~ L I NQ LINQ ERP NC | VERSION 6
p TIMEKEEPER EMPLOYEE PORTAL

TimeKeeper Employee Portal
Payroll - LINQ Version 6.0

In LINQ V6, employees will access the TimeKeeper employee portal website to clock in and clock out as
required for their jobs.

Think smart. Think Time Keeper

LINQ

Menu
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http://WWW.Thinklinq.com

Employees will also be able to obtain information and submit changes to information from the TimeKeeper
employee portal. They will be able to:

® View and request changes to their personal demographic information

® View and request changes to the W4 and NC4 income tax withholding information

® View and request leave.

® |nthe HR Module, register for workshops and request CEUs from out of district workshops.
® View and print their time sheets and request changes to their time sheets

® \View their leave balance, earnings, escrow balance, and year-to-date deduction total

® View and print their check history and employee reimbursement check history

® View their W2s in the tax year following conversion.

When you log into TimeKeeper for the first time after LINQ V6 Conversion, you will be required to change your
PIN number. The PIN number must be a 4-digit number that is not the same as your Employee Number, and it
cannot start with a zero (must be greater than 1000).

Think smart. Think Time Keeper

RN,

Please change your PIN.

Employee Profil - —
mﬁm Change Pin (4 Digits)
Tax Information Old PIN Number:
LS New PIN Number:

Contract
(Signature needed)
Policies
(Signature needed)
Change Pin

Inguiries Step 1 - Enter
Time Sheet Employee Number
Leave Balance

Earnings & Escrow

YTD Deductions Step 2 — Enter
Check History

Employee Employ_ee Number
Reimbursements again as PIN
Print W2s

Requests (1) Step 3 - Enter and
mfrksfho;t:_ (o Confirm new PIN
valuations Submit number and Click on
Workshop 3
Registration Submit.
Submit CEU
for Approval
Out of District
Workshop
Reguests
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For the first log in after conversion, enter your Employee Number as both the Employee Number and the
Employee PIN. You will be prompted to change your PIN as above. This is a one-time change all employees
must make the first time clocking into TimeKeeper.

Once you have logged in, you will see the clock-in screen for your employee jobs. To clock in, click on “Clock
In” for the job you are performing and the site where you are currently working. TimeKeeper will show the
dates and times you last clocked in for each job.

To clock out of TimeKeeper, choose “Clock In/Out” under the Inquiries menu on the left side of the screen.
The clock out screen will again show the job and site, and the clock-in time. Click on “Clock Out.”

Think smart. Think Time Keeper

LINO

Employee Profile
Personal Information| Job Site Date Last In Last Out

Tax Information
CERTIFIED 10 MO TEACHER 304 : Smith Creek Elementary School | Clock In | 9/1/2015 03:23PM
P | Clockin |
Contract
(Signature needed)

= R
e Click on Clock In
change Pin

Time Sheet

Leave Balance
Earnings & Escrow
YTD Deductions
check History

Employee
Reimbursements

Print W2s

| Actions
Requests (1)
Workshop
Evaluations (4)
Workshop
Registration
Submit CEU
for Approval
Out of District
Workshop
Requests

Think smart. Think Time Keeper

LINO

Employee Profile |
Personal Information Job Site Date LastIn LastOut
Tax Information
CERTIFIED 10 MO TEACHER 304 : Smith Creek Elementary School | Clock Out | 9/7/2016 10:16 AM
. vy school | Clock Out | 977/

Click on Clock Out
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Click on menu items on the left to use other features of the TimeKeeper Employee Portal.

Think smart. Think

LINOQ

Menu

Employee Profile
Personal Information
Tax Information
CEU's

Contract
Policies
(Signature needed) (2)
Change Pin
Change Password

Inquiries
Time Sheet
Leave Balance
Earnings & Escrow
YTD Deductions
Check History
Employee
Reimbursements
Print W2s

Requests (32)
Workshop
Registration
Submit CEU
for Approval
Out of District
Workshop
Requests

Time Keeper

Wel to the Employ

L

Portal!

