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1. System Access, System Modules and Application Users Login 

 1.1. Access HR-Assist 
Hr-Assist can be accessed through any type of explorer over internet.  

 

Each login has to select a college that the employee is belong to. The login ID and password are 

the same credentials you use to access your office computer.  

Once the user passed the authentication, the main page of Hr-Assist will be shown, with the 

available option links in the middle of page. Based on the role assignment by the system 

administrator, each user or employee will have different link(s) to access the different module(s) 

of the system --  
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1.2. Application Users' Login and Authentication 
The user's authentication is done by active directory control of the college. 

There are two types of users in Hr-Assist 

1) Regular Employees -- to access the employee module by click Employee Iogin 

command.  

This module will allow full-time employees to 

• Enter and review timesheet 

• Inquiry the leave balance 

• Review the posted timesheets 

• Make leave request 

• Find and download the HR documents 

• Check the timesheet submission dates 

 

2) Hr-Assist Users -- to access the control and management modules of Hr-Assist.  

There are three levels of control and management module in Hr-Assist. Each user will 

be assigned to the access one or multiple modules, and user can access the system 

module by click command on the left side menu.   

i. Department logon 

• Review and approve employee's timesheets 

• Review and approve employee's leave requests 

• Print management reports 

ii. Human Resource logon 

• Manage employee records  

• Daily transactions 

a) Leave time adjustment 

b) review leave transactions 
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c) Monthly increment 

d) leave initial balance setup 

e) Recalculate employee's history    

• Timesheet entry control 

• Year-end processing 

• Reports 

iii. System Administrator Logon 

• Application setup 

• Manage application users 

• Pay Period definition 

• Department and titles 

• Documentation posting 

2. Employee Module 
Once the logged in to this module, the employee will be redirected to the following page with 

the available options on the left side menu area— 

 

The options are: 

1) Timesheet Entry -- Enter and review timesheet 

2) Balance Inquiry  -- Check the current leave balance 

3) Posted Timesheets -- Review the posted timesheets 

4) Request Leave -- Make leave request 

5) Submission Dates -- Check the timesheet submission dates 

6) Logoff – logout from the system 
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2.1. Bi-Weekly Timesheet 
The timesheet browser below will show all the newly entered timesheet(s) in the current time 

entry period for the employee – 

 

You can click <Add New T/S> button to create a new timesheet, or click the link command View 

Timesheet on the right to each timesheet to review it.  

 

2.1.1. Form of Timesheet 

 

a) In/Out Timesheet with OT, Shift 

Tracking work hours with time in/out, leaves, OT, Shift Holiday, and Comp Time hours 
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b) In/Out Timesheet without OT, Shift 

Tracking work hours with time in/out, leaves, and Comp Time hours 

 

 

c) Leave Only Timesheet 

Tracking leaves hours, no working hour needed. Only A/L, S/L and other leaves columns 

are enabled for this form of timesheet. If there is no leave in the period, check ‘No 

Absence this Period’ next to the comments box. 
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2.1.2. Timesheet Entry 

The default period is set as the current period. If you want to enter the time for the prior 

period, you need to select the pay period on the top before entered the hours. Once the 

period being selected, the day of week and date columns on the left will be refreshed.  

1) The rule of time entry 

a) Using AM/PM with the HH:MM format, where MM is only the quarter values of 

00, 15, 30, or 45, example, to input the time 9:45, both 945 or 9:45 are 

acceptable. 

b) When calculating the total hours in each column, the time will to be converted 

to decimal number and show the decimal in the total row, like 29.75. 

c) Employee can only enter the timesheet for the current pay period, or the 

previous pay periods in the same fiscal year. To enter the previous period 

timesheet, select the Period in the combo list on the top of the page. 

d) Working hours cross the midnight should be separated.  Ex.  An employee works 

from 11:00 PM (Monday)-7:00 AM(Tuesday), the time entry should be Monday 

11:00PM-12:00AM and Tuesday 12:00AM-7:00AM. 

2) Quick daily entry duplication and removal 

Employee can copy the entry line of a day and paste to the other day by moving the 

cursor to the double-dot pop-up command tips – 

 
Time entry line can also be removed by click ‘Clear’ button. 

