applicable. You cané break
the supervision assistant portion of the assignment out and give it to someone else to work.

AMS User Guide - Revised September 2009 Page 13



conorviin ATTENDANCE MANAGEMENT SYSTEM
VIEW/CANCEL OR CLOSE AN ABSENCE

My Jobs/My Absences > Time Entry > View or Change

If the attendance record is for someone else:

Select the bullet: 6 Eeranabsencefors omeone el seb
Select: 6Next o

Select the employee by clicking on the employee name
(Rotating Employee/Vacancies are found at the bottom of the list.)

Click on the ID Number of the attendance record you wish to view, close or cancel.

~
@ Browser Compatibility 3, Sheila Powsll
@ Ssupport Links ) Logout
@ Menu Search & Home
My Info My Location HR Finance My Jobs/My Absences
Knowledge Center [2] ‘You are viewing an absence for Carol Alke.
View / Change: Absence Details for ID 5474
Absence Details
ID Number: 5474
Dates: 25-Jul-2008 To 25-Ju--2008
Absence Reason: C U PE Union Business
Replacing Employee(s): Heather Mitchell
Subjects/Levels: Admin Assistant8 /
Message:
Absent Employee Date Day  Position Location Start End
Carol Alke 28-Jul-2008 Friday  Senior Admin Assistant Brooklyn Elementary 08:45 14:30
Dispatch Details
Replacing Employee Date Day  Position Location Start End
Heather Mitchell 28-Jul-2008 Friday Sub Senior Admin Assistant Brooklyn Elementary 08:45 14:30
[ Close Absence | [ Cancel Absence |
~

Close Absence: Closing an absence is used to shorten the length of an existing
absence (i.e.: employee returns earlier than anticipated).

Cancel Absence: Cancelling an absence can only be used if the absence has not yet
begun.

Please note: The only changes that can be made to an absence is to close or cancel.
You will not be able to change other information such as: the replacing employee; the
start/end time; etc. If you wish to change any of these details the job would need to be
cancelled and a new absence created with the correct absence record information and a
new confirmation receipt/ID #. If a replacing employee has already accepted the
dispatch the system will contact this employee to advise them of the cancellation.

AMS User Guide - Revised September 2009 Page 14



oox et ATTENDANCE MANAGEMENT SYSTEM

AMS USER CHECKLISTS

ADMINISTRATIVE ASSISTANT CHECKLIST

{88 WI RYAYA&ERENRDINE GRIAE I FAINI RSGF At SR AyadNHOGAZY & D

Each morning, l og into AMS WebCenter and
tab to view the list of attendance records for the current day in order to prepare for
replacement staff.

Each afternoon by 1:00pm log into AMS Web to review attendance records. The current day
will show as the default in the Daily Attendance Review. Select the date of the attendance
records you wish to review. Click on the Submit Day button to list all records for that day.

Review each attendance record for the selected date for accuracy. Only Human Resources
may change the details of an attendance record. If you identify any corrections that need to
be made you must indicate these to Human Resources by pressing on the box under the
red 6x06 next to tAheborxecwirld ionp egnu ewsittihont.h e
b e ¢ a uRlease type the required changes in the box provided and be specific with your
changes (i.e. If the start/end time of the attendance record needs to be changed do not
simply indicate that the attendance record is incorrect i supply HR with the correct start and
end times for the attendance record and hours or FTE).

You must also check priordaysandre-r evi ew any dates mar ked
for comments processed! Click on the arrow in the Day to Review dropdown box to select a
previous date.
A status indicator will appear next to each date:
N for Not Reviewed
R for Reviewed

C for Comments Processed - Review Again.

By 1pm each day please ensure all comments have been entered in the comments box

sel ect
wor din
wi t h

specific to each attendancerecord. Do not use the d6dextra commentsb

appropriate attendance record listed relevant to the comment. When finished making
comments, click on the Submit Daily Review button to send the comments to Human
Resources. Warning! If you exit without clicking the Submit Daily Review button, ALL of your
submitted comments will be deleted. Warning! If you submit the daily review more than once
all of your comments are re-sent to Human Resources again. Please limit your submission
of the Daily Review to once a day by 1pm whenever possible.