Think smart. Think

© 2023 Education Management Systems, Inc. All rights reserved 2528 Independence Bivd, Ste 200 Wilmington, NC 28412

Click on Personal Information to see Employee Demographic Information, Dates of Service and Direct Deposit
information:

Time Keeper

LINO

ployee Profile

Personal Information
Tax Information
CEU's
Contract

(Signature needed)
Policies

(Signature needed)
Change Pin

Inquiries

Time Sheet

Leave Balance
Earnings & Escrow
YTD Deductions
Check History

Employee
Reimbursements

Print W2s

Reguesis (1)

Workshop
Evaluations (1)

888-G0O4-LINQ
www.LINQ.com

Last Name:

First Name:
Social Security #:
Address:
City/State/Zip:
Email:

Home Phone #:
Mobile Phone #:
Emergency Contact:
Date of Birth:
Primary Site:
Race:

NC Staff UID:
Direct Deposit:

ABRAHAM

MARY

#**_**_5393

1558 Crabtree Dr
Raleigh NC 27604
susan@k12financials.com
(910) 799-0121
(910) 409-5552
Sammy Benton
3/26/1958

304

White

Phone: 9101114444

Bank Name Account Number
SECU
SECU

Account Type Validated Type
st Checking 75.00
v 25.00

Pct/Amt

HEERRRRKEEERE Gavings Savings

2528 Independence Blvd
Wilmington, NC 28412
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Click on Time Sheet to view or print current or past time sheets:

Think smart. Think

LINO

CEU's
Contract

Tax Information

Logout

(Signature needed)

Policies
(Signature needed)

Change Pin

Time Sheet
Leave Balance

Tot. Unpaid Leave: [0]

Click on Leave Balance to view real time available leave balances.

Earnings & Escrow
YTD Deductions

Time Keeper

Tot. Paid Leave: [0]

Total Hours: [0]

0.0000

| Print Timesheets by Date Range . . . |

REMINDER:Iin LINQ, leave is expressed in HOURS:

Think smart. Think

RIN®,

Contract

Policies

(Signature needed)

(Signature needed)
Change Pin

| Inguiries |
Time Sheet

Leave Balance
Earnings & Escrow
YTD Deductions
Check History

Employee
Reimbursements

Print W2s

888-G0O4-LINQ
www.LINQ.com

Time Keeper

Date Job / Leave Description Time In Time Out Hours

9/7/2016 CERTIFIED 10 MO TEACHER 10:16 AM

Check Al [J
Total Paid Hours: [0]

Description Beginning Earned Used Adjustment Balance Accrual Rate

2013-2014 BONUS LEAVE 60.00

Annual Leave 232.31
Bonus Leave 2012 487.50
Donated Leave 15.00
Donated Leave Used -7.50
Donated Sick Leave 0.00
Personal Leave 20.00
Sick Leave 90.08

2528 Independence Blvd
Wilmington, NC 28412

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

60.00 0.00
232.31 215
487.50 5.00
15.00 0.00
-7.50 0.00
0.00 0.00
20.00 0.20
90.08 1.23
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Click on Earnings & Escrow to view real time YTD balances:

Think smart. Think Time Keeper

RIN®

Calendar Year: |2015

Actual Adjustments Total
(Signature needed) Gross 12,450.00 0.00 12,450.00
Policies Retirement Earnings  12,450.00 0.00 12,450.00
Chamoe pim Withheld 747.00 0.00 747.00
- Federal Earnings  11,258.00 0.00 11,258.00
Inquiries Withheld 1,227.46 0.00 1,227.46
Time Sheet Earnings  11,258.00 0.00 11,258.00
Leave Balance State Withheld 660.00 0.00 660.00
Farnings & Escrow . Earnings  12,450.00 0.00 12,450.00
Y70 Deductions Soc. Secunity  iheld 771.90 0.00 771.90
E::;‘}';::m"’ Medicare Eamings  12,450.00 0.00 12,450.00
Reimbursements Withheld 180.53 0.00 180.53
Print W2s Escrow 1,749.99 0.00 1,749.99

Click on YTD Deductions to view real time YTD balances:

Think smart. Think Til’ne Keeper

RINI®,

Calendar Year: [2015 v

Tax Information
CEU's
i Deduction YTD (Employer)