3) Save and Submit timesheet 

Once employee finishes the time entry, click “Save and Submit” button to submit the 

timesheet for supervisor’s approval. Or if the timesheet is not completed, and will 

return back to finish later, click “Save” button to save the timesheet. Supervisor can’t 

make any changes nor approve the timesheets those are not submitted. 

If the timesheet is entered by time clerk or supervisor in department login, the “Save” 

button will submit the timesheet automatically.  

4) Modify and remove timesheet 

Before the timesheet is submitted, employee can make the changes or remove the 

timesheet by click “Modify” or “Delete” button. However, once the timesheet is 

submitted, those two buttons will be disabled. The supervisor can make the changes on 

the timesheet before approval. 
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2.2. Balance Inquiry  
Employee can check the leave balance in the following balance summary page --   

 

Employee can also print the detailed leave history report by click the report link on the lower of 

the page. 

  

2.3. Posted Timesheets  
Employee can review the posted timesheets in the following page – 

 

To view the details, just click the link command View Timesheet on the right of each timesheet-- 
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2.4. Request Leave  
This option allows employee to submit the leave requests – 

You just need to fill out the dates, days and type of leave with comments and click <Submit the 

Request> in the above page. 
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2.5. Submission Dates  
Employee can check the scheduled timesheet submission dates posted by the Office of Human 

Resources. Here is the sample – 
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3. Supervisor Operation 
In this module, time clerk and/or supervisor of the department can review and approve 

timesheet and leave requests for its employees. Also, the supervisor or head of departments can 

access the management reports.  

Once logged in to this module, department user will be redirected to following page with the 

available options on the left side menu area— 

 

The options are -- 

1) Approve RGLR Timesheets 

2) Approve PSC Timesheets  

3) Review Posted Timesheets 

4) Leave Requests 

5) Management Reports 

6) Submission Dates 

7) Change Department 

8) Logoff 

3.1. Review and Approve Timesheets  
Supervisor, chair of the department and HR users can review the timesheets. Submitted 

timesheets must be approved by supervisor and/or chair of department before the end of entry 

period in order to processed by HR. 

Time clerk or supervisor can sign in though Department Login, and select Approve RGLR 

Timesheet (Civil Service titles)  or Approve PSC Timesheet (PSC and ECP titles) link on the left 

side command area. 
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The timesheets can be reviewed by department users or HR users by click the Timesheet link 

command on each row.  

 There will be different status of the timesheets in the browser – 

1. Timesheets entered but not yet submitted by the employee 

• Employee can make the change or remove the timesheet 

• Supervisor or department users can review the timesheet 

• Supervisor can’t approve nor change these timesheets  

2. Timesheets submitted but not yet approved 

• Supervisor can review the timesheet and click the check box to mark it and 

then click ‘Approve Selected T/S’ button to approve the checked timesheet, 

or click ‘Approve all T/S’ button to approve all submitted timesheets. 

• To approve the timesheets, approver have to enter password for the user 

authentication – 

 
• Once the timesheets being confirmed, the column "Approved" of each 

timesheet will be marked as 'Y' 

• Date and Employee or time clerk’s name will be stamped on the timesheet 

• Employee can’t make any change on the submitted timesheets 

• Supervisor, department and HR users can review the timesheet 

• Supervisor or department users will approve these timesheets 



 

 HrAssist -- Full-Time Time and Leave Management System User's Guide 

 

SOTA Computer Services Inc.                                                                                                                          Page 14   
 

• The timesheets can be changed by supervisor, department or HR users and 

the date and user name will be stamped with the reasons will be appended 

to the comments to record multiple changes, if any, on a single timesheet 

3. Timesheets are approved 

• Date and Approver’s name will be stamped on the timesheet 

• Supervisor, department and HR users can review the timesheet, but can’t 

make any changes 

• If any errors found after approved, supervisor, department users, or HR can 

unapproved the timesheet, the date and user name with reasons will be 

appended in the comments 

• The email will be triggered to employee indicating the un-approval 

• HR will process approved timesheets after the time entry period is closed 

3.2. Review Posted Timesheets  
Department users can review the posted timesheets of the employees in the department -- 

 

In the search area on the top, you can set up the filters to narrow down the searching to find 

specific timesheet(s), by enter full or partial of employee name or ID, or title, or select the year 

and period. 

