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Employee ID 


       Enter Employee ID.


Password 
       8 to 12 characters and contain at least one number and one letter.
       Example: mydogspot112


LOG IN:
1.  In the ID box, enter your Employee ID then hit tab key
   2.  In the Password box, enter your Password and Click on either the Punch, Transfer,
     or Employee Web Services button.
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PART ONE: GETTING STARTED


STEP 1: Logging In
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LOGGING IN FOR THE FIRST TIME:


STEP 1:  Leave the Password box empty and Click on either the   
               Punch, Transfer, or Employee Web Services button. 
               The Setup Password window will appear.
            


               
STEP 2:   Key in your new password in the New Password and again in the Verify
                Password boxes and Click Confirm.
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CHANGE PASSWORD
1.  In your EWS menu bar, Click on Attendance.
2.  Click on Profile.
            3.  Under User Name / Password, click on the                              icon displaying to  
     the right.


** The above window will display if you are using strong password security is enabled.


4.  Enter in your new password into the New Password and Verify Password fields.


5.  Select your Security Question from the drop down menu.
6.  Enter your Answer to your security question.
7.  Click Confirm.
     8.  When you have completed your entries, go up to the top left-hand side and 
     Click Save.
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LOCKOUTS
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 Notes:
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PART B: NAVIGATION


                   
                   Categories:  First-level tabs that group employee functions.
                           Pages:  Second-level tabs that organize employee functions.
                              Tabs:  Third-level tabs that further break down functions.


EWS typically provides employees access to two categories:


• The Attendance category is used for tracking time.
• Web punch employees are able to:


• Review their timesheets for the current and previous pay periods 
(read only).


• Web entry employees are able to:
• Input their work hours for the current pay period.
• Submit timesheets.
• Review previous timesheets.


• The Scheduler category is used for work schedules and enables employees to:
• View weekly schedules.
• Submit time-off requests.
• View the statuses of their time-off requests.


Filters and Icons are available throughout the system


           Filters:  Used to view specific criteria
                         example: Filter by date range  


            Icons:  Graphic image on a computer screen representing a disk drive, a file, or
                         a software command. A graphic shortcut to performing a task.
                         example: Save, Print, Calendar, Apply Filter, Add Record
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            Second-Level Tabs (Pages)


First-Level Tabs (Categories)


Navigation
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ATTENDANCE CATEGORY
                                                                                                                   


TIMESHEETS
       The Timesheets page allows employees to review their punches for the selected pay 
period. The timesheet display defaults to the current pay period.


                                                                                                                                           


Icons and Shortcuts: Some items may not be available due to system configuration          


Save entries View Hourly timesheets


Add blank row Recalculate the timesheet


Delete selected row Add multiple records


Revert to previously saved 
timesheet


Insert one or more punches 
for the employee


Print displayed information Configure timesheet column 
display
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Navigation
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The following information on a time punch may be changed if the 
timesheet is not submitted:


Date - Click on the drop down list box to select the date or input directly.
                         Pay code - Click on drop down list box to select any applicable pay code.


IN Time and OUT Time - The acceptable formats are
• "hh:mm": Example - "08:00"
• "hhmm" (without : between hh and mm) if using military 


time: 
                                                Example - "0815" for 8:15 AM, "1715" for 5:15 PM 


• "hhmm" with am or pm for OUT time: Example - 
"0503pm"


• “hhmma” or “hhmmp”: Example “8a” for 8:00 AM, “1015p” 
for 10:15 PM


Edit Punch Record:
Click on the field of the time punch record and type over the existing content or select 
the entry from the drop down list box if applicable.


Department Transfer:
Click on the cell in the Department column to select the department.  


Job Transfer:
Click on the cell in the Job column to select the job.  


Reason: Enables you to add existing reason codes to your timesheet edits.  You can 
add a reason by clicking on the corresponding cell in the Reason column. Click Save 
when you are done.


Add A Note:        Enables you to add notes to a timesheet. You can also add a note 
by clicking on the corresponding cell in the Notes column. To save, Click OK.
          
Add Record: Allows you to insert additional rows to add non-worked pay code hours. 


1. Click Add Record. 
2. Select the cell in the Date column and choose a date. 
3. Go to the PayCode column and choose a code from the dropdown 


menu.
4. Input the number of hours directly into the Reg column.


Change Pay Period View:       
Click on the Pay Period drop down arrow, select the arrow up or arrow down, or click on 
the calendar icon and select the date.
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Navigation
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ADDITIONAL DISPLAYS:


The timesheet also offers additional displays which are view only:
• Weekly Summary
• Timesheet Summary
• Accrual Summary
• Point System Summary
• Pay Matrix Summary
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Notes:


Navigation


Expand the display                               Minimize the display
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SUBMITTING TIMESHEETS
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Web input employees should submit their timesheet if required. 


Once a timesheet is submitted, it is read-only and cannot be edited.


If employees do not approve of the hours entered into their timesheet, they should 
contact their Supervisors immediately and should not submit the timesheets.


  
                 Contact your Supervisor for the timesheet submission deadline.


Navigation
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SCHEDULES
NOTE: The Schedules tab is VIEW ONLY.  Questions regarding your schedule should 
be addressed with your Supervisor.


The selection bar allows you to view your schedules by Pay Period or by Month:


Pay Period: Use the up and down arrows to scroll through pay periods or Click the 
Calendar icon to choose your pay period.


Month: The Up arrow will move you forward in the months, the Down arrow will move 
you back.


Schedule Summary: Displays a summary of Scheduled and Actual worked hours 
within the pay period or month.


Calendar: Displays schedule details for each day.