(e o= 401K HARTFORD 400.00 0.00
Policies

(Sipratace needed) 401K LOAN REPAYMENT 200.00 0.00
Change Pin ANNUITY 0.00 0.00

DENTAL 45.00 0.00

Time Sheet NC SECU 600.00 0.00
Leave Balance NC TAX GARNISHMENT 400.00 0.00
Earnings & Escrow
YTD Deductions
Check History

T ] 888-GO4-LINQ 2528 Independence Blvd
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Click on Check History to view and print paycheck history and check copies:

Think smart. Think Time Keeper

LINO

Logout

-  Check History (Last 24 Months)
Employee Profile
Personal Information
Tax Information 40 10/31/2015
CEU's
Contract

(Signature needed)

Policies
(Signature needed)

Change Pin

Check \ Deposit # Check \ Deposit Date

24 07/31/2015
36 02/28/2015
32 01/31/2015

e 30 09/30/2014
Inquiries
Time Sheet

Leave Balance

Earnings & Escrow

Click on Employee Reimbursements to view and print reimbursement history and check copies:

Think smart. Think Tinle Keeper

LINO

Logout

Employee Profile Checks Found:
Personal Information

Tax Information
CEU's 60 07/18/2016 CHECK $1,000.00

Check # Check Date Void Date Pay Type Description Total

Contract 64 10/01/2015 ACH travel $60.00
(Signature needed)
Policies
(Signature needed)
change Pin

Inquiries

Time Sheet

Leave Balance
Earnings & Escrow
YTD Deductions
Check History

Employee
Reimbursements
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Click on Requests to submit requests for timesheet changes, absence requests, tax information changes and
personal information updates:

Think smart. Think Time Keeper

Request: |Absence Request v Absence Type:

i Job: CERTIFIED 10 MO TEACHER (304) v [Select v
Tax,mm = Message: Start: End:
o [osorvts Jem Tz
ntra .
(Signature needed) Substitute Name: Absence Hours
Policies 7.50
(Signature needed) | Send Reguest | | Clear Request | | | | |
change Pin
g Request Board
View: @ New OPending O Authorized O Declined Request:
e ot | Reest  Requestpate swws N
Leave Balance JEp el Request Date Status
Earnings & Escrow [] Absence Request 7/29/2016 Authorized
YTD Deductions
Check History
Employee .
Reimbursements Response:
Print W2s
| Actions |
Reguests (1) < >
Workshop
Evaluations (4) L1Check All Delete
Workshop
Registration

e Select the type of Request from the dropdown list.

e Enter a date in the Date field or select the date using the calendar.

e If you have multiple jobs, select the correct one from the Job dropdown list.
e Enter a message in the Message field, if necessary.

e Click Send Request to submit the request.

e Click Clear Request to delete the request by clearing the box.
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Click on Workshop Evaluations to submit evaluations for workshops created in the HR module.

Think smart. Think

LINO

Menu

Employee Profile
Personal Information
Tax Information
CEU's

Contract

(Signature nesded)
Policies

(Signature needed)
Change Pin

Time Sheet

Leave Balance
Earnings & Escrow
YTD Deductions
Check History

Employee
Reimbursements

Print W2s

| Actions |
Requests (1)

Workshop
Evaluations (4)

Completion Date

05/07/2015
09/03/2015
09/18/2015

10/16/2015

Workshop Evaluations

Time Keeper

Course Code Description

584784 Reading

SUB Cert Substitute Certification
SUB Cert Substitute Certification
54621 Technology

Facilitator

Evaluation Dismiss

Smith | Evaluation I
Smith | Evaluation I

Susie Evaluation Dismizs

The Evaluation form created in the HR module for each workshop will appear when the Evaluation button is

clicked:

. ‘Workshop Evaluation

=]

Workshop Evaluation

I'e ™ Y
| Submit || Save/Close |
" I A

[Please answer the following questions.

Employee # 108
Course Code: 584784

Facilitator:

Course Description:  Reading

= required field

Please answer the following questions.

Part 1

Any question you'd like to ask?

