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Navigation 1. URL:
Frontlineeducation.com

2. Bread Crumbs:
Frontline > Time & Attendance

General e Time & Attendance (formerly known as VeriTime) is used solely for
Information the entry of additional time, overtime, comp time, etc.
e Time and Attendance is accessed through Absence Management.
e Additional information and how-to documents can be found by
clicking on “Help” in the Time & Attendance tab in Aesop.
e If you are entering additional time on the same day you worked it,
you must enter your hours for the whole day.
e For example, you work a regular 8-hour shift on Tuesday,
plus 2 hours of overtime.
e If you enter your time Tuesday evening, enter 10
hours.
e If you enter your time Wednesday or following, enter
2 hours.
e Time and Attendance will “auto populate” your regular work hours
each evening. For this reason, you only record additional time.
Time and Attendance will calculate the correct pay for you.

Questions? Contact Payroll at 907-761-HELP or Sheri.DelFrate@matsuk12.us

Follow these instruction to add and review additional hours in Time and Attendance:
1. Sign into Frontline using your school district login ID and PIN

2. On the homepage you will see a list of options. Choose Time & Attendance.
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3. The Time & Attendance home screen gives you options for reviewing your schedule and entering
time. To access your timesheet, select the "Timesheet Review” button. Click run report for the date
range. Choose the timesheet icon on the left of the screen.
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4. At the top of the timesheet, you will see your name as well as the date range and total hours shown
on the time sheet. To the left there is a button (Actions) which allows you to add a new timesheet,
copy an existing timesheet, and review your payroll summary for the date range listed.
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& Attions = gy | 3o Monthly . i "

5. Timesheets will be entered and submitted for you automatically based on your schedule. This
happens at 12:01 AM on the day after the shift has been completed. For this reason we
recommend that during your regularly scheduled work days you enter additional time worked the
day after the time was worked so that your work schedule is already listed for you. If you are

working additional time on a day outside of your normal schedule you will need to add a timesheet
using the utility mentioned above (Actions).

6. Each timesheet will show the date and hours summary at the top. You can navigate to timesheets
for different dates within the date range by expanding the desired date.

MON .July 24, 2017 Total + 08:00 Paid +08:00 +

TUE July 25, 2017

Total + 08:00 Paid + 08:00 «

7. The timesheet will have a section for each position you hold with the scheduled hours for that

position. If you have worked additional hours you will enter the start and end time of those hours
directly under the schedule.
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TUE‘“May 08, 2018

SCHEDULE From To Durafion Paid
Regular Work 12:00 PM 2 PM 2:00
TIME EVENTS Start Time End Time
# Daily Shift L 2:_0[_) _F'_M DE:.CI[_II _F‘.M
— (Actual) — {Actual)
Start Time End Time
Daily Shift ﬂ 02:00 PM 03200 PM

- - — DUE STATUS

SCHEDULE Type From To Durafion Paid
Regular 08:0 12:00 PM  04:00
TIME EVENTS Start Time E Time
Daily Shift 08 :_GD A,M 1 2:.00 PM

— (Actual) — (Actual
TIMESHEET COMMENT

- DUE STATUS

Total + 07:00 Paid + 07:00 ~

ofs Paid
+ D4:00 + D4-00

Account: — None Selected —

+ 04200 + 04:00

B Delete Timesheet

© Add Mew Event

ala Paid
+ 02:00 + 02:00 B
MNone Selected -

Account: — Change

Aot hlrno ©aoloctord Channao

8. To enter additional hours click the "Add New Event” button.
If additional leave earned is desired select "Comp Time”.

paid select “Daily Shift”

If additional hours or overtime is to be

Daily Sheft
LJm h Break

MON February 22, 2016 Total + 08:00 Paid + 08:00 A

4

© Add New Event

9. If additional time is entered on the same day it has been worked you will heed to enter the

complete shift.
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JWED August 15, 2018 Total + 09:30 Paid + 09:30 -~

DUE STATUS =
I o: =c/207c  Pending & Deite Tmeshee

SCHEDULE Type From To Duration Paid
Regular Work 0715 AM 1115 AM 0400 -
Break 11:15 AM 11:45 AM 00:30 No
Work  11:45AM  03:45PM  04:00 =
© Add Mew Event
TIME EVENTS Start Time End Time Tota Paid

Daily Shift ﬂ 07:15 AM 04:45 PM P +09:30 | +08:30 | W

Account: — None Selected - Change
Start Time End Time Tota Paid

Daily Shift ﬂ 0000 0000 B

TIMESHEET COMMENT

x +09:30 +09:30

10. If the additional hours should be comp time, add multiple New Events, Comp Time for the additional
hours and Daily Shift for regular schedule if you enter time the day following the work you will only
be required to enter the additional time.

TUE August 14, 2018 Total + 09:00 Paid + 09:00 A

DUE STATUS =
- Delete Ti heet
_ 03126;2013 Pendln ﬂ ° e
SCHEDULE Type From To Duration Paid
Regular Work 0715 AM 11:15 AM 0400 -
Break 11215 AM 11:45 AM 0030 No

Work 11:45 AM 03:45 PM 04200 -

© Add Mew Event

TIME EVENTS Start Time End Time Tata Paid
_# | Daily shift _D_?:_ifugzm 1{_1&3“" +0400  +0400 | W
Account: — None Selected - Change
Start Time End Time Tats Faid
_# | Daiy snin e e A OO Rt O (=
Account: — None Selected - Change
Start End Tots Faid

Comp Time ﬂ 03:45 PM 04:45 PM _ 01:00 | +01:00 | &

Account: — None Selected - Change
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11.To ensure the correct duration has been entered you can look at the time summary at the top of the
time sheet.

Total + 09:00 Paid + 09:00 ~

DUE STATUS

08/26/2018 Pending ® Delete Timesheet

SCHEDULE Type From To Duration Paid
Regular Work 07:15 AM 11:15 AM 04:00
Break 11:15 AM 11:45 AM 00:30 Mo

Wiork 11:45 AM 03:45 PM 04:00

© Add New Event

TIME EVENTS Start Time End Time Tot= Paid
# | Daiy snift Ly sy SRRty IR

Account: — None Selected — Change

Start Time End Time Total Paid
# | Daily shir BB D +0400  +0400 | @
e — {Actusl) — (Actusl)

Account: — None Selected — Change
Start End Total Paid

Comp Time ﬂ 03:45 PM 04:45 PM +01:00 +101:00 o

Account: — None Selected — Change

12.Once all entries are completed, click “"Save
Changes”.

D Undo Submission & Submit
® Cancel All Changes | [CREEVEL® (=

13.If changes need to be made to an already
submitted timesheet use the “Undo Submission” - .
button. Make necessary changes and then click D Undo Submission

Save Changes” again. *® Cancel All Changes ' Save Changes
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