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Employee Hours by Week Genie with OTP

To view weekly totals and over time for your employees in the Time Reporting System you can use a Genie called
Employee Hours by Week. Follow the steps below to gain access to this information.

1) Log into the Time Reporting System
2) Select drop arrow next to Hours Summary
3) Select Employee Hours by Week from the drop down
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4) All Week to Date will be selected under your show box

5) Select a desired time period from the drop down box:

Previous Pay Period

Current Pay Period

Week to Date (Current Pay Period up to the current date)

Previous Scheduled Period (the previous week)

Current Scheduled Period (the current scheduled week of the current Pay Period)
Range of Dates (Time Keeper can enter in a range of dates)

a.
b.
C.
d.
e.
f.
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Employee Hours by Week Genie

6) Weekly Totals for week 1 will appear if you select Current Scheduled Period or Previous Scheduled
Period

Timecard | Schedule | People | Reports

TIMECARD

Hame & ID Lincoln, Abrabam ZESS50004
Last Saved: 16:40
Time Period |Previous Schedule Period -
Actions * Punch = Amount = Accruals = Comment = Approwals = Reporbts =
Craite FPay Code | Amount I Transfer Ot I Transfer | Out Shitt Craily
B3] Sun 1414 - - -
[E3) Mon 1515 - 500 - | 1600 - 75 75 7.5
[E3] Tue 1ME6 - 500 ~ | 1300 - 9.5 a5 17.0
[ Wiee] 1M T - 5:00 -~ | 1800 - 1.5 11.5 285
[E3) Thu 1M8 - 500 -~ | 1500 - 11.5 11.5 40.0
[E3 Fri1/Ma - 500 - | 1500 - 11.5 11.5 51.5
[>] Sat 1420 - = = 515
TOTALS 8 SCHEDULE AUDITS
Date
All e Sun 1414

Account ‘ Pay Cocde: Aot Pon 1015
F/999/999/555556/099/1 81 637 00/939 oTP 11.5 T 156
F/999/999/333555/999/1 31 63700/993 Tatal Paid Hours 1.5 wEd 11T
F/999/999/535558/9991 51 63700/993 REG 40.0 UL 9 51

Fri1Ma

Sat 1020