® Yes

O No

O Maybe

Part 2

Type a summary question here?

888-GO4-LINQ
www.LINQ.com

2528 Independence Blvd
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Click on Workshop Registration to register for workshops created in the HR module.

Think smart. Think Tinle Keeper

LINO

Logout

Available Workshop(s)

Course Cod Descripd Workshop Date(s)
Mo records to display.

(Signature needed)
Policies
(Signature needed)

Change Pin Course Code: Description:

- Source: Facilitator:
Inquiries

Time Sheet Workshop Schedule
Leave Balance
Earnings & Escrow
YTD Deductions
Check History

Employee
Reimbursements Start Date End Date Type Maximum Capacity:

Print W2s Mo records to display. No records to display. Remaining Capacity:

Date Start Time End Time Subject

No records to display.

Workshop Registration Course Type(s) Credits:

Credit Breakdown Academic Qualifier(s) Syllabus:

Requests (1) T e fres Con

Workshop ype ic. Area Code
Evaluations (4) Na records to display. No records to display.

Workshop P .
Registration Directions/Locations:

Submit CEU
for Approval

Out of District
Workshop

Re

Click on Submit CEUs for Approval to submit workshop completion information and requests for CEU approval
for workshops created in the HR module.

B8 View\Submit CEU for Approval [
Submitted CEU's for Approval 4 Add New
IR Course Code Description Location
Date
g pprc iy = 0 o0 oy
/7 07/25/2016 test test CEU 3.00 Pending ®on
/ 07/29/2016 Test TEST Mary Smith CEU 3.00 Pending *
Test New .
w
# 08/02/2016 Test 33 Description Test Person CEU 3.00 Pending x
Completion Date: 7/25/2016
Course Code: Enter Course Code Description: test
Location: test < Facilitator:
Type of Credit: CEU Credits Credits: 3.00
Course Types: HQ Staff D ment
Workshop Expense Account: Substitute Expense Account:
Credit Breakdown Supporting Document:
Type Credits Description:
Content 3.00 File Name:
Literacy 0.00
Technology 0.00
Other 0.00 Originated from request test for dates 7/25/2016 to 7/25/2016.
School Admin 0.00 Admin Notes:
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Out of District Workshop Requests

After logging into Time Keeper, select Out of District Workshop Requests from the left side menu.

Adding a New Request

Click the Add New button (=2 A%New | The Add New Out of District Workshop Request for Approval
form will open.

. Add new Out of District Workshop Request for Approval ]
Effective Date(s): Title:
A A - - b - A A A ™y
General \ Absencelnfo ' Registration Fee/Other Feas Y Llodging Y Meals Y Travel \, Documentation ',
-
Course Start Date: Title: |
Course End Date: Description:
Location: | Facilitator:
Type of Credit: [ CEU Credits hd Reason:
Credits: | 0.00
Course Types: [I—Q Staff Development M
. J
Credit Breakdown Totals
TypeDescription Credits Requested Amount Approved Amount
Content | 0.00 Registration Fee(s) 0.00 0.00
Literacy | 0.00 Lodging 0.00 0.00
Technology [ 0.00 Meals 0.00 0.00
Other | 0.00 Travel 0.00 0.00
Schoaol Admin [ 0.00
Grand Total:
rand fota 0.00 0.00
|FI Save Progress | |@ Submit | | i Delete | |x Cancel

General Tab

The form can be saved at any point by clicking the “Save Progress” button.

Course Start Date, Title, Description, Location or Facilitator, and a total for Credits is required before
saving or submitting.

Enter the Course Start Date, Course End Date, Title of the Workshop and a Description.

Choose an existing location by clicking on the Search button, or enter a new location.

Enter the name of the workshop Facilitator.

Choose the type of Credits from the dropdown menu.

Enter the number of credits obtained in this workshop.

Choose the Course Type from the dropdown menu.

Enter the Reason for the workshop.

T ] 888-GO4-LINQ 2528 Independence Blvd
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e Complete the Credit Breakdown by entering the number of credits awarded for each Type/Description.
e After saving, the form and each tab in the form can be added to or edited by clicking the pencil icons
4 . Any field can be edited before the request is submitted.

e Once the Request is submitted and reviewed by Human Resources, the General Information and Credit
Breakdown values can no longer be changed.