Next, review comments from previous days to ensure the comments were processed
correctly by the AMS help desk. If corrections have been made and the attendance record is
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now correct please indicate by using the green check mark and then click on the Submit

Daily Review button to mark the date as reviewed.

On Monday mornings, you will need to review the previous Saturday and Sunday even if

there were no attendance records and then click the Submit Daily Review button. Do n 6t

forget to review Saturday and Sunday! Must be done by

On Friday, onceyou are satisfied

1pm each day.

with the weekos

charge of the weekly review that the week is ready to be reviewed and authorized. The
deadline for the weekly review is 10am Monday morning or Tuesday if Monday is a holiday.

NOTE: Please ensure that weekly reviews are submitted in a timely manner so that you do not hold up any payroll processing!

Human Resources will send friendly e-mail reminders to administrative assistants if the

daily review has yet to be submitted.

nS MAR Menu My Info My Absences PRM Security Management

Payroll RW

Attendance Management: Date Selection

Edwardson Secondary

Daily Attendance Review

Day to Review: 08-Jul-2008NH - Submit Day

Weekly Authorization Review ,c_))

Week to Review: 13-Jul-2007T N - Submit Week

O ( A ls B\jaystavailable
through a tutorial.

ADMINISTRATOR CHECKLIST

{ S8 W! RYQwSeklarévidQl ZFNINI RSGF Af SR AyaiNHOGAZ2yad

Any time you wish to see the list of attendance records for the current day simply log into
AMSWebCent er and clarckk olné6.6dashbo

O Friday afternoon at the end of the school day, log into AMS Web after your administrative
assistant indicates that the week has been reviewed. Select the Week to Review and

authorize from the drop-down box.

A status indicator will appear next to each date:

N for Not Reviewed
A for authorized

C for Comments Processed

AMS User Guide - Revised September 2009
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LTTSTVAR ATTENDANCE MANAGEMENT SYSTEM

O If the administrative assistant has not authorized each day contained in the week you are
reviewing the system will display a message indicating which dates still require daily review.
If this happens you will not be able to submit your weekly review. Submit dates to the
administrative assistant for her daily submission.

O Review the information and add comments to individual attendance records or add Extra
Comments if needed. These comments must be processed by the AMS help desk before
the week can be authorized.

O Once the information is correct, click on the Submit Authorization button. Once a week is
authorized no further comments may be added. You may see certain attendance records
coloured red. These are attendance records or dispatches from previous weeks that have
been changed by the AMS help desk and require the P/VP to verify and approve the change
by checking off the entry.

Please note: The authorization button will only appear if all the daily reviews have been completed for the week.
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conorviin ATTENDANCE MANAGEMENT SYSTEM
ADMINISTRATIVE ASSISTANT DAILY REVIEW

Under the MY LOCATION HR, select AMS Web

Click on the arrow in the review date dropdown box if you do not want to process the
current date shown as the default. The last 50 days will appear in descending order and
can be accessed by scrolling up and down through the list. A status indicator will appear
nextto each datei ' N for Not Reviewed, "R for Revi ewe

Once the correct day is selected, click the SUBMIT DAY button to continue.

y 7 R ] . W& Browser Compatibility & Linda Baisley
. 4 & Support Links ) Logout
"4 5 & Menu Search
nS MAR Menu My Info My Absences PRM Security Management Payroll RW
Attand m t: Date Selecti
Edwardson Secondary
Daily Attendance Reviewr @

Day to Review: 08-Juk2008N « Submit Day Click on the arrow

in the review date.

