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Terminology

Calendars

Scheduled activity where the employee is NOT clocked
in and working. Some examples of Calendar entries are:
Paid Time Off, Unscheduled Paid Time Off, and Unpaid
Time Off. This is also known as non-productive time.
This time is paid to the employees.

Clockings

Time punch entered into the system (similar to
“punching a clock”) when an employee starts and ends
their shift. This is also known as productive time.

Special Codes

Special Codes may only be attached to productive
clockings to indicate special processing circumstances.
When Special Codes are used, they indicate that
something other than the normal Pay Code calculation
should occur. Examples of special codes are Orientation
and Education.



IMPORTANT:

All Transactions are requests.
Managers will need to approve your
request(s) in order to reflect on your
timecard. To verify the status of your
request, review your home screen.

Good Morning, Test-07

My Announcements
Annauncements do not exist.

Iy Unread Messages

WMy Unavailability Requests

Wy Transaction Requests (1)

(1 e This Status field will indicate if your EndDate  EndTime
request(s| has been approved hy 0303 1630
your manager.

Forgotto Clock Out.




Self-Service Log In

ﬁ AP| Healthcare - Login - Windows Internet Explorer, E||E|Pz|
s
Q'\'?_./' - |£J https: ffhrportal. methodisthospital.orgf V| % | 1| X | | 2~
© File Edit View Favorites Toaols  Help @convert - [ Select
- — _ x »
w4k [QAPI Healthcare - Login l l Cofm T B dely ~ |iok Page - £ Tools ~
r s
>
User Mame
V [Test-07 |
FPassword
|.......... |
Log onto
[Methad I
Login
[ Guick Badge Only

Login Tips

e Enter your Network User Name and Password
(Passwords are case sensitive)

e The Network User Name and Password is the
same as if you are signing onto a computer or
Outlook to check your emails. Please contact
Help Desk at ext 4357 if you are having
issues with your Network Login.



Home Section

Once you are logged in, the Home section
appears. Currently in the main section, the My
Announcements, My Unread Messages, and My
Schedule cards are displayed.

The yellow halo around the icon on the section
bar indicates which section you are currently in.

f APl Healthcare - Welcome - Windows Internet Explorer

@._ y v L) hitps:/iheportal, methodisthospital org/APTHealthc arefDefaul aspx

Fle Edt View Favorites Took Help @Comvert + [B Select

w o |UAPIHEallh(arE-WEIEDmE

Good Afternoon, Test-07 \y Expiring Licenses (3] | |
Status Code  Description |
My Announcements A Missing ACLS Adv Cardiac Life Support
Announcements do not exist Missing BLS  Basic Lifs Support
Missing RN Registered Nurse
My Unread Messages Y
My Unavailabiity Requests Y
| My Transaction Requests Vl
| My Requests to Work V|
| Wy Trade Requests Y|
[ Wy Schedue v]
| My Calendar - Month View V|




Employee Section

{""API Healthcare - Time Card Screen [Test-07 Test] - Windows Internet Explorer

G_‘i‘; - @ i PlHeakthcare(Defaul.aspx

I_ Fle Edt Wiew Favortes Tools  Help & convert + [ Select

. \{; API Healthcare - Time Ca.., % I (€ Performance Manager
= S @y
I g tal
|_Home % Employee J Repors | Aclions [ Preferences | Help [ LogOut |

Employee mavigator

Transactions (List)

Ernployee; E000001 L)
Narme: Test-07 Test
PayPeriod:

Transactions
Man 03711/2013 6030.01

03/10/2013 - 03/23/72013 d Mon 031112013 6030.01

Mon 0371112013 6030.01
Add Calendar| 400 Clocking

Lahor Distributions
Employee Actions

Add Unavailahility
Employee Sign Off
Open Current Schedule
Open Self Schedule

General Licenges Exceptions Pay Distributions (Daily Hours) AH: 80.00 To

Locations | Manthly Yiew Posted - Description Type Created Unit 6030.01 Job Class 120010
Phones | Guick Codes _ﬁ @mUMMZUHNU Lunch Attestation answerwas  Calculation 03/15/2013 16:23

e G Faga Zm;\ded farihe entire continuous

Weh Addresses 0 @mnathnm\n Odd Clocking was detected Calculation 03/15/2013 16:23

Labor Distiibutions v|

Benefit Balances

Most of your responsibilities and tasks will occur
within the Employee section. When the Employee
section opens, the Time Card Screen (TCS)
appears by default. This is where modifications,
time off, benefit balances, and pay information
are located.