Absence Info Tab

e Absences entered here are treated like an Absence Request. Payroll will receive the request if approved by
Human Resources personnel.

e Click the green plus button to add an absence.

. View \ Edit Out of District Workshop Request for Approval =]

Effective Date(s): | 4/18/2016 Title: | Hybrid Classroom

—_— Y ,
General T AbsenceInfo '\ Registration Fee/Other Fees Y"-L Lodging Y Meals Y"-, Travel Y‘-,_ Dacumentation ',

Absence Information

From Date To Date Day Type Substitute Account #
Adding new record...
From Date: To Date: Day Type: -
Substitute: Account #: Insert || Cancel

Mo records to display.

p

Credit Breakdown Totals
TypeDescription Credits Requested Amount Approved Amount
Content | 2.00 Registration Fee(s) 0.00 0.00
Literacy | 1.00 Lodging 0.00 0.00
Technology | 100 Meals 0.00 0.00
Other [ 100 Travel 0.00 0.00
Schaal Admin [ 100 .
Grand Total: 0.00 0.00
|FI Save Progress. ‘ |@ Submit | |W Delete | |x Cancel

e Fillin the From and To Dates.

e The Day Type, Substitute name, and Account # fields are optional. A list of account codes and substitute
names can be accessed by clicking the search icon.

Absence Information

From Date To Date Day Type Substitute Account #
Adding new record...

From Date: To Day Type: -

Substitute: Q &~ Account # Q, &« Insert || Cancel

e C(Click Insert to add the absence request.

T ] 888-GO4-LINQ 2528 Independence Blvd
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Registration Fee/Other Fees Tab

e C(lick the green plus button to add fee reimbursement requests.

. View \ Edit Out of District Workshop R t for App I

q

Effective Date(s): | 4/18/2016 Title: | Hybrid Classroom

General Y\ Absence Info T Registration Fee/Other Fees \‘\\ Lodging Y\ Meals Y\ Travel Y\ Documentation

Fees

Expense Type Amount Details Reimbursement Approval Status

Adding new record...

Expense Type: | Registration Fee hd Amount: Details (If Other): [
Will you need reimbursement? hd Expense Information Motes Insert

Ne records to display.

Credit Breakdown Totals

TypeDescription Credits Requested Amount Approved Amount
Content 2.00 Registration Fee(s) 0.00 0.00

Literacy 1.00 Lodging 0.00 0.00
Technology 1.00 Meals 0.00 0.00

Other 1.00 Travel 0.00 0.00

Schoaol Admin 1.00 Grand Total:

0.00 0.00

[H Save Progress ]L@ Submit ] [W Delete ][x Cancel

e Enter the Expense Type, the Amount, and Details (if the Expense Type is not a Registration Fee).

e Answering YES to the “Will you need reimbursement?” dropdown will generate an invoice for the employee
in Fund Management.

e Answering NO to the “Will you need reimbursement?” dropdown will cause a box to pop up for entering
information about the vendor that is owed payment.

: The Expense Information link will perform the same function.

Please enter related expense information if applicable.

Business \ Vendor Name: [ | ]

Address 1: (

Address 2: (
Title: vl s

City: [ €: | Hybrid Classroom

State:

At \ Meals \ Travel \ Documentation ',
Zip Code: ™
Phone: ) -
- Reimbursement Approval Status
Ok
ko Details (If Other): | ianual
Will you need reimbursement? E Expense Information Motes Insert || Cancel

T ] 888-GO4-LINQ 2528 Independence Blvd
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e The employee will type in what information they have for the vendor, but Business\Vendor Name is
required. Click ‘Ok” when finished.
e C(lick Insert when the information is complete.

Lodging Tab

e (Click the green plus sign to add a new lodging request.