 

3.3. Leave Requests  
The supervisor or head of department can review and manage the employees’ leave requests.  

The following page is the summary list of the leave requests. You can narrow down the search 

by setting the filters on the top. 
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And click the link button View on each line to review the selected request -- 

 

The supervisor or head of department can approve or disapprove the request by click the button 

<Approve> of <Reject> with the comments.  

 

3.4. Management Reports  
There are some reports are available to supervisors and head of department -- 
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3.5. Submission Date 
This is the same function as employee’s login to review the timesheet submission schedule 

 

3.6. Change Department  
Some users may be assigned to manage the multiple departments. This option allows the user 

to switch the department without sing-off and sign-in --  
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4. Human Resources Management Module 
Human Resources module is for the users of Human Resources and/or Payroll to manage the 

employee records, setup pay periods, process the timesheets and manage the employees’ time 

and leaves. 

Once logged in to this module, department user will be redirected to following page with the 

available options on the left side menu area— 

 

The options are -- 

1) Employee Information 

2) Daily Transaction 

3) Timesheet processing 

4) Annual Leave Requests 

5) Year-End Processing 

6) Reports 

7) Logoff   

 

4.1. Employee Information 
This option is designed to manage employee records, accrual rates and long term leaves.  

4.1.1. Employee Browser 

Once Employee Information option being selected, the employee browser will be shown -- 
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The command links on the upper right: 

• Search -- to set up the search filter by enter employee's last name, first name or ID, and 

select the department 

• Add New -- to create a new employee record 

• Close -- exit the current page 

You can reset the records order by click the header of each column. 

4.1.2. Employee Record 

To view details or modify the record, click the link button on the last column of the employee 

record. Then the employee record will be shown -- 

 



 

 HrAssist -- Full-Time Time and Leave Management System User's Guide 

 

SOTA Computer Services Inc.                                                                                                                          Page 19   
 

The command button on the lower of the page: 

• Leave Detail -- to record the long term leave 

• History Report -- to review employee's leave transaction history. This will recalculate the 

history from the leave image date of this employee. For the detail of leave image, see 

Refresh History operation in System Maintenance. 

• Modify -- to change the employee's information 

• Clear Missing Timesheet – to manually adjust the missing timesheet status for some/all 

timesheets wasn’t submitted in the system 

• Delete -- to remove this employee from the system 

• Close -- exit the current  page 

 

4.1.3. Recording long term leave 

To record or review the long term leave, click the Leave Detail button, then the following page 

will be shown: 

 

Just select the corresponding button to add new leave, delete or modify a leave record. 

4.2. Daily Transaction 
User can perform the daily time and leave transactions in this sub module.  On clicking 'Daily 

Transactions' command in the left side menu, the menu area will be expend and the sub menu 

will be shown: 
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4.2.1. Leave Time Adjustment 

This option allow user to make adjustment on the leave transactions. First select the employee 

from employee browser. Then the following page will be shown: 

 

4.2.2. Review Leave Transaction 

This option allow user to make adjustment on the leave transactions. First select the employee 

from employee browser. Then the transaction details will be listed: 

 

The transactions can be filtered by setting transaction date range, selecting transaction type or 

leave type. The selected transaction can be removed from database be click the Delete button. 

It is strongly suggested to recalculate the leave balances after the deletion of the transaction by 

click the Refresh History button. 

 

4.2.3. Monthly Leave Increment   

This option provides the method of accrual the Annual and Sick leaves to all active employees 

each month by the current leave rates. Also, it will trigger the anniversary rate change by the 

definition of the contract, Original Appointment Date and the longevity of the employment of 

each employee.  
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For all contracts, the increment is performed at the end of the month. 

To do the monthly increment, first enter the effective date.  For example, to run the accrual for 

April 2023, enter the last of date of the month as the effective date (4/30/2023). 

 

   

4.2.4. Set the Initial Leave Balances 

This option is to set the initial leave balance for the employees for the transferred from other 

college or new system setup without all the leave transactions. Once the initial balance is 

entered, the system will calculate the leave balance from these value.  To enter or change the 

initial balance, first select the employee from employee browser. Then the leave balance will be 

shown on the top of the page -- 

 

The format of the balance should be Days-Hours-Minutes. 