Calendar navigation arrows:               Move you forward (Right arrow) or backward 
(left arrow) by month in the Calendar display.
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ACCRUALS
NOTE: The Accruals page is VIEW ONLY.  Questions regarding your Accruals should 
be addressed with your Supervisor.


The Accruals page allows employees to view their benefit accrual hours summaries and 
details.


FILTERS:


Sort by            Allows you to sort your filter by Post Date or Accrual Code.


Filter by          The Accruals page allows you to filter by Date Range, Pay Code or both.


Add FIlter       Click on Add Filter to choose a selection criteria of “is” or “is not” for your 
                        display.


Apply Filter    Applies your selections in your filter to the display.


Clear Filter     Resets your filter selection.
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HISTORY
NOTE: The History page is VIEW ONLY.


The Annual and Monthly Calendar tab displays the employee punch history in 
color coded dates.
- Clicking on a workday will navigate the page to the Calendar Detail tab and show the 
punch details for the selected workday.


- Clicking on “Week” will navigate to the Calendar Detail tab and show the punch 
details for the selected work week.


Monthly Calendar displays employee punch history for the selected month, in color 
coded dates.
Calendar Detail uses filters to retrieve specific pay dates and pay codes.
Calendar Summary tab displays employee attendance patterns by workday with the 
number of occurrences and total numbers of minutes.
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SCHEDULER CATEGORY
                                                                                                                   
The Scheduler category allows employees to


• View their weekly schedules
• Submit time-off requests and review their status.


The Requests page allows employees to submit time-off requests.


To submit a request, follow the steps below:
1.  Using the Week Of: option, Click on the Calendar icon        to select the day or pay   
     period you are reuesting for time-off. The pay period will then appear below in the
     Pending Request display.
2.       
              
     To Add a Request template:  Click on the template (and click on the day) or + sign 
     To Remove a Request template:  Click the - sign.
     To copy your template forward by one day:  Click the >
     To copy your template back by one day:  Click the < 
     To copy your template forward to fill the entire row:  Click the > > 
     To copy your template backward to fill the entire row:  Click the < <   
3.  When you are finished with your entries, Click Save.  
4.  Your time-off request has been submitted for approval.
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#1


#2


#3


Click on the bar option in the day you wish to request.


Navigation
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Using the [0 Hours] template : 


1.   Click on the template (and click on the day) or + sign, on the workday you are   
      requesting time-off.
2.   A popup will appear for you to input the number of hours.
3.   Input the hours and confirm the entry by clicking Save, then Click Exit.


Adding A Note to a Time-off Requests:
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Navigation


To add a note to your time-off request,
 
1.  Click on the yellow Plus sign.
2.  A Schedule Note pop up window will appear.
3.  Key in your note and Click Confirm.
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Add/Maintain Templates:  
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Navigation


Click the Add/Maintain Template icon:


To Add a Template:


1.  Select Pay Code from the Pay Code drop down.
2.  Enter the number of hours for the template in the Hours box.
3.  Click Save when entries are completed.
4.  Click Exit.


To Edit a Template:
1.  Click Edit.
2.  Enter your changes.
3.  Click Save when entries are completed.
4. Click Exit.


To Delete a Template:
1.  Click Delete.
2.  Click Save.
3.  Click Exit.
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REMOVING A TIME-OFF REQUEST


1. To remove an approved time-off request, Click on the red X in the approved request 
day located in the Approved Request + Schedule display. You will receive the pop up 
message below:


2. Click OK. The X will begin to flash on the screen.


3. Click Save.
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CALENDAR


The Calendar page The Calendar page is used by employees to review the status of 
their time-off requests for the selected calendar year. 


The page displays each request based on its status in color:  
       
         Yellow = Pending  G              Green = Approved                 Red = Declined
 


Click "Edit" or click on any date of the month, and the system will automatically navigate 
the employee to the Request page for that week.


To print the calendar view, click the                icon.
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MESSAGING


If there are unread messages from a supervisor, the system will prompt the employee to 
read the messages upon logging into EWS.


            1. Click OK to automatically navigate to the Private Message window.


The        icon in the top right corner of the window 
will continue to flash until all messages are read.


            2.  The Private Message page can be accessed by Clicking the         icon.


                                                                                                                  Getting Started                                                                                       


WWW.ANDREWSTECHNOLOGY.NET    |     (888) 357-7299     |    support@andrewstechnology.net   
                                                             


   20



http://WWW.ANDREWSTECHNOLOGY.NET

http://WWW.ANDREWSTECHNOLOGY.NET

mailto:support@andrewstechnology.net?subject=

mailto:support@andrewstechnology.net?subject=





• The page displays all messages and responses to time-off requests. 
• To view the message in the message box at the bottom of the page, select and 


highlight a message on the top panel.


  3.   Click on the                           button to acknowledge receipt of the message.


The Private Messages page is used to display internal private messages that were 
sent to the system user.


The envelope icon contains all the internal messages. When it's flashing, that 
means you have at least one message that hasn't been read. The My Messages icon is 
located on the upper right hand corner next to Home, Help, and Log Off.  


After an employee submits their time off requests, their supervisor receives an alert 
notice.  As they select each time-off request and click on the Mark Read button, the 
Mark Read button will gray-out and the corresponding record under the "Your Private 
Messages" on the top will change to "Yes" under the "Read?" column. 
 
Just like Supervisor’s messages, employees must acknowledge every time-off request 
record, meaning clicking the Send Receipt button for each request so that the My 
Messages won't pop up at the next login. Once you have successfully sent receipts, the 
envelope icon will stop flashing.
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