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There are two user roles in the Penny timesheet entry system that are used for reviewing and approving

timesheets:

e Reviewer — a user configured as a reviewer can view, decline, modify and enter
timesheets for those employees that have been assigned to them. A reviewer’s role is
to assist a manager by checking timesheets for accurate coding and completeness
before manager approval.

[ )

Manager — a user configured as a manager can view, decline, modify and approve
timesheets for those employees that have been assigned to them. Approval by the
manager submits the timesheet for payroll to process. As a manager you are also
responsible for approving or declining leave requests.

What role you are assigned will display on the welcome screen when you sign in.

/& Welcome - Windows Internet Explorer -0l x|
@:;a @ |® httpjj172.16.3.209: 8855 ransackions) O 7] B 42| X | () welcome - | | ok T
& - =[] g@a * Page = Safety » Tools = @lv
. NORTHWEST TERRITORIES ;I
| Mame: Lamb, Darlene  Employee ID: 130073 Pe
CORPORATION ny y...
trans acfions |n:||.l'3f |rep|:rts |rcn.rti1es About  Logout
Welcome 130078 - Lam b, Darlepg
“ou are logged inte the syst&m
/& Welcome - Windows Internet Explorer -0 x|

@::} » | http://172.16.3.209:8888 transactions) O ¥ || &) | #]| x| N hrsrvgp...l 2 Cogsda...
‘&‘ @ - [ @3 +| Page  Safety » Tools = @-

. NORTHWEST

@Wel...xl_l ﬁ*{g}

=

Mame: Schmidt, Robert  Employee ID: 003959

CORPORATION Penny .,

Welcome 003959 - Schmidt, Robe
“ou are legged into the system a m

Follow the instructions Penny Timesheet Entry — Employees found in the Training Library on
Powerbox for further details on accessing Penny and entering timesheets.
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http://powerbox/departments/infosystems/traininglibrarydocs/Penny%20Timesheet%20Entry_new.pdf
http://powerbox/departments/infosystems/traininglibrary.htm
http://powerbox/

Timesheet Processes

Reviewing Timesheets

As a reviewer it is your responsibility to check timesheets for accuracy and completeness for those

employees assigned to you.

1. Click on routines in the menu bar and select review timesheet.

mssing fime notice

out of office

2. All timesheets that have been submitted for your review will be listed in the Timesheets

Currently Awaiting Review grid.

trans actions | ngquiry

| reports

|muti1es

Timesheets Currently Aw aiting Review

102031 Gostick, Wiliam

01/06/2013 - 011192013

 emall notice

Mote(s):
Diate format: MM/DDYYYY.
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3. Double click on the timesheet you wish to review. The timesheet will open in a new window.

Close
Employee ID: 102031 Gostick, Wiliam
Pay Period:  01/20/2013 - 02/02/2013 |:| \Weekend Days
Project 20 21 22 23 24 Reg oT Men  Pay Code Reason for OT -

(S) ) m W) m
(Information Technology I |70 ][50 ][50 ][][750 |[][[75.00][0.00 |[o.00 |[Reguiar I |
[Replace Jackfish Telephone Sys 0= &0 10 00 1leo0 ][2.00 ]jo.00 |joTBank7.5 @20 |[controtiable |
| 0 0 J0C_J0C J0(ow Jeo Jooo | I |
[ T 0C_J0C_0CJ0C J0(ew Jew Joow | I |
[ T 0C_J0C_0CJ0C J0(ew Jew Joow | I |
[ T 0C_J0C_0CJ0C J0(ew Jew Joow | I |
[ T 0C_J0C_0CJ0C J0(ew Jew Joow | I |
[ 0 J0C_J0C_J0C J0(eo Jew Joow | I |
[ T 0C 0C_0C J0C J0(eo Jew Joow | I |
[ T 0C_0C_0C_ J0C J0(ew Jew Joow | I |
N H
-

LIS ( ok [ decline
Date format: MM/DDIYYYY.

4. Review the timesheet and if correct, click ok to mark as reviewed and submit to the manager for
approval. If there is a problem with the timesheet, click decline. A decline reason note box will
open. Enter your reason and click ok.

Decling Reason Close

Incorrect pay code on line 2. ;I

119 characters left. ok - cancel

The timesheet will be available for the employee to make changes as you’ve indicated and
resubmit for review or approval.

NORTHWEST TERRITORIES

POWER

December 2012 4 CORPORATION

Empowering Communities
An NT Hydro Company



Approving or Declining Timesheets

As a manager it is your responsibility to approve your employees’ timesheets for payroll processing
every 2 weeks.