Common Employee Actions

There are a number of functions that you may
frequently use in the solution. Adding requests and
viewing your pay distributions and benefit balances are
a few key components of the system.

1) In the left pane, select Add Clocking.

R i’ s

b e = !

Reporis [ Aclions
1 Empioyee Navigetor Transactions (List)

Employee: E000001 L
N?; : y::stm Test L Transactions Date » Unit Job Class

Pay Parind 0 N Man 031172013 503001 120010
03072013 - 03232013 @ O or Mon 0311172013 6030.01 120010
u|

Jddlackina) ) | Click on ADD CLOCKING.
There is a missing punch that you
Labur Disouons | ANt your manager to input.

Employee Actions

Add Unavailability

Ernployes Sign OF
Open Curtent Sehedule
Cpen Self Schedule

Employee Sections

General | Licenses I| Exceptions A| " Pay Distribini ily Hours) AH: 80.00 Total: 5.00

Localons _|{Nonilies Poted . Descripion Tpe _ Created Wit6030.01_Job Class 120010
Phones | Quick Codes “BQ'UWWUHND Lunch Aftestation answerwas  Calculation 031572013 16:23

b5 provided for the enfire conlinuous Week 1]
Time Card Report ahit

Web Addresses ) "BQS-EISM 112013An Odd Clocking was defected  Calculation 0311512013 16:23

Su Mo Tu We Th b
REGE 500

| Labor Distriluti M Total Worked 5.00




2) Enter the Date and Time of the Missed
Punch, which are required fields. Enter a

reason for your request and Click on Save or
Enter.

Q‘cj

Actions

|Date*

Employee: E000001 (] W 0312013 Enter the Date and Time of the

Mama: Test-07 Test Time* Missed Punch you are requesting.
|.f 16:30

Fay Period
ransaction Drdet Payroll

03A10/2013 - 0372372013 ﬁ

Employee Favorites I

- Special Code 1* Cost Center
RREIRIR] < Cocking F ]

Labar Distributions
:

Special Code 2* Unit

L AddUnavailabily | Special Code 4"
_ Oen Curtent Schedule Special Code 5°

Open Self Schedule

y Forgol to Clock Out| Type areason for your regest.

General Licenses

Locations | Monthly iew
Phones | Quick Codes

Time Card Repart
= | Save A
[ webaddresses | < R ) Click Save or Press Entsr

3) After you save your request, your timecard
should look like the timecard below.
Remember, the transaction is a request, not
posted to your timecard until your manager
approves it.

Job Class

[ Mon 031142013 07:00 o.oo -~ 03001 120010
[ Mon 03152013 1200 000 ~ 6030.00 120010
[ Mon 031172013 12:30 000 e 6030.01 120010
[ Mon03M12013 16:30 I Your transaction is now on your timecard

as arequest. Your manager will need to

Reguested Reason: Forgetto Clock Out approve it before it is posted on your

timecard.




» Edit a Clocking — Request to EDIT your
Existing Punch(es)

Charging to Education, Orientation, Job
Class, and/or Cost Center

1) Review your timecard and determine if you
need to charge the time to education,
orientation, alternate job class and/or cost
center.

Transactions {List)

Transactions Hours Code Job Class
Fri 0311572013 8611.01 150104

Fri 031672013 8611.01 150104

Fri 0311672013 a611.01 160104
Fri0311572013 ag11.01 150104

2) Click on the field that you want to make
edits to. To charge to Education or

Orientation, click on the ll box.

3) A detailed transaction window will appear
for that particular date and time. Under the
Special Code field as shown below, click on
icon.

10



Transactions {List}

Transactions Job Class
N Frioanszo1s 07000 000 e 8611.01 150104

{2 AP\ Healtheare - List Selecgy- .. (LB

O
Date”

034152013 =

Time™

o —

Transaction Order

Special Code 1% Leave Premises  Out
Special Code 77 MEALBREAK.  Meal Break Out
9 MLESHORTMAND Meal Shortened  In
Mandatory

(Orientafion

Special Code 3*

Special Code 4%

[

Special Code 5%

Return o Wiork Either

Exceptions

Posted Description

5. 031502013 Mo Lunch

f\ g_m provided for the enf
shift

I Labor Distributions v|

4) Select the appropriate transaction. Click on
Save or Press Enter. Repeat the same steps
for all existing transactions. After all
request are entered, your timecard should
look like the timecard below:

