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TIME CARD ENTRY 

 

The Smartetools on-line Time Card Entry is a web based form that replaces the OVTCRT, SWKCRT and 

LWKCRT screens previoulsy used in KEA for the reporting of Overtime/Extra Time, and  regular and long-

term substitutes work time.   

 

TIME ENTRY  SCREEN 

 

The time card screen consists of three main panels as shown below, they are,  ‘Selectors’, ‘Default 

Settings for New Time Card Entries’, and ‘Time Cards’. 

 

Selectors Panel 

 

The selectors panel indicates the  Entry Site , Pay Period and Employee for which time cards are being 

entered.  

 

The Entry Site will default to your user profile’s work site which is normally set to the work site 

associated with your prime job assignment.  

 

The Pay Period dropdown lists all pay periods available for the current fiscal year and will default to the 

pay period that is currently open for time card entry. Previous pay periods may be selected to display 

prior entries, however, updates to closed (locked) pay periods will not be permitted.  

 

The Employee dropdown displays employees available for time card entry. For regular site and 

department timekeepers the employees appearing in the list are normally those working at the Entry 

Site, as well as, all regular substitutes and long term substitutes working at the site. 

 

Time Card Entry Screen 

 
  

Pay Period Selection 

 

The Pay Period dropdown displays existing pay periods for time card entry.   

 

Start/End Dates :  the dates for which the pay period applies.  
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Entry Cutoff Date :  the date and time after which time card entries will no longer be permitted by site 

and department timekeepers. The entry cutoff date and time can be extended but requires a user with 

access rights to perform extensions, which is normally the district payroll department. 

Payroll Process Date: the date Payroll will be processed at the County Office. 

 

Lock Status: indicates if time card entries can be entered for the pay period.   

 

 
 

 

Employee Selection 

 

Clicking on the Employee or the Sub For Employee dropdown will display an employee search panel. The 

employees displayed are limited to employee access granted to the user profile, which is normally  the 

entry site and substitute employees. Click on an employee row to select the  employee for time card 

entry. 

 

Employee and Sub For Employee Filtering and Sorting  

 

The employee search panel provides the following search options for filtering and locating an employee. 

 

1. Employee Name Entry. Entering the employee name into the Employee dropdown will cause the 
employee list to auto filter based on the name being entered. Since the employee name is 
formatted as last Name, First Name Middle Name, entering the employee name in this format is 
needed for proper filtering. See sample below where the last name part ‘Alvarad’ has been entered 
and list filtered accordingly. 

 

 
 

 

2. Column Header Filtering. Two options exist for filtering the column headings, filter value selection 
and filter value entry. 
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a. Filter value selection.  
 

o select a column data value to filter on select the filter icon   next to header title in the 
desired column. This will cause a dropdown of all the unique data values for that column to 
be displayed next to the column. Select the value for filtering  The sample below shows the 
‘Site Name’ column being filtered.  
 
Filter selection 

 
 

Filter Applied 

When a filter has been applied the filter icon color will be yellow and the selected value will 

show in the filter entry box. te 

 
 

b. Entering a Filter Value 
 

A filter may also be applied by entering a value directly into  the filter box in any grid data 

column. The filiter icon  next to the filter box provides a number of options, as showned 

below,  to control how the search is performed.  By default the filter option is set to ‘Begins 

With’. 

 
Filter options 

 
 
Filter Applied Using the ‘Contains’ option 
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A filter can be applied by hitting ENTER or  clicking on the  button in the ‘Filter’ column.  When a 

filter has been applied, existing filter(s) can be removed by clicking on the button in the ‘Filter’ 

column 

 

Employee List Grouping Sorting and Paging 

 

Search results may be grouped by any of the available data columns by dragging a heading column into 

the grouping area as shown below. 

 

 
 

Employee Search Grouped by ‘Job Title’ 

 

When a column grouping is applied the search results are grouped and displayed by the selected 

grouping. Clicking on the  next to a grouping title will display the details records for that group. Click 

on the detail record for employee selection. 
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Employee Search Paging 

The bottom of the search panel hows the number of total pages, record count and pager selector.  To 

move between pages click on either the forward/backward arrows or desired page number.  The ‘Page 

Size’ dropdown can be used to also set the number of records that is displayed per page. The default 

size is 50 records. 

 

 
 

 

Default Settings for New Time Card Entries Panel 
 

The default settings for new time card entries section indicates the Entry Type, Pay Type, and if 

required, the selection of an Extra Time Requisition and/or Sub For Employee.  