. View \ Edit Out of District Workshop Request for Approval
Effective Date(s):  4/18/2016 Title: | Hybrid Classroom
Y Y - - . A X Y Y
General ' Absencelnfo '\ Registration Fee/Other Fees T lodging % Meals % Trawel ' Documentation
Lodging Lodging Rate(s):
Hotel Name # of Nights piohgats Stay Total Reimbursement Approval Status
' 9 {Tax\Fees included) v - R
Adding new record...
In-State:
Hotel Name: | Hilton 4,000.0
# of Nights: | 1 Mightly Rate (Tax\Fees included): | 79.22 Stay Total: | 79.22 Out-of-State:
Will you need reimbursement? NO - Expense Information [votes Insert || Cancel 40.00
Mo records to display.
\.

Credit Breakdown Totals
TypeDescription Credits Requested Amount Approved Amount
Content | 200 Registration Fee(s) 57.49 0.00
Literacy | 1.00 Lodging 0.00 0.00
Technolagy | 1.00 Meals 0.00 0.00
Other | 1.00 Travel 0.00 0.00
School Admin | 1.00 .

Grand Total: 57.49 0.00

|H Save Progress | |@ Submit | | @ Delete | |x Cancel

e Enter the Hotel Name, # of Nights, and Nightly Rate.

e Answering YES to the “Will you need reimbursement?” dropdown will generate an invoice for the employee
in Fund Management.

e Answering NO to the “Will you need reimbursement?” dropdown will cause a box to pop up for entering
information about the vendor that is owed payment.

: The Expense Information link will perform the same function.

e The employee will type in what information they have for the vendor, but Business\Vendor Name is
required. Click ‘Ok’ when finished.

e (Click Insert when the information is complete.

T ] 888-GO4-LINQ 2528 Independence Blvd
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Meals Tab

Rates for Meals are set up in Human Resources.

B8 View \ Edit Out of District Workshop Request for Approval
Effective Date(s): | 4/18/2016 Title: | Hybrid Classroom
General \ Absencelnfo '\ Registration Fee/OtherFees \ Lodging T Meals \.‘ Travel \ Documentation
Meals Out-of-State? [ Approval Status: | Pendling
2 o Meals Amount Meal Reimbursement Rates.
Breakfast | 1 In-State Out-of-State
Lunch (o Breakfast 975 1200
Dinner (o (000 Lunch 1.00 050
Dinner 5.00 050
Total: 1 275
\
Credit Breakdown Totals
TypeDescription Credits Requested Amount Approved Amount
Content ‘ 2.00 Registration Fee(s) 57.49 0.00
Literacy ‘ 100 Lodging 79.22 000
Technalogy [Lo0 Mesls 975 000
Other [ 100 Travel 0,00 0.00
School Admin [Loo
Grand Total:
rand fot 13671 0.00
[H Sawe Progress ] [@ Submit ] [ﬁ Delete ] [x Cancel ]

Enter the number of meals for each section. The amount can be changed if desired.

Travel Tab

Click the green plus sign to add the request(s).

. View \ Edit Out of District Workshop Request for Approval
Effective Date(sk: | 4/18/2016 Title: | Hybrid Classroom
General ) Absencelnfo \ Registration Fee/Other Fees \ Lodging % Meals T Travel \\ Documentation
Travel Travel Rate(s):
Travel Type Mileage Total Cost Reimbursement Approval Status
Adding new record...
Travel Type: Personal Vehicle v | Mileage: |12 Total Cost: | 378.00 Rate per mile:
Will you need reimbursement? - Expense Information Notes 27.00
No records to display.
.
Credit Breakdown Totals
TypeDescription Credits Requested Amount Approved Amount
Content (200 Registration Fes(s) 57.49 0.00
Literacy | 100 Lodging 79.22 0.00
Technology | Loo Meals 35.75 0.00
Other | Lo0 Travel 0.00 0.00
Schoal Admin | Loo .
Grand Total: 13671 0.00
[H Save Progress. ] [@ Submit ] [ﬁ Delete ] [x Cancel
] 888-GO4-LINQ 2528 Independence Blvd
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e Select a Travel Type.

: Travel Type options are entered in Travel Type Setup of the CEU’s/Workshops menu option
in the Human Resources module.

e Enter the Mileage.

: The Mileage Reimbursement Rate is entered in the Control File of the Human Resources
module.

e The Total Cost can be modified.

e Click Insert.

