Page |1

SUBSTITUTE approving own timesheet

When logging onto AESOP Username is: However you have set it up under the NEW
PLATFORM and your password is your own if you forgot please click on FORGOT
PASSWORD. Then click SIGN IN

frontline

education-

Time & Attendance
Formerly VeriTime

Sign In

10 or Username

PiN or Password

Forgot ID or Username Forgot PIN or Passwaord

Having trouble signing in?

The system will pull up your Frontline and click on Time & Attendance button in the left corner.

Time & Attendance v East Stroudsburg Area School Dist...  [LREEEITeS
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Below is what Time and Attendance will look like.

Apps ] Kronos ESSA |7 PNC (Cash Con{bser Iyler(iums) AbsUV PiU Code Into iaxes

Time & Attendance v

Formerly VeriTime

East Stroudsburg Area School Di..

Work Detail Timesheet Change PIN ©
= @ ¢
— L

Click on the TIMESHEET icon. The current payroll week will pull up and show each day of the
week in a collapsed manner.

EMPLOYEE _ D Undo Submission m

s | BEweciiy Approvat YOTAL PAID
=2 | (F200048 - 02018 + 2500 +25Q0

w Expand Al

MON July 30, 2018 Total + 08:45 Paid + 08:45
| TUE July 31, 2018 Tota! + 07:30 Paid + 07:30

- WED August 01, 2018 Total + 08:156 Paid + 08:15

“THU August 02, 2018 Total + 00:30 Paid + 00:30

Biweekly Approval 07/258/2018 - 08/11/2018 Summary

LOCATION JOB TYPE P TOTAL PAID
Administration Suilding BOP BUSINESS OFFIGE Time Events 2510 2500
Administration Buiiding BOF BUSINESS OFFICE hrderiin Time 003 0030
Administration Building BOP BUSINESS OFFICE Leave 0030 230 30
Total 25:00 25:00

To view your individual day click the Expand All button or click on the days one at a time.

Below is just one day expanded and as you can see the schedule shows who you are in for and
the substitute from/to work hours along with the LUNCH break.

If by chance you have a problem clocking in/out the timesheet comment area would be where
you would state the problem and the correct time you punched in/out. Substitutes and employees
cannot make these changes to TIME EVENTS only the Campus users(PR Secretaries) can. So

after making any comments you should (see Page 4). Since you are a
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Substitute you may also want to email that payroll secretary that you have a comment and they
need edit your timesheet.

TUE March 26, 2019 Total + 5,566 Paid +5.50

LOCATION JE8 TYPE CUE STATUS
Administration Building SUB SECRETARY 04/08/2019 Submitted

SCHEDULE Tpe From Yo Duestion Pae
Caovanng 356281244 for Extra Subsfitute - Admim Secretary Wark DE A3 At 1200 Pha 400

Break 12 005M 0350 4o

Work 12730 Pk 159
TIME EVENTS B Saga Tt Tosl Fa

08:00 AM 02:00 PM -

S 3
= : L 4 AM [ Actcal D1-53 B (Actuar| 600 +5.00
Linked 10 356282344
ADNWIN TIME Start Ttz Fac
Auto Deduct Time 200 P 1230 P n.EQ -0 50

Linked o 356292344
TIMEE SHEET COMBENT

Insert Comment +5.50 + 5.50
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After you have reviewed and added any comments that might be needed. You are to click the
SUBMIT button in the top right corner.

~ Expand Al
MON July 02,2018 Tolal + 08:15 Paid +08:15 «
TUE July 03, 2018 Total +08:45 Paid +08:45 ~
WED July 04, 2018 Total + 07:30 Paid #07:30 ~
THU July 05, 2018 lotal +08:156 Paid ¢ 08:16
FRI July 06 2018 Tola! +08:158 Pad + 08:15 +
MON July 03 2018 Total + 09:15 Paid + 08:15 +

TUE July 10, 2018 Total + 08:30 Paid + 08:30 +
WED July 11_2018 Total + 09:00 Paid + 08:06 +

THU July 1 18 lotal + 09:30 Pad +08:30
FRI 201 iotal + 67:30 Pad 00:00 +

Biweekly Approval 070172078 « 07/14/2018 Summary

LIHATHON JOB TYPE 1¥YoE YOIAL Pl
Agmiristmson Builkding BOP BUSINESS OFFICE Timg Everts 738 738
Admiristratisn Buling BOP SUSINESS OFFICE Leave N MWW
Adrministrabon Subteg BOF QUSINESS OFFICE Hofiday Hohiday Sreak Dr S g
Admentagsn Buiarg BCF SUSINESS OFFICE Ay Thiv 1N 83
Torai B4:45 7745

Once the SUBMIT button is clicked you will see a list of dates that you must choose to be
submitted.

Timesheet Status (1 of 2)

Acticn:

Selsct Dates:

¥ All Timesheets

070472018 - Wednesday (1 timeshest)
- Thursday (1 fimeshest)

O7i06/20158 - Friday 11 timeshesl)
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Click CONTINUE and Certify that the Timesheets are True. Digitally Sign your timesheets and
submit. The DIGITAL SIGNATURE is your AESOP Pin.

Timesheet Status (2 of 2)

Action:
Submit Pending/Rejected Timesheels

Comments:

®

I | cerify that the timeshee!s are a true statement of the hours recorged
for me In the ime period indicates

Digitally Sign using PIN: |

eENLE Il Sutimit Timesheets

Now if you were to look at your timesheet again you will see that the STATUS is SUBMITTED
and no longer Pending.

Vv Expandg &l A Collapse s

MON July 02, 2018 Total + 08:18 Paid +08:156

LOCATION JQB TYPE DUE STATUS
Administration Building BOP BUSINESS OFFICE  07/16/2018  Submitted