Weekly Authorization Review \é/

Veek to Review: 13-Juk2007 N = Submit Week

DAILY ATTENDANCE/DISPATCH REVIEW SCREEN

Daily Attendance/Dispatch Review will display all attendance records that occurred on
the date selected. The date selected appears near the top of the window. The
attendance records will be grouped by employee category (i.e. Excluded, Support,
Teaching). If there are no attendance records for the day, the message "There are no
absences or dispatches" will appear under the employee category.

o M [ [ [ Abs Employee Position StTm EnTm Days RepEmployee Rep Emp Ho Position StTm EnTm Days

Mark each correct absence/replacement entry by clicking on the checkbox in the column
under the P. This action lets the AMS help desk know that the entire entry including the

Support Staff =

' = ,%’,Ahs Employee Position 5tTm EnTm Hours Abs Gl Account Code Rep Employee Position StTi
ERi )
There are no absences or dispatches
Sxtra Comments
% Teaching Staff =

« “ D |:.?, '“4', Abs Employee StTm EnTm Days Abs Gl Account Code Rep Employee StTm  EnTm

F] v ”7?. Makeschak, Linda Joa 1300 1520 0500 CLEN  Dyke, Helen 1300 1520

v [7¥] Mo, Absert Teacher 3 : 1 o Replacing Employes

wL '_wg'N Ahsent Teach: 040 1520 1.000 D% Mo Replacing Empl
|:| v ff?’, Mo, Abzert Teacher 0540 1515 1.000 o Mac Leod, Carol Lind 08:40 1515
——

AMS User Guide -
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conorviin ATTENDANCE MANAGEMENT SYSTEM

time absent, replacement employee, replacement time and absence reason is correct.

If any part of the entry is incorrect, click on checkbox in the column under the O. The
system will then prompt you for additional information:

Click on calendar icon to
R R e P o] i [ ey Ao Pl 7] e [0 generate an employee
attendance report for the
past vear.

v X 3 [3 T“Cabsemployee  Position $Tm EnTm Hours ep Empio; osition  $Tm  EnTm Hours
WM (T Tumoescs Ciyior
[ ncorrect attendance wformanon

Enter the reason you are marking
the entry as incorrect. Be

g specific, e.g.: if the hours of

work are incorrect 8 provide the
correct hours.

Enter the reason you are marking the entry as incorrect. Provide as much information as
possible. Click the ACCEPT button once all the information has been recorded. Click on
the Cancel button if you do not wish to proceed with entering a comment on this entry.

If you accidentally mark an absence or dispatch entry, you can UNCHECK the column
and recheck the entry. Changes are not saved
You are able to review any comments sent to the AMS help desk by clicking on the icon.

Please note that GL account codes are directly linked to the absence
the time the attendance record is created. If an absence code is incorrect please indicate

indicating the same on the attendance form.

Attendance Management: Processed Comments I_E

Timestamp Absent Emplovee Replacing Emplovee Comment
20070910034525 Mo, Absent Teacher This entry is incorrect because.. the replacing employee should read

Carol MaclLeod.
20070911091143 Mo, Ahsernt Teacher Thiz entry is incorrect because.. THE REPLACING EMPLOYEE Wias

CAROL MACLEOQD,
2007091 3110925 Mo, Ahsent Teacher Thiz entry is incorrect because. it is unnecessary,
You have the ability to view the employeebs

calendar. A more detailed listing of the records is listed below the calendar.

AMS User Guide - Revised September 2009 Page 19



conorviin ATTENDANCE MANAGEMENT SYSTEM

3002 serviet/Broker Tenw ~essiiprog smecom. scaoftware.ess.sery - Microsolt Intern.... (B[S

\ If at any time you want

to go back to the
previous screen click
on the link.

Scroll down to view
attendance details.

& 5 ® e

Use the O0Extra Commentsd window to record any
group or list employees who were absent where an entry has not been recorded. There

is an extra comments box located at the end of the list of attendance records for each

employee group. Please us the following format as a template when requesting new jobs

be entered into AMS:

Date Abs Position StTm EnTm Days Code Rep
Employee Employee

Rep GL

Position StTm EnTm Days
Account

Use the Extra Comments box to communicate changes to the AMS Help Desk for prior
weeks (already approved), by choosing the appropriate extra comment box (Excluded /
Teacher / Support) in the current week. Ensure to include the prior date and all relevant
details regarding the change.