Transactions {List) A

[ ] Transactions Hours Job Class

0O “IN [ Frin3/15/2013 07:00 0.00 ED »mm= 8611.01 150104 Y
O IN [ Frin3narms3 0700 0on e 8611.01 150104 Y
0O unr [ Frin3/15/2013 12:00 0.00 ED »mm= 8611.01 150104 Y
O our [ Frin3narms3 12:00 0on e 8611.01 150104 Y
0O R_IN [ Frin3/15/2013 12:30 0.00 ED »mm= 8611.01 150104 Y
O IN [ Frin3narms3 12:30 0on e 8611.01 150104 Y
O RWI' [ Frin3aa/2013 15:30 0.00 ED ~ e 8611.01 150104 \'J
O our '\ [ Frin3namnms3 15:30 000 meees 8611.01 150104 \'J

*This will send your manager an alert to
approve your request.
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5) If you need to charge your hours to another
cost center or an alternate position, follow
Step 1, but click on the Unit and/or Job
Class field.

Transactions (List)

Transactions

FHi 0301672013
Fri 031572013
FHi 0301672013
Fri 0315672013

Hours

Job Class
150104

B611.01
8611.01
8611.01

150104
150104
150104

6) A detailed transaction window will appear
for that particular date and time. Delete the
existing Cost Center, Unit, and Job Class.
Under the Cost Center, unit, and/or Job
Class field as shown below, click on icon to
get a list of Cost Center, unit and/or Job
Class.

S/

foyse | Actons | Freterences

Date*

Transaction Order

Special Code 1%
ED -

Special Code 27

General | |Reguested Differences:

Fri03115/2013

Prompt Hours

031572013 =i
Time* Quick Code
07-00 17

Payroll

(2 4P| Healthcare - List Selecieg

Licenses

onthly View

uick Codes
Report
ss85

Description
Manager-Accounting

Admin Coordinator-Mursing
Admitting Coordinator
Manager- Admitting

Chief Compliance Officer
Clinical Coordinator
Manager-Clinical Informatics
Superisor-Coding
Manager-Community Outreach

Transactions (List)

Description
Transition Training
Transition Mursing
Transition Budget Ancillary
Transition Support
Transition Logistics
Transition Communications
Critical Care Unit

ML

2 Tower
3 Tower
5 Tower
4 Tower

2E-2W Obsenvation Short Stay

6183 3 Marth
6184 4 Marth
6185 5 MNorth
6200 Patient Transport
Tpe  Created 5210 Sitters
werwas Calculation 03/18/2013 08:53 6290 PEDS
LIS 5380 1 Tawer
Rehab b

Job Cla

12




7) Select the appropriate cost center and/or
job class. Click on Save or Press Enter.

8) Repeat the same steps for all existing
transactions.

13



» Correct Your Daily Attestation

1) If you agree or disagree to the Daily
Attestation by error, you need to correct
your daily attestation as it applies to your
transaction.

2) Identify the date and final out punch that
you agree or disagree to the Daily
Attestation. The Exception section will
specifically help you identify what date is
missing the Daily Attestation.

) =B

Empioyee. EDDO001 (] 0
Pay Period: | N I Mon 04i01/2013 [REIT] 0.0
USI24/'ZD‘13—D4;’UEIIZU13 O ouT [ Mon 040152013 12:00 0.00
5 - [F] [ Man 0450172013 12:20 0.00
Transaction List tems
O or 5 [ Man 0450172013 16:30 0.00
'

Employee Favorites
[Add Calendar] Add Clocking
Labor Distribitions

Employee Actions

Add Unavai\aﬂn Open Current/Sche
Open BelfScﬂedu\e

Employee Sections

General Licenses

Monthly View|  Phones
Quick Codes | Time Card Report
\Wieh Addresses

II Exceptions A

Posted - _Description Type Created
1 EDMDUQUHNU Lunch Altestation angwerwas  Calculation04/05:2013 05:23
provided for the entite continuous
shift

14



3) Click on the Yellow Warning Icon.

= |

5
6 ®M &=
i Employee Navigator

Employee: EQOOO01 0 ] Time
Narne: Test.07 Test Mon 0410172013
Pay Period:

03,’24;’2013-04#%;’2013 Won 0410112013

B S 11T T TP K
Transaction List tems - i
E— Click on the Warning lcon. f13
Transaction List Actions
Employee Favorites

» Posted Description
_ Add Clacking 0450142013 Mo Lunch Aftestation answer was provided for the entire cony
Labior Distribution:

Employee Actions

Add Unavailal) Open Current|Sche

Jpen SelfScrjedule
Employee Sections

General Licenses
hdonthly Yiew Phones
Quick Codes | Time Card Re
ieh Addresses

4) Click on the General tab to view the details
of that particular transaction.

|
.
A M =
| “rome | Employes | Repors
- Employee Navigator

Employes: E000001 ) Date
Narme: Test.07 Test Mon 04/01/2013
Fay Period:

03/24/20713 - 04/06/2013 a Maon 040172013
hon 0450172013
Transaction List items

hton 0470172013

Time

Click on the General
Tab.