1. Click on routines in the menu bar and select approve timesheet.

approve leave

missing fime notice
out of office

2. Timesheets available for approval will appear in the grid. Timesheets that have been reviewed

will be indicated as shown below. As a manager you can approve timesheets whether they have
been reviewed or not.

transacfions |nq|ly |repurts |n:n.|ti1es

Timesheets Currently Aw aiting Approval . emall notice

102031 Gostick, Wiliary (Review ed) M202013 - 02022013 | -

102031 Gostick, Wiliam 02/03/2013 - 02162013

- Mote(s):
Date format: MM/DDMYYYY.
ETHWEST TEHEOﬁ
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3. Double click on the timesheet you wish to approve. Click approve to submit to payroll for
processing. If there is a problem with the timesheet click decline and enter a decline reason in

the note box.

Close

Employee ID: 102031 Gostick, Wiliam

Pay Pericd:  02/03/2013 - 02162013 D Weekend Days

Project 3 4 5 [ 7 Reg OT Mon  Pay Code Reason for OT -
(5) (M) (M (W) (M

(Information Technology I 050 50 |0 100 |[7[[r5.00 |[0.00 |[0.00 |[Reguiar I[ |

| | R D N T | T I |

| 0C 10 10 10C (e Jjese oo || I |

| | R D N T | T I |

| | R D N T | T I |

| [ I0C I0C RC I0E IO (oo oo Jpoo || I |

| | R D N T | T I |

| [ I0C I0C J0OC_10C I Joe oo | I |

| | R D N T | T I |

| [ 0C I0C I0C 10C (e Jjese oo || I |

Status: Submitted

_E
<| I *

Mote(s):
Date format: MM/DDYYYY.

{

approve | decline

Entering Time for another user

As a reviewer and a manager you have the ability to enter timesheets for employees that have been

assigned to you.

1. Click on transactions in the menu bar and select timesheet.

leave request

change passw ord

change user

W elcome
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2. Click the lookup to select an employee from a list of employees that have been assigned to you.

transactions |m_m_.r

| Employee ID L;i |n03gse |

Pay Period
E‘:ﬁing”" [P 12082012 |

3. Follow the instructions Penny Timesheet Entry — Employees found in the Training Library on

Powerbox for further details on entering timesheets.

Leave Request Processes
As a manager it is your responsibility to manager your employees’ leave.

Approving or Declining Leave Requests
When an employee submits a leave request, you will receive an email notification.

1. Login to Penny and click routines in the menu bar and select approve leave.

L approve timesheet

mizzing time notice

out of office

2. All leave requests currently awaiting approval will be listed in the window.

Leave Requests Currently Aw aiting Approval

102031 Gostick, Wiliam 05132013 - 051302013
0044599 Mcheekin, Cheryl 052002013 - 052202013 ~
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http://powerbox/departments/infosystems/traininglibrarydocs/Penny%20Timesheet%20Entry_new.pdf
http://powerbox/departments/infosystems/traininglibrary.htm
http://powerbox/

3. Double click on a request to open it.

| + BN > BN : BN : B B

I [ ]
B - BN - BN - BN : BN - BN BN « BiN > BN : BN : BN - BN < BN * BN : |}
I [ I 1 1 [ A A NN I N AN N N
B >00 =00 AR =00 < BN " 0N =BIN BN 0N BN - 0N BN - QN s}
[ JiC I0C Jg0 Q0 Jir T WL JgC J0C JIr JgC T |
N> BN > NN > BN > BN > BN >: BN > BIN < BN - BN 1« BN s BN >0 BN > BN = §
I ST (8 O N S S ) N A ) A A O A | )
' | A | EN | EE | EE | EE B > BN > BN > BN > BN > BN > BN > B
I 1 N I O [ 0 JIC JfC JgC J§C JIT |

[ ]

mﬁm MM/DDIYYYY. | approve = | decline

To assist in managing leave you have 2 report options accessible from the leave request
approval window: View Employee Calendar and View Employee Banked.

View Employee Calendar
The Employee Calendar provides a month by month look at all leave approved for your
employees.

Enployces with Approved Leave Request UERR) Close

r..___ My ]
B N R =
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View Employee Banked
The Banked Time Report provides all hours available for each bank as well as any pending hours.

The Pending column reflects what is actually saved to the timesheet, not necessarily what is
approved. If you approve 7.5 hours leave, the 7.5 hours is entered automatically into the
employee’s timesheet and the Pending column on the Banked Time Report will show 7.5
hours. If the employee then only takes 5.5 hours and modifies their timesheet, the 5.5 hours
will now show as Pending until the timesheet is exported to payroll when it then is accounted
for in the Hrs Used in Current Yr column.