Do not send separate messages to the AMS Help Desk using Outlook.

Once all records have been reviewed and comme
DAI LY REVI EWO.

A message window will appear indicating that your daily review submission was
successful. Click on the 0Go Back To Date Sel
another date. I f you want to | eave the applic:
browser window.

. | . d B AMS Web Review - Message (HTML) BEE
E mal Re m I n ers ! Fle Edt Vew Insert Fomat Tools Actions Help

i CRenly | CiReply to Al | Fommerd | ALY S 3 X - # - N A @

; ) Snagit [ | Window - !

If you forget to review a = — "~ e k73 5250
date you'll receive an email & e

reminder that will look like %=

the fO||OWiI’lg. It W|” include Please review AMW Web details for 30-Jun-2005

the date that needs to be

reviewed.

CHANGE NOTIFICATION FROM HR
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If you are still logged into WebCenter when the AMS Help Desk has processed your
comments for the day, this message will pop-up on your monitor:

Microsoft Internet E xplorer

The information on your D aily Review Screen for the following datez has changed: 10-0ct-2003. Thiz has rezulted in
these dates being modified from Reviewed To Changed.

A 'C' now displays beside the date that the comments have been processed for. You
mu st review the Absences and dispatches for
DAY SELECTI ON6 butt on.
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ADMINISTRATOR - WEEKLY AUTHORIZATION
MANAGER LEVEL INFO

To see the Teacher Assignments or Support Assignments for your locatigh simply select
the | ist by pressing on its ti¥Y¥le on your da

report.
Human Resources Report Writer: Selection %
= el

Select the Field Criteria below and click Next

|fzf Page ~ i} Tooks + @u- 3-:&

Teaching Assignment Report Dashboard

Selection Fields
Field Hame Selection Info
ASOF_DATE_SELECTION: 12 8ep 2005

Note: These details displayed in these lists are for viewing purposes only
and can only be updated by the Human Resources Department.

WEEK TO REVIEW

Click on the arrow in the week ending date dropdown box if you do not want to process
the current week ending date shown as the default. The week ending dates for the last
52 weeks plus the current week will appear in descending order and can be accessed by
scrolling up and down through the list. A status indicator will appear next to each date i
'N' for Not Authorized or ‘A’ for Authorized.

WEEKLY ATTENDANCE/DISPATCH AUTHORIZATION

After choosing a week to authorize, a message box will pop up if comments have been

made by administrative assistants and have not yet been processed by the AMS help

desk. The warning message will list all of the dates that have unprocessed comments.

Warning messages will also appear if dates have not been reviewed at all, if the week

has already been authorized, or i f payroll pr
continue once you have read any warnings.

Once any warning messages have been <cleared,
Aut horization Reviewd window wil.l di splay al/l
week selected. The date selected appears near the top of the window. The attendance
records will be grouped by employee category (i.e. Excluded, Support, Teaching) and
|l isted in date order. If there are no records
absences or dispatcheso will yappear under the
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Below are samples of messages you may see:

Microsoft Internet Explorer

] E Warning: Authorization will not be allowed due to unprocessed comments for the following dates: 21-Aug-2004.
L]

Microsoft Internet Explorer

[} Warning: Authorization will not be allowed because the following dates have not been reviewed: 25-Jun-2005,
. 26-Jun-2005, 27-Jun-2005, 28-Jun-2005, 29-Jun-2005,

MMicrosoft Internet Explore x|

& wWarning: The week vou have chosen has already been authorized.

2k I

Microsoft Internet Explorer X|
& WWarning: Meither suthorization nar comment submission will be permitted because pavrol processing has already:
begun,

The administrator must review each entry for the week.

Each correct attendance record that has been reviewed by an administrative assistant will
be marked with a P to indicate that the entire entry including the time absent, replacement
employee, replacement time and absence reason is correct.

Entries with a O next to them are entries the administrative assistant on the daily review
screen marked as incorrect and that the AMS help desk has not yet reviewed. The AMS
help desk must correct entries marked as
authorized by the administrator.