Prompt Hours

Labar Distribdtions Guick Code
1630

(EI e BT Transaction Order Payroll

Add Unava\\aﬁOpen Current|Sche | |MHRG
; =

Open Self ScHedule Spesial Code 1 Cost Center

[s030
Linit

Fmnlnuee Sertinng

15



5) Select an answer to the Daily Attestation
that applies to your transaction.

= O Qay (]
a M = ®y
| _Home | Empioyee | Reporis | Aclons
| Employee Navigator Reneral[ JoR =70
Date* Prompt Hours

Employze: E000001 ) 14/01/2013 TO 9
Hame: Test 07 Test Time* Quick Code
Pay Period:

R =
nepean - Moot 3 [ Transaction Order Payroll
o e =1

Special Code 1% Cost Center
: 50w -0
Special Code 2* Unit
I~ | 7] [s030m 7]
Add Calendar Add Clocking| Special Code 3° Job Class
Labor Distrinl = e [120010 5"

Special Code 4* Device Number
Employee Actions -~ A 0
Add Unavanaﬂ Open Current/Sche S‘TNW‘CLW User Shift Answer Select an answer to the Daily

Open Self Sefjedule ) ’ Attestation that applies to
Requested Reason your transaction.

General Licenses No
Monthly View — Phones
Quick Codes | Time Card Report
Weh Addresse:

5

6) After you save your request, your timecard
should look like the timecard below.
Remember, the transaction is a request, not
posted to your timecard until your manager
approves it.

& M=

[“Home | Employee | Reports |

| Employee Navigator

Emplovee: E000001 L
Narng: Test 07 Test
Pay Period:

[ERTERTLAE.
Add Calendar Add Clocking

Labor Distribtions
Add Unava\laﬂ Open Gurrent|Sche

Date Titme Hours Code
hon 04/01/2013 07:00 on ~ seoee

Mon 04012013 12000 000 eeeee
Mon04/01/2013 1230 000 seees
Mon 04012013 1830 | 000 eeeee
..WT 1 Won Ca 20T Th30 000 e

16



» Add Calendar - Request to input your
PTO Hours

1) In the left pane, select Add Calendar.

& M = ,

- Employee Navigator |

Employes: E000001 L)

Marne: Test-07 Test L

Pay Period O [ Mon0311/2013

03/10/2013 - 03/2372013 ﬁ O o j, [ Mon 03111/2013 1200 0.00
Transaction List Hems O N g [ Mon 03112013 12:30 0.00
Transaction List Actions O IE@ "/' [ hon 0201142013 16:30 0.0o

Emnlmraa Favorites

Labor Distributions
Employee Actions

Add Unavailability
Ernployee Sign Off
Open Current Schedule

2) Enter the Date, PTO Pay Code, Time of your
start shift or time you want to start your
PTO (Partial Day), and Hours of PTO
request, which are required fields. Click on
Save or Enter.

o & =

Actions | Freferences

i Employee Nawvigator Drate*
Enter the request PTO datel
Employee: Enooont L] + [D3sr2013 I g

Mame: Test-07 Test Fay Code*

Py Periad SPpo ] I Select PTO Pay Code
03 | e —

Enter the time of your

] J o700
T _o

Hoursnits* start shift

Add Calendar| Add Clocking v Enter the amount of PTO
TCS

hours regquested

Labor Distributions M
( Cewe | ) Click Save or Press Enter
Add Unavailahility

When information is entered and ready to be
submitted, select Save.

17



» Add Calendar - Request to input PTO
more than one day

1) Under the Employee Sections, select
Monthly View.

Y

[“Home | Empioyee | Repots | ctons | Preferences

I ] =2 B Transactions {List)

Emplovee: 000001 L

Wame Test.07 Test L Transactions Date - Time Hours Codi
Pay Period O IN [ Mon 03172013 0700 0.00 @
03/10/2013 - 037232013 a O or [ Mon0311i2013 1200 0.00
Transaction List kems O N ¢ [ Mon03M1i2013 1230 0.00

R 75 .
[ ——— o — O D @ [ Mon 031152013 16:30 0.00

Add Calendar| Add Clocking
TC3

Lahor Distributions
Employee Actions

Add Unawailahility

Employee Sign Off
Open Current Schedule

Qpen Self Schedule

Employee Sections
General | Al Il
Exceptions Pay Distributions (Dai
Luuatiun( Manthly Yiew ) I il d
Phones et Posted - Description Type Created Unit 6030.01 Job Cla
. — I 9&10311112013% Lunch Aftestation answerwas Calculation 031502013 16:23 m

2) Press CTRL and select the days you want to
enter calendars for.