4.2.5. Bulky Email 

Human Resource can send bulky emails to the selected employees with attachments for any 

occasions at any time. As most of the email system, to compose a bulky email, you just need to 

enter receipts, subject and email body message. And choose the attached document(s). 
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The email receipts’ email address can be entered in the receipts box separated by semicolon ‘;’, 

or grouped by selected department, title or contract.   

 

To add the attachment, click link command Add Attachment and choose the file on your 

computer, and click Upload. And finally click Send command to send the email --   

 

4.2.6. Recalculate History 

This command is for the refreshing the leave balance recalculation for all the employees. 
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For the regular calculation, just click Star button. It is strongly suggested the calculation being 

performed after the work hour.   

 

 

Once the recalculation started, a counter with employee’s name will be displayed indicating 

which employee is working on. HR user can cancel the operation by click Stop button. 

In case of system stopped in the middle of the recalculation for any unexpected reason, HR user 

can restart the operation in the middle of the process by entering the counter number on which 

stopped. 

There are two link commands at the lower page – 

1. Reset the Balance Image 

As mentioned, the history recalculation is a very time consuming procedure. The 

process will be slower as the leave transaction data grows.  
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Saving the balance image will create the balance image on certain date for each 

employee, and system will start the calculation from the image point, instead of the 

earliest leave transaction. This will speed up the process and reduce the operation time. 

The image date normally set as the beginning date of the past third or fourth fiscal year. 

For example,  if the current date is December 1 2012, the image date could be 9/1/2009. 

The system will save balance once the image date is set. The regular balance calculation 

will be start from the image. Generally, the image date can be reset at the beginning of 

each fiscal year.  

To update the image, click 'Reset the Balance Image' link button, then select the new 

image date -- 

 
This leave balance image can be also used to archive the leave transaction data to 

reduce the size of physical database. 

 

2. Refresh Employees’ Leave Accrual Rate 

This operation is to reset the accrual rate, including the anniversary rate increase for 

each employee. 

4.3. Timesheet Entry Control  
This option provides a set of procedures to control cycle of timesheet entry which driven by pay 

period. For each pay period, the timesheet processing will follow the cycle -- 



 

 HrAssist -- Full-Time Time and Leave Management System User's Guide 

 

SOTA Computer Services Inc.                                                                                                                          Page 25   
 

 

 

4.3.1. Pay Period Date Definition 

In the timesheet processing cycle, the system automatically start and close the timesheet entry 

period for each pay period. This is driven by the pay dates table defined in the System 

Administration. Please refer Section 5.3. in this manual for details. 

 

 

 

 

 

4.3.2. HR Timesheet Processing  

System provides the email reminder to send out the emails to Supervisor and time clerk of each 

department for the timesheet approval before the time entry closing date.  
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Once the time entry stopped, HR can review the timesheet by print out the timesheet control 

reports, and may add the missing timesheets. Finally, post the timesheets to update the 

employee's leave balance.  

 

 

4.4. Leave Requests 
HR users can review the leave requests from the employees, and the actions made by the 

supervisors of all the departments. There are no actions for the requests on this level. 

 

4.5. Year End Processing 
At the end of the fiscal year, HR needs to reset the Leaves for the new fiscal year, including 

• Reset AL for New Fiscal Year 

• Reset UH for New Fiscal Year 

• Reset ML for New Calendar Year 

javascript:__doPostBack('ctl00$ContentPlaceHolder1$lnkYeaEnd1','')
javascript:__doPostBack('ctl00$ContentPlaceHolder1$lnkYeaEnd2','')
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4.6. Reports 
System provides various comprehensive reports for the time and leave control and employment 

management -- 
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5. Administrator's Module 
This module provides the tools to maintain the system definition, document posting, and 

manage the application users’ account. 

Once logged in to this module, system administrator will be redirected to following page with 

the available options on the left side menu area— 

 

The options are -- 

• Application Setup 

• Application Users 

• Pay Period Definition 

• Department / Title Definition 

• Document Posting 

• Holiday Definition 

• Email Editor 

• Logoff   

 

5.1. Application Setup 
This option is to customize the welcome page message, Announcement and Contact 

Information. It is a HTML editor and what you will see on the editor is will be displayed on the 

main page. The graphic tool bars on the top of the editor can help user to create professional 

web contents. 
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5.2. Application Users 
This sub module is to define the application users profile including users login info and access 

roles. Once the Application Users option is clicked, the user's browser will be shown --  

 

To add a new user's record, click Add a New User button. To change the selected user's info, 

click the link button View on each row. To delete a selected used, click link button Remove on 

each row. You can print the user list by click Print button. 