If the administrator notices that any other entries are incorrect, they should click the
checkbox under the column marked with O.
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[BEE

The system will prompt  the
administrator for comments.

Enter the reason why you are marking the entry as incorrect. Provide as much information

as possible. Click the OAccept 6 Ipeoordedo@ickom c e
pr ocee

the 6Cancel & button if you do not wish to

If you accidentally mark an attendance record, you can uncheck the column and recheck the
entry. Changes are not saved until 'Submit Comments' is clicked.

Sometimes it is necessary for the AMS help desk to make changes to historical records that
have already been authorized and in some cases, run through payroll. When this happens,
the amended records will show up in red text during the current week-ending period
indicating that re-authorization is required.

Use the O6Extra Commentsé window to recor
group or list employees who were absent where an entry has not been recorded. There is
an extra comments box located at the end of the list for each employee group. Adding extra
comments will not prevent authorization. It is important to be as specific as possible.

If any of the entries have been marked as incorrect, you will not be allowed to authorize
this week until these records have been reviewed by the AMS help desk.

Once all records have been reviewed and comments have been made (if required), click
the 60SUBMI T COMMENTSO® button.

If all records are correct and all comments have been processed by the AMS help desk,
click the 6SUBMI T AUTHORI ZATI ON6 button
and ready for payroll. Note this prompt will only appear if the records are correct and all
comments have been processed.

The following message window will appear indicating that your weekly comment
submission or authorization was successful. Click on the Go Back To Date Selection
Screen link if you wish to review another date. If you want to leave the application, click

al |

any

on O0Logoutd and then close your web browser wi

Email Reminders
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ATTENDANCE MANAGEMENT SYSTEM

If you forget to review and authorize a week you'll receive an email reminder that will
look like the following screen. It will include the week that needs to be reviewed. It is
important that you review your information each Monday morning by 10 a.m. so that you
do not hold up any payroll processing.

& Absences Mot Authorized

Fil= Edit “iew Tools Message Help

= i) (X =] < e < i
Reply Fepls Al Forwward rink Delete Frevious Mext Addresses
From: randyniEtscsoftware. com
Date: September 11, 20032 9:11 Pk
To: LOUSEE&®TSCSOFTWARE.COM : LOUISERK&ETSCSOFTWARE. CORM

Subject: Absences Mot Authorized

Abhsences for the week of 153-Sep-2003 have not wet been authorized. Flease complete
the authonzaton process.

SAMPLE

LOCATION ATTENDANCE REPORT

Click on the printer icon beside the Employee Category heading (eg TEACHERS) to
generate this report.

& hitps://internal.tscsoftware.com/qa1002/servlet/Broker?eny=essétemplate=prm.AMSWeb_xml - Microsoft Internet Explorer provided b CEX
'll

Fle Edit GoTo Favorites Help 5

€] ] ﬂ g" 7;‘1 /-]Seard'v \;":/Favunms @ reda ) CEELUS K @.a 3
address (@] I.tscsofbware. com/qa 100:  AMS\Web, xml v Bee ik »

B snescon i) @y W sow || [T ot | @ 1|2 © [0 - © O3 B o- 3 ¥m| [ adobeRenter g

[ Pages .