 

Based on the type of employee selected this section will indicate the Entry Type, Pay type and whether 

or not an Extra Time Req and/or Sub For Employee is required for a time card.  The software is currently 

configured for the following time card entry types: 

 

 Classified Overtime Req Required  

 Classified Overtime No Req Required 

 Certificated Extra Time Req Required 

 Certificated Extra Time No Req Required 

 Classified Substitute 

 Certificated ST Sub 

 Certificated LT Sub 
 
Classified Overtime 

 

This entry type is for entering normal Classified Ovetime and requires an approved Extra Time Requisition for time 

entry.  The Extra Time Req dropdown list will display the available requisitions, indicating the requisition #, 

start/end dates of work dates permitted by the requisition, and the Event code indicated on the requisition. If only 

one requisition is approved it will automatically be selected by default. 

 
Multiple Reqs Available 

 
 
Single Req Default Selection 
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Classified Over Time – No Extra Time Req is Required 

 

This entry type is for entering Classified time without an approved Extra Time Requisition. This entry type can be 

used when prior requisition approval is not possible or required.  To use this entry type the employee’s job 

assignment under which time is being reported must be specifically approved for ‘No Req Required’ status. This is 

normally approved and set by your HR department.  

 

 
 
Certificated Extra Time 

 

This entry type is for entering Certificated Extra time. Similar to Classifed time, it also requires an approved Extra 

Time Requisition for time entry.  

 
 
Certificated Extra Time – No Extra Time Req is Required 

 

This entry type is for entering Certificated Extra time without an approved Extra Time requisition. Similar to 

Classified, the employee’s job assignment must be approved for this entry type. 

 
 

 
Regular/Classified Substitute 

 

This entry type is for reporting Classified Substitute time and requires the selection of a ‘Sub For Employee’ for 

time entry.  The Sub For Employee dropdown provides a list of employees for selection. Time card entries will be 

associated with the selected ‘Sub For Employee’. 

 

 
 
Certificated Short Term Substitute 
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This entry type is for reporting  Cerificated Substitute time and requires the selection of a ‘Sub For Employee’ for 

time entry.  The Sub For Employee dropdown provides a list of employees for selection. Time card entries will be 

associated with the selected ‘Sub For Employee’. 

 

 
 

Certificated Long Term Substitute 

 

This entry type is for reporting  Cerificated Long Term Substitute time and requires the selection of a ‘Sub For 

Employee’ for time entry.  The Sub For Employee dropdown provides a list of employees for selection. Time card 

entries will be associated with the selected ‘Sub For Employee’.  Note that Long Term Substitute time is reported in 

days as opposed to hours. 

 

 

 
 

 

Time Card Entry Panel 
 

The Time Cards section is used to enter time card entries. Entries are entered by work date along with 

the Units Worked, Diff Pay Indicator, Comments and the selected Requisition and/or Sub For Employee 

from the ‘Default Settings for New Time Card Entries’ panel as described above.  

 

Date Worked – date of time worked. Dates prior to the start of the pay period work date will be 

accepted but only up to the maximum number of days prior to the start date set  by the district. Please 

check with you HR Department for the number of days permitted.  Dates after the current date and pay 

period end date are not permitted. 

Units – number of units to be paid.  Hours or Day based on Pay Type 

Diff – whether or not Differential Pay is to be paid to employee on this date. Diff pay can only be paid if 

the selected Exta Time Requisition permits Differential Pay. 

Comments – general comments for time entry 

Requisition  - selected Extra Time Requisition 

Sub For – select employee for Sub For 

Position – Job assignment that time is being reported against. 
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Time Card Data Export Feature 

 

The data  Export feature of the time card panel, as shown belowm  can be used to export all entries in 

the time card list to a number of available output file formats.  

 

 
 

To perform an export, click on the Export drop-down and select the desired export type. Once the 

export type is selected the web browser page will display the exported file at the bottom of the page as 

shown below. In this example, the time cards were exported to an Excel file.  Hint: use the filter options 

to limit the time card entries displayed in the list to export specific entries. 

 

 
 

 

UPDATING /  ENTERING TIME CARD  ENTRIES 

 

The time card screen is initially displayed with the ‘open’ pay period selected and without a selected 

employee to display all time card entries previously entered for the Pay Period and Entry Site.   
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Update Existing Time Card Entries 

With all time card entries displayed, entries may be modified by clicking the   button to place 

the Time Cards panel into an ‘Edit’ session.  When the time card panel is placed into an edit session the  

  buttons become available.  

 

An existing time card entry may be modified by clicking on the desired entry and column and changing 

the data values as needed. When all required changes have been made the changes can be committed 

by clicking on the SAVE button. If you wish to cancel all changes click on the CANCEL button and the 

time entry list will refresh with it’s original data contents prior to the start of the edit session. 

 

 
 

Entering New Time Card Entries 
 

1. Select the Employee. The entry of a new time card entry requires the selection of an Employee. 
Once an employee is selected the ‘Default Settings For New Time Card Entries’ section will 
appear. 
 

