
Time & Labor Settings:  Exempt 
 
Personal>Access>Edit User Account 

 

• Time & Labor Access:    Don’t Allow 

• Default Home Page:   Self Service Portal 

• Notifications:    Only 1 box checked and email address shown 

 

 



Time & Labor Settings:  Exempt 
 
Personal>Access>Edit Time & Labor Access 

 

• Enable Time & Labor:    Not checked 

• Time & Labor Badge Number:  Blank 

• Payroll Policy:     Salary 

• Holiday List:     - Select - 

• Benefit Code/Accrual Code:   - Select - 

• Allow clock in/clock out through web:  Not Checked 

• Time Sheet Approval and Tracking:  No boxes checked 

• Feature Access Template:   User Access Only 

• IP Access Policy:    IP Policy 

• Mobile Policy:     Mobile Policy 



Time & Labor Settings:  Non-exempt 
 
Personal>Access>Edit User Account 

 

• Time & Labor Access:   Allow 

• Default Home Page:  Self Service Portal or Time & Labor 

• Notifications:   Only 1 box checked and email address shown 

 



Time & Labor Settings:  Non-exempt 
 
Personal>Access>Edit Time & Labor Access 

 

• Enable Time & Labor:    Checked 

• Time & Labor Badge Number:  Enter Employee ID 

• Payroll Policy:     Hourly 

• Holiday List:     Holiday list applicable to employee’s work location 

• Benefit Code/Accrual Code:   Time Off Request 

• Allow clock in/clock out through web:  Checked 

• Time Sheet Approval and Tracking:  No boxes checked 

• Feature Access Template:   User Access Only 

• IP Access Policy:    IP Policy 

• Mobile Policy:     Mobile Policy 
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