When click Add a New User or View button, the detail info will be popped up on the top of the 

page. 

 

There are seven access roles for the users: 

• Time clerk - Time clerk can enter the times for the employees who are not available 

accessing HrAssist, checking and verify the timesheets employee entered 

• Supervisor –  
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o Check and approve the timesheets,  

o review and approve employee’s leave request, and  

o review the management reports 

• Chair/Head of Department –  

o Reviewing the management reports,  

o Check and approve the timesheets and/or leave requests if the supervisor is not 

available  

• HR – HR Users manage the daily operations 

o Managing employee records 

o Managing employee’s time and leave activities 

o Control the time entry period, overview the timesheet and posting the 

timesheets.  

o Perform year-end processing.  

o Reviewing the management reports. 

• HR Reader – HR Reader cannot add nor make the changes on employee’s record and 

time and leave transactions. They can only -- 

o Review employee records,  

o Review employee’s time and leave information and  

o Review management report.  

• HR Super User – Same as HR user with some exceptional operation 

o Year-End Processing 

o Remove Leave Transactions 

o Batch refreshing employees’ leave Accrual Rate 

o Resent employees leave balance image and archive employee’s leave 

information 

• Admin - System administrator maintaining the system operation   

o Application setup 

o Manage application User’s account  

o Time entry period definition 

o Manage department and title records 

o Document posting 

o Holiday definition 

o Maintain the text of outgoing emails 

The Status dropdown box defines the current status of the user. The value can be  

• Blank – The user if active for the operations regarding to the roles assigned 

• Inactive – The user is inactivated 

• Suspended – The user is temporarily disabled to access to HrAssist 
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If the status is set to Inactive or Suspended, the user can’t access to HrAssist and will be 

excluded to the outgoing emails and reminders from HrAssist.   

5.3. Department and Title Definition 
Pay Period Date Definition 

 

 

Before the new fiscal year starts, each pay period should be defined in the system -- 

• Period: The pay period number 

• Start Date: The start date of the period 

• End Date: The end date of the period 

• Entry Date: The start date of the time entry for this period, by default, it will take the 

end date of the period. It is suggested to have this date defined a few days later than 

the end date to allow HR process the timesheets without interfering by department's 

time entry. 

• Close Date: The end date of the time entry 

 

5.4. Department and Title Definition 
This option allows Administrator to define or change the department and titles -- 
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5.5. Department and Title Definition 
This option allows administrator to post the documents and forms, so the employee can access 

the documents in their login to HrAssist -- 
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You can add a new document by click <Add New> Button. Then can upload the file from your 

local computer to HrAssist and assign the document description:  

 

You can change the description by click Edit link of each line, or remove the document by click 

Remove link button. 

5.6. Holiday Definition 
To make sure the timesheets entered correctly, System maintains the holiday table. Once the 

holidays are defined, they will be indicated in the timesheet entry page. 
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You can add a new holiday record by click Add a New Holiday link button on the top. Or make 

the changes and remove a holiday by click Edit or Delete link button on each record.  

5.7. Email Editor 
There are many outgoing emails to the employees, supervisors, or other group of users. System 

provide a HTML editor for user to customize the messages in the email. 

 

All the outgoing emails are listed in the dropdown box of “Select an Email”  -- 

 

Once the email is selected, the email subject and body text will be shown and user can make the 

change. 

Since there are some data needed to pull up by the system, there are special blocks tagged by 

{#System: … #}, in the email body test cannot be changed. Otherwise, the email may not be 

compiled correctly. For example, in the email below, {#System: Period#} will indicate the current 

period for the email, and {#System: Cutoff Date#} will indicate the end date of the current 

timesheet entry period. 
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You can add the rich text with the graphic buttons on the top area of the editor and add the 

links for the web page references.  

If you are experienced with HTML tags, you can directly modify the text in HTML mode by click 

button ‘<>’ at the bottom of the editor – 

 