2. Default Settings For New Time Card Entries selection.  As detailed in the the ‘Default Settings 
For New Time Card Entries’  overview prior in this document, this section  indicates the Entry 
Type, Pay Type and required Extra Time Req and/or Sub For Employee  selections for the time 
entry. Once the required selections have been made an Edit session may be started for the entry 
of new time card entires. 
 

3. Similar to Updating existing time card entries, start a time card Edit session by clicking on the 

 button.   
 

4. When an Edit session has been started, clicking on the  button or using the short cut 
keys ALT-N  which will open a new time card entry row in the grid as shown below. Enter the 
desired Date worked, Units, Diff selection  and Comments.  Click the  NEW  button or press ALT-
N  again to open additional row entries as needed.  
 

5. When all entries have been added and/or updated click on the  button to commit the 
changes. If you wish to cancel all changes click the CANCEL button and the time entry panel will 
refresh with it’s original data content prior to the start of the Edit session. Once all changes have 
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been saved  or cancelled the grid will revert back to View only mode and the EDIT button will 
become available. 
 

 
Entry Grid showing new time entry row 

 
 

 

Deleting existing Time Card Entries 
 

During an Edit session an existing time card entry can be deleted by clicking on the  button 

next to the entry to be deleted. When the entry has been flagged for deletion a  button will 
appear in the entry row. Click on the ‘RECOVER’ button if you wish to cancel the row deletion request 
before saving.  
 
Time card entry flagged for deletion 

 
 
 

 

TIME CARD ENTRY  ERRO R MESSAGES 

 
A number of validatoins are perform when time card entries are being saved. If a validation error is 

encouted during the SAVE request, changes will not be saved and a validation error message similar to 

the one shown below will be displayed. The “Validation Message” table below lists the possible 

validation messages. 

 

Message  Description 

This Extra Time Requistion is not valid for the 
date worked 

The ‘Date Worked’ entered is not within the start 
and end dates of the select Extra Time 
Requisition. 
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Employee cannot exceed the maximum units for 
this date: MM/dd/YYYY. EmployeeName can have 
a maximum of 2.0000 additional units. The daily 
maximum is 12 units per day. 

The total number of units entered for the 
indicated date and employee exceeds the 
maximum units per date that has been set in the 
software. The maxiumum is defined by the 
district. 

Account is not valid after masking. Please check 
account mask in Time Card Preferences. Account 
is not valid after masking. Please check account 
mask in Time Card Preferences. 

The time card software can be configured to 
produced a new account based on the 
employee’s salary account and account mask 
setup in the system.  For BCSD, time entries 
entered for Substitutes is using account masks to 
create the salary account with an ‘01’ and ‘02’ 
district code. This indicates the account created 
for the Substitute Time Entry based on the Sub 
For Employee’s salary account and the account 
mask does not exist in the General Ledger.  You 
will need to call the HR department to notify 
them of this issue. 

This Extra Time Requisition is a Req for 
Substitution and is not valid for the selected Sub 
For Employee. 
 

The Extra Time Requisition is for the purpose of 
paying substitutes and the selected employee is 
not a valida Sub. 

This Extra Time Requisition is no longer valid 
because it has been closed or is not approved. 

If a requisition is closed or no longer approved, 
time card entries cannot be entered against the 
requisitions. 
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PAY  PERIOD TIME CARD  ENTRY APPROVAL  

 

The ‘Time Card Deadlines and Approval’ screen, as shown below,  is used to approve time card entries 

for a pay period when the entries are considered to be approved and ready for payroll process. 

 

 
 

The screen displays the Time Card Pay period being approved, the Site name that is being approved and 

the  button to approve the pay period.  To approve the pay period click on the APPROVE 

button. When the pay period has been approved an ‘Approved’ will appear below the Site name as 

showned below. 

 

 
 

IMPORTANT NOTE:  Once the pay period has been approved no further time card entries will be 

permitted for the indicated pay period and site. The approval of site’s pay period can be removed but 

only by someone with the required software access to  unapprove a site’s pay period, which is normally 

the districts Payroll department. 

 

 

PAY  PERIOD TIME CARD  PRINTING  

 

The time card entries for a pay period can be printed at any time, however, the report will only indicate 

a status of ‘APPROVED’ when the pay period being printed has been ‘Approved’ using the ‘Time Card 

Deadlines and Approval’ screen.  

 

To print time cards for a pay period navigate to the ‘Site Time Card Entries’ report by navigating to the 

‘General Reports’ screen location under the web protal menu Reports/Query  General Reports .  

Select Report Area: Time Card and Report Name: Site Time Card Pay Period Entries, then select the Pay 

Period to be printed. Click on the ‘Print Preview’ button to produce the report output. 

 

 


