
HUNTER PHARMACY SERVICES, INC.

LEGIANT TIME CARDS

PAYROLL VERIFICATION AND SUBMISSION

· It is the employee’s responsibility to review their time sheet on the first working day after the pay period closes to verify that all punches are correct and the time sheet is complete.
· It is the supervisor’s responsibility to review all time sheets for their facility within 2 working days of the pay period closing and approve them.
· The payroll department will pull all time sheets the morning of the 3rd working day after the end of the pay period.
· Sick time, vacation time, personal time not recorded by the 3rd working day will be paid on the next pay period after documentation is received.

· If the Legiant system is “down” or unavailable, keep track of your time.  When the system is functioning, manually enter the time and inform your supervisor.  Make a comment within Legiant to document the reason for the edited punches.  The process is described within these instructions.

WEBSITE: https://time4.aditime.com/Hunter/LegiantTimecard
(To make life easier, you may wish to save the above link to your desktop).

LOG IN
Your user ID: First initial/last name.  For example, Joe Tech would be “jtech”

Initial Password: time (you will later change this to your own personal password)

· Go to website

· Log in screen will appear

· Enter your user ID

· Enter password (time)

· Click on Login

· Screen will say Welcome Joe Tech
· There will be 4 boxes at the bottom of the screen – Punch, Transfer, Home Page, & Cancel

PASSWORD CHANGE
To change the default password (time), log on to the system by going to the same website as above: https://time4.aditime.com/Hunter/LegiantTimecard
From login:

· Click on Home Page

· Click on Preferences

· You will be on the General tab

· At the bottom is “Change Password”

· Enter the default password (time)

· Enter the new password

· Confirm the new password

· Exit

PUNCHING IN

· Click on “Punch”

· Screen will show the date and the time. If this is correct, click ok

· Close screen.

You will repeat this to punch out when you go to lunch, or for any other personal business. Upon your return you will punch back in and when you leave for the day you will punch out. 

NOTE:  For those who will be working at multiple facilities –you will need to use the transfer function to document your arrival and departure from each facility.

TRANSFERS

If your work takes you from one location to another in the course of the day, you will utilize the “transfer” function.

· Log in

· Punch in at the first location

· When leaving that location, do not punch out.  Log in and choose “Transfer”

· Use the location drop down feature and select the new location that you are going to.

· Click OK

· NOTE:  The transfer function is only good for 2 punches.  You will need to ensure that the correct facility is selected.

MISSED PUNCHES

If you forget or circumstances prevent you from punching in a timely manner, it is your responsibility to add the missing punches as soon as possible and before the end of the pay period.  To enter the missing punch(es):

· Log in

· Select Home Page

· Select the “My Time Card” tab.  This will show you the current time sheet.

· Select the date with the missing punch

· Enter the correct time in the correct box for that date (Ex:  enter 6P to document 6PM)

· Place the cursor in the next box down from the last entry made and scroll down to the “Time Detail” box

· Verify that the “Time Detail” box shows the correct date.  This section shows the time in, time out, total number of hours, location and pay type.  

· Move the cursor to the far right until you see a box titled comments.  Enter a brief comment for the corrected punch (Ex:  computer down, late patient admission, etc.)

· Save 

· Close the time card
DOCUMENTING UNEXPECTED ABSENCES 

· If you have an unexpected absence (Ex:  due to illness), treat this event as a “missed punch” as above and enter your normal hours on the appropriate day. 

· Log in

· Select Home Page

· Select the “My Time Card” tab.  This will show you the current time sheet.

· Select the date with the missing punch

· Enter the correct time(s) in the correct box for that date (Ex:  enter 6P to document 6PM)

· Place the cursor in the next box down from the last entry made and scroll down to the “Time Detail” box

· Verify that the “Time Detail” box shows the correct date.  This section shows the time in, time out, total number of hours, location and pay type.  

· Move the cursor to the far right until you see a box titled comments.  Enter  “Sick Day” in the comment field.