For example: In the following figure, 2"9,
4™ 8% and 10" have been selected. This is
indicated by the colors of the calendar,
which are lighter.

Notice the month displayed in the screen
shot is January; you will need to change this
to the current pay period to see direct
results on the Time Card Screen. Today’s
date is highlighted in dark gray (January 5).

18



Organization Un\t:\AII - All Organization Units - j Profile: \AII - All Profiles - J @Vahdat\on Summary

o January, 2011 o

Su Mo Tu We Fr Sa
26 27 28 23 30 31 1
3 4 5 6 7
9 10 11 12 13 14 15
B o700 p0

3)

4)

5)

In the left pane under Employee Actions,
select Add Calendar.

Enter the appropriate Pay Codes and
required fields.

Select Save.

19



Employee Navigator

Employes: 000001 )
Harme: Test-07 Test
Pay Period:

03072013 - 03232013 d

Transaction List ftems
Transaction List Actions

s s o

Lahor Distributions:
Employee Actions

Add Unavailahility
Employee Sign Off
Qpen Current Schedule
Cnen Self Schedule

Employee Sections

General Licenses

Locations | MonthiyYiew

Phones | Guick Cades
Time Card Report
Web Addresses

Man 0311172013
Man 0311172013
Maon 0311172013

o @ [ Mon 031172013

Job Class

~~~~~ 6030.01
~~~~~ 6030.01

~~~~~ 6030.01

DO e B30 120010

Exceptions

Posted  Description

provided for the entire continuous
shift

A @muam 12013 No Lunch Attestation answer was - Calculation 036120131623

0 Gauam 1/2013 An Odd Clocking was detected  Caleulation 0311 5/2013 16:23

Labor Distributions To view current PTO/XSL Balance,

expand the Benefit Balance section,

| Benefit Balances

Daily Howrs summary for Week 1 and Week 2,

Unit 6030.01 Job Class 120010

Tu We Th

Category: PTO Beginning Balance: 0.00000 Ending Balance: 0.00000

Category: XSL Beginning Balance; 0.00000 Ending Balance: 0.00000

20

2= Ageumulates toward warked hours




Regular Time Military Time
1:00am 0100
2:00am 0200
3:00am 0300
4:00am 0400
5:00am 0500
6:00am 0600
7:00am 0700
8:00am 0800
9:00am 0900
10:00am 1000
11:00am 1100

12:00pm (noon) 1200
1:00pm 1300
2:00pm 1400
3:00pm 1500
4:00pm 1600
5:00pm 1700
6:00pm 1800
7:00pm 1900
8:00pm 2000
9:00pm 2100
10:00pm 2200
11:00pm 2300

12:00am (midnight) 0000

21



> 7 Minutes Payroll Rounding Practice

Punch-in time
range

6:53 -7:07

7:08 - 7:22

7:23-7:37

7:38 -7:52

7:53 - 8:07

Punch-in time
range

19:23 - 19:07

19:08 - 19:22

19:23 - 19:37

19:38 - 19:52

19:53 - 20:07

Time clock
rounding

7:00
7:15
7:30
7:45
8:00

Time clock
rounding

19:00
19:15
19:30
19:45

20:00

Lunch Break Rounding:

Punch-in time
range

11:53 -12:07

12:08 - 12:22

12:23 -12:37

12:38 - 12:52

12:53 -13:07

Time clock
rounding

12:00
12:15
12:30
12:45

13:00

Applies to all clock in/out
Refer to Attendance Policy MA410 and your Supervisor regarding

tardiness
Payroll Hour
Equivalent

7.00

7.25

7.50

7.75

8.00

Payroll Hour
Equivalent

19.00

19.25

19.50

19.75

20.00

Example:
Clock Out

12:00
12:07
12:07

22

Clock

12:33

12:37

12:38

Lunch
Length

33 min
30 min

31 min

Time Clock
Rounding

30 min
30 min

45 min



Payroll/Human Resources Directory

Payroll .......ceeeeeeeeeeee e ceeereesneseesesseeseesnessanans 3405, 3407
HUMaN RESOUICES .....cueeeeeeereeereecrecsnnnnnnneneeneeneeeenes 3607, 3478
PREPARED
BY
GENERAL ACCOUNTING

& HUMAN RESOURCES
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