Banked Time Report Close
Printed: 5/11/2013 3:29:04 PM

P

102031 - Gostick, William

Bank Hrs Carried Over Hrs Eamed/Banked in Current Y1 Hrs Used in Current Yr Pending Hrs Avalable
ANNUALLEAVEUNON T
DISCRETIONARY LEAVE

OT BANK

SICK LEAVE

STAT BANK

4. To approve the leave request, click approve. Approved leave is automatically entered into the
employee’s timesheet.

To decline the leave request, click decline and enter a decline reason in the note box.
Employees will receive an email if a leave request is denied. They can then review the decline
reason, delete the request and submit a new one for your approval.
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Reports

Missing Time Notice
As a reviewer or as a manager, you can do a check for timesheets that have not yet been submitted for a
particular pay period.

1. Click on routines in the menu bar and select missing time notice.

out of office

2. Select a Pay Period Ending date. Click display results. All employees with no submitted time for
the selected Pay Period Ending date will be displayed.

Pay Period Ending ~ |ps232012 ( display results | Hoteis)

Required fields appear in bold blue text type.
Date format: MM/DD/YYYY.

Employees with no Submitted Time (Status: Empty, Working, Declined or Revised)

Lamb, Darlene 130172 Casaw ay, John Part Time: Temp -

| checkall = | uncheckall | sendemail

Manager Summary
The manager summary report, accessible by all managers, will display all your employees time along
with the status of the time entered.

1. Click on reports in the menu bar and select manager summary.
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2. Select a pay period ending date. The report will appear in the current window. Click printable

version button if you wish to print the report.

o pertod [z February 2013 |
Ending [ 72 February 2013

Grand Total: 77.00 Hours
printable version

=
Employee  Pay Period _ Reg  OT
.\ = Employee Name: Froject Cast Category Pay Code o0 e Work Performed
2 February
HOB1B0 102031 Gostick, Wiliam 3508160000000 Information Techn ~ 5001.0001 001 7500 000
HOB160 102031 gl;‘;’“m Gostick, Wiliam 1205672000000 Repiace Jackfish  1912.0001 211 000 200 UPS Faied

7500 2.00 Total: 7.00

Grand Total: 77.00 Hours
printable version

Status

Approved

Approved

Banked Time Report

As a manger, in order to approve leave requests you need to see all hours available in an employees’

leave banks.

1. Click on reports in the menu bar and select banked time report.

Employees
Emplovee D Emplovee Name

004499 McMeekin, Cheryl 0
004814 Walsh, Matthew [} a
004548 Forsyth, Jim O
072549 Snith, Glenn O
102031 Gostick, William (m}
112862 Hufty, Leigh [&]
130030 Delorey, Darcy 0
130151 Abu-Obeid, Waleed [}

v

( uncheckall = | checkall | | printable version
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2. Putacheckmark in the box for the employees you wish to view. Or click the check all button at
the bottom to easily check off all employees. Click printable version.

Banked Time Report
Printed: 5/5/2013 11:16:33 MM

McMeekin, Cheryl - 004499

Bank Hrs Carried Over Hrs Earned/Banked in Current Yr Hrs Used in Current Yr Pending Hrs Available
ANNUALLEAVEUNION T
DISCRETIONARY LEAVE

OT BANK

SICK LEAVE

STAT BANK

Gostick, Wiliam - 102031

v DO PROind Ounr TN Comatioanm i unen T T eed i rman: Y- fongig. Tie Aaene:
ANNUAL LEAVE UNION

DISCRETIONARY LEAVE

OT BANK

SICK LEAVE

STAT BANK

Leave Entry
View all leave requests entered by employee.

1. Select an employee id and a start and end date. Click display results.

Employee ID [Flooades | startDate 03/01/2013 End Date [~ |oer30i2013
| display results = | clear
Leave Requests [ printable version
Emplovee ID Start Date End Date Pay Code Units Status
004499 05/20/2013 05/21/2013 320 15.00 | Approved
004499 05/20/2013 05/22/2013 300 22.50 | Submitted )
v Mote(s):
Required fields appear in bold blue text type.
Date format: MM/DDVYYYY.
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2. Click printable version to print off the report.

CORPORATION
TEST

Employee ID 004493 McMeekin, Cheryl
Selected Period 03/01/2013 - 0&8/30/2013

Leave Entry Report

Erinted: 05/05/2013

Employee ID Start Date End Date Bay Code Units Status

004433 05/20/2013 05/21/2013 320 15_00 Approved

004453 0s/20/2012 0s/22/2013 3ong 22_50 Submitted
Out of Office

As a reviewer or manager, it is important to have someone else review or approve your employees’ time
if you are going to be out of the office. Penny gives you the ability to set an out of office indicator and

assign an alternate reviewer or approver.

1. Click on routines in the menu bar and select out of office.

2. Select the start date and end date. Click the magnifying glass to select a reviewer or manager to
be your alternate. Reviewers can only select other reviewers and managers can only select

other managers as their alternates.

Start Date
End Date

Managers

[P 12602012 |
[P 123002012 |
Fdl |

3. Click save.

December 2012
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