Comments

[ Attachmens “§

»
Weekly Absence/Dispatch Report 2
25-Jun-2005 To 01-Jul-2005
Teachers
Posson Ui Coe  RepEmpine Postion Uit
I3 e o Repiacing Emplopee
TEAC e W
TEAC tmo W
TEAC e W
TEAC tmo W
TEAC e W
TEAC et
TEAC om W
TEAC 1m0 st
TEsC [
TEAC 1.000 (T8 Ne Replacing Emgloyes
TEs [ No Replacing Emgicyes
Lindsrom, Ingrid TEAC 1.000 (T8 Ne Replacing Emgloyes
Uindstom ngrd TEs [ No Replacing Emgicyes
Lindsrom, Ingrid TEAC 1.000 (T8 Ne Replacing Emgloyes
Maybroda. Coreen TEs 0 B oReplecingEmyicyee
Maybroda, Coreen TEAC 1.000 wB Ne Replacing Emgloyes
Moseary, Deane TEs tmo L No Replacing Emgicyes
Okierse, Lorena. TEAC 1.000 (T8 Ne Replacing Emgloyes
Rosinson, Adea TEs [ No Replacing Emgicyes
Roinson, Adria TEAC 1.000 (T8 Ne Replacing Emgloyes
Robnson, Adria TEAC 1.000 (18 No Replacing Emgloyee
Roinson, Adria TEAC 1.000 (T8 Ne Replacing Emgloyes
Rosinson, Adca TEs [ No Replacing Emgicyes
01-Jul-2008 Sehdl, Vicky TeAC 1.000 (T8 Ne Replacing Emgloyes
25-Jun 2005 S Vicky TEs [ No Replacing Emgicyes
25-Jun-2005 Sehdl, Vicky TeAC 1.000 (T8 Ne Replacing Emgloyes
25 4un 2005 S Vicky TEs [ No Replacing Emgicyes
30-Jun-2005 Sehdl, Vicky TeAC 1.000 (T8 Ne Replacing Emgloyes
9
w2 [p bl © IER

B Urknown Zone

\g ey Fa
i5 Start = 5.

1
L

SAMPLE

EMPLOYEE ATTENDANCE REPORT

Click on the calendar icon beside the absent employee's name to generate this report.
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Fie Edit View Favorites Tools Help [
@Eadﬁ -Q @ @ (h pSEardﬂ \:/'\:(Favnnhes @ veda &) &2' :\ﬁ = \_J &, ol @ @ ;
Address @k 1. tscsoftwars. comga 100 om. tscsoftware. ess. serviet. AbsenceRepartn2 v Beo iuks >
~
#3) > Date > Weekly Auth > Page 1
Absences For Dowd, Jacqueline (12473)
Dowd, Jacqueline
[september w|[2004  (v|[oOctober w2004  |v|[November v|[2004  v|[December w|[2004 ¥
o312z 2045 272202030 1 23 1 2 3 4 567 20301 2 345
6 7 8 9 walll2 4 5 6 7 8810 8 o 1011 12 13/14 [l 7 & [810 11 12
13 14 15 [18] 17 |18 19 11 12 13 14 [E5]16]17 15 16 17 18 19 20 21| 13 1815 16 17 |18 19
20 21 22 23 24 (2526 18 19 20 21 22 23 24 22 23|24 25 26 27 28 30 21 22 23 24 |35/[26 =
2728 2930 123 2502627 28203030 2030 1 2 3[4[5] 27 28 20 30 31 |1 2
[sanuary w2005 [v|[February w2005 | [March w2005 v [apri vl[2005 ¥
HEEEEEE HEEEEEE HEEEEEE HEEREEEE
272820303 12 311 2 3 4 56 20 13 456 282030312 3
3456 789 7 8 0o 1w11213 7 8 9 10 11 12/13 [EIIE 6 I = [o 10
10 11 12 13 14 [15[16] 14 15 16 17 18 (19200 14 15 [6] 17 18 19 20] [2122 13 14 15 11617
17 18 19 20 21 22380 [l 22 23 24 25 (26|27) gEElca EHEBl 26 22 |8 10 20 21 22 123 24
2425 26 27 26 (5101 ] 1 2 3 < |5)[6) EEEEIEEE . BB 25 BEIE 2o 2o B0 d
311 2 3 4056 ==
[ May w2005 %] [3une w2005 ¥
EEEEHEEE BEEEEE
2526272820030 1 3031 1 2 3 4[5
2 3 45 678 6 7 8 9 101112
o 10 112213 1415 13 14 15 16 [EH)[18 19
16 17 18 19 20 |21 22 [20)[21)/22]23)2a 25| 26
23 24 25 26 27 (2829 |29 |28 29 30 1 2 3
303 1 2 3[448 v

&] Done

2 @ mternet
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