Documentation Tab

e Click the green plus button to add documents.

. View \ Edit Out of District Workshop Request for Approval [ =]

Effective Date(sh:  4/18/2016 Title: | Hybrid Classroom

R R R R R — .
General \ Absencelnfo '\ Registration Fee/Other Fees Lodging '\ Meals 1\ Travel 1 Documentation

Documentation

File Name Description

Adding new record...

File Name: Upload File

Description: | Insert || Cancel

No records to display.

- /
Credit Breakdown Totals

TypeDescription Credits Requested Amount Approved Amount
Content | 200 Registration Fee(s) 57.49 0.00

Literacy | 100 Lodging 79.22 0.00
Technalogy | 200 Meals 3575 0.00

Other | 100 Travel 3.78 0.00

School Admin | 100

Grand Total:
rand fot 176.24 0.00
|H Save Progress | ‘@ Submit | |W Delete ‘ |x Cancel

e Click the Upload File button to browse for documents to upload. They can be .jpeg, .jpg, .png, .doc,
.docx, .xls, xlsx, .pdf, .txt, .omp, .rtf.

e Once the document has uploaded, enter a Description.

e Click the Insert button to add to the Request.
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Submitting the Request to Human Resources

o After everything has been completed by the employee, they will need to submit their request to HR.

Click the Submit button and answer Yes if the request is complete.

Approval Request to Human Resources

B submit?

o

Do you wish to continue?

You have chosen to Submit the current Out of District Workshop Request.
Please note all General Information and Credit Breakdown values can no
longer be changed once this request is reviewed by Human Resources.

e Once Human Resources has approved or denied the request, the Approval Status will show in the

TimeKeeper screen.

Think smart. Think

N

Employee Profile

Personal Information

Tax Information
CEU's
Contract

(Signature needed)
Change Pin

Inquiries

Time Sheet

Leave Balance
Earnings & Escrow
YTD Deductions
Check History
Employee

Reimbursements

Print W2s

Requests (1)
Workshop

Time Keeper

Qut of District Workshop Request(s)

Course Start Date
09/01/2016
08/01/2016
07/28/2016
07/25/2016
07/24/2016

Credit Breakdown

Course Start Date:
Location:
Type of Credit:

Course Types:

Title
Test 33
Test Workshop
Test
Test 3
TEST
Title:

Facilitator:
Credits:

Type

Credits

Mo records to display.

888-G0O4-LINQ
www.LINQ.com

Type of Credits

Credits
CEU 3.00
CEU 3.00
CEU 3.00
CEU 3.00
CEU 3.00

Description:

Admin Notes:

2528 Independence Blvd

Wilmington, NC 28412

© 2023. EMS LINQ, Inc. All rights reserved.

Submit Date
08/14/2016
07/20/2016
07/20/2016
07/20/2016
07/20/2016

5 Add New

Approval Status
Approved
Denied
Approved
Approved

Approved




¢ Notes from the Human Resources department will appear under Admin Notes.

Course Types:

HQ Staff Development

Credit Breakdown

Type Credits
Content 3.00
Literacy 0.00
Technology 0.00
Other 0.00
School Admin 0.00

Out of District Workshop Request(s) 55 Add New
Course Start Date Title Type of Credits ~ Credits Submit Date Approval Status

’ 09/01/2016 Test 33 CEU 3.00 08/14/2016 Approved
7 08/01/2016 Test Workshop CEU 3.00 07/20/2016  Denied B
V4 07/29/2016 Test CEU 3.00 07/20/2016 Approved
7 07/25/2016 Test 3 CEU 3.00 07/20/2016 Approved
7 07/24/2016 TEST CEU 3.00 07/20/2016 Approved h

Course Start Date: 08/01/2016 Title: Test Workshop
Location: Test Facilitator:
Type of Credit: CEU Credits: 3.00

Description:
Test

Admin Notes:
Please provide certificate.

o Ifthe requestis denied, reenter with the changes noted by the Human Resources department and

submit.

EE F] 888-GO4-LINQ
www.LINQ.com

2528 Independence Blvd

Wilmington, NC 28412
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