LEAVE REQUESTS (EXPECTED ABSENCES)

If you have a planned absence from work (Ex:  Vacation, Holiday, Personal Day, Jury Duty, etc.), submit a Leave Request, even if you have already arranged coverage.

· Log in

· Select Home Page

· Select “My Leave Request” in the green bar on the right of the screen

· Select “New Leave Request” in the blue bar on the right of the screen

· Use the calendar to select the beginning and end date of the leave request

· Click the magnifying glass as the drop down feature to select the pay type

· Click the magnifying glass as the drop down feature to select the reason for the leave

· Select Submit and Close

· Inform you supervisor of the submitted leave request and coverage needs

· Your supervisor is responsible for approval of the request

· You may check on the status of your leave request by selecting “My Leave Request” and clicking on “View”

ON CALL PAY

This is NOT documented through Legiant.  Document your hours for On Call Pay on the On Call Log and fax to the corporate office.

CALL BACK

This is documented through Legiant.

· Log in

· Select Home Page

· Select the “My Time Card” tab.  This will show you the current time sheet.

· Select the appropriate date to document Call Back 

· Place the cursor in the next box down from the last entry made and scroll down to the “Time Detail” box

· Verify that the “Time Detail” box shows the correct date.  This section shows the time in, time out, total number of hours, location and pay type.

· Enter the time arrived in the next available time slot.

· Enter the end time for call back.  Example:  If you are paid for a 1 hour minimum for call back, enter 1 hr from the time you arrived.

· Move the cursor to the right until you reach the pay type.  

· Use the magnifying glass as the drop down feature to select Call Back as the Pay Type.  

· Save 

· Close the time card
MESSAGES

· Log in

· If there are messages, you will see a notation 

· Select Home Page

· Select the Green Tab labeled “Messages”

· The message will be displayed

· After reading, you may highlight the message and then click on “Delete Message” within the blue bar at the far right side of screen

LOG OUT

· When you are finished using Legiant, save any information and always Log Out.  Select “Log Out” at the very top right hand side of the home page screen to exit Legiant.

SUPERVISOR FUNCTIONS

APPROVING LEAVE REQUESTS

· Log in
· Select Home Page
· On the far left side of the screen you will see a section labeled “Information”.  Half way down, you will see “click here to view this section”.  Click on this prompt.
· Go to the Leave Request Section on the far left of the screen and click on the underlined number to view Leave Requests
· Select or highlight the line item entry for the appropriate employee
· Once selected, choose either “Approve” or “Deny” which is found in the blue bar area at the right hand corner of the screen
· Enter comment in the Supervisor Note box which is displayed (Ex:  “Coverage has been arranged” OR “No coverage needed”, etc.)
· Select OK
APPROVING TIME CARDS

· Log in
· Select Home Page
· On the far left side of the screen you will see a section labeled “Information”.  Half way down, you will see “click here to view this section”.  Click on this prompt.
· Go to the Approvals Section on the far left of the screen and click on the underlined number under “Unapproved Time Cards”.

· Because you will be approving time cards for the previous payroll period, you will need to select “Approval Filter Options” which is found in the blue bar on the right hand side of the screen

· Leave the check mark in the Supervisor Unapproved box

· Select Prior Pay Period

· Select OK

· Review the employee’s time card summary

· To see more detail or to edit the employee’s time card, select the “edit time card” box which appears below the employee’s name and date 

· This function will show the detail of an employee’s time card, including any comments they may have made for missed punches, etc. in the Time Detail section 

· If you were to make any changes to the time card, select SAVE before closing

· Approve the time card by clicking on the box by “Supervisor approved” which is to the lower left portion of the employee’s paytype summary
· Click on submit within the blue bar on the far left side of the screen. 

· Repeat this process for each employee.
LOG OUT

· When you are finished using Legiant, you should always Log Out.  Select “Log Out” at the very top right hand side of the home page screen to exit Legiant.


