
I. Vacation Request Changes 
 

 

 

Timeclock/TimeCard.asp 

 
1. All employees that have access to the ‘Time Cards’ tab will be able to 

request vacation by clicking this button (this link will also be in 
everybody’s index page). 

2. A legend indicates the meaning of different colors in employees’ 

timecards. 
3. When selecting multiple periods or even within a single period, it will 

now be possible to differentiate when employees have regular, 
vacation, or holiday hours within a single day. A forward slash 

separates each type.  
4. Holiday hours are now being displayed in green.  

5. Vacation Hours are now being displayed in red.  
 

 

 
 

 



Vacation Request Button 

 

 

Vacation Requests can also be accessed from everyone’s index page in the 
“My Vacation Request” section. Click on the button that reads ‘New Request.’ 

 
Vacation Request 

 
This is the Vacation Request screen. You will be taken here whether you 
access this page through your index or timecard page.  



 

1. Your current available vacation hours will be displayed on the right of 
the screen 

2. Your name will be displayed.  
3. Your vacation approver’s name will be shown. Each employee will have 

a designated vacation approver. Your approver will be responsible for 
approving/denying your requests. An employee can change their 

approver under ‘User Maintenance’ if you have access to that section. 
4. The start and end date can span multiple days.  

5. A brief description of a vacation request should be entered which will 
allow the vacation approver make an informed decision when 

reviewing your submission and deciding whether to approve or deny. 
 

 
 

 

 
 

Here is sample of a completed form. When you click on ‘Next’ you will be 
taken to the ‘Set Vacation Request Time’ page. In this page you will be able 

to customize the number of hours per day. 
 

 
 

 

 

 
 

 



Setting Vacation Request Time per Day 

 

 
 

Let us assume that you entered a vacation request with start date of May 
21st and end date of May 26th. In this screen you will be able to customize 

the actual vacation hours that you will be using for this period.  
 

1. PTS will remind you again about the available number of vacation 
hours. 

2. Work days will be automatically set to 8 hour days. However, you have 
the ability to select up to 16 hours if your work schedule so requires. 

3. PTS will mark Saturdays and Sundays with an asterisk and set the 
number of hours to zero by default; nevertheless, you will be able to 

modify this amount in case your work schedule includes weekends.  

4. PTS will also inform you about paid holidays and it will also set the 
number of hours to zero.  

5. This is an example showing how you can select only half a day of 
vacation. In other words, set the amount of hours to 4 if you work 8 

hours regularly.  
6. The ‘Preview’ button will display a summary of your request which will 

include a new vacation time balance.  
7. The ‘Edit’ button will allow you to go back to the ‘Vacation Request’ 

screen and modify the start-end range.  
 

 
 

 



Confirm Vacation Request Time 

 
 
This screen will present a summary of your vacation request.  

1. General information about your request will be at the top of the page.  
2. Only days with actual usage of vacation hours will be displayed in the 

request summary. In the same way, only those days will be submitted 
as part of your request.  

3. A vacation balance will be shown at the bottom of the page. A negative 

balance will be shown in red. A negative balance does not indicate that 
the vacation request will not be sent or approved. A negative balance 

only reminds the user that this request if approved as-is, will make the 
employee’s vacation balance to be less than zero.  

4. A user can always go back an edit the hours set in the previous 
screen.  

5. An email will be sent to the requestor and the requestor’s approver 
when this form is submitted. The vacation approver will then make the 

decision regarding this request. 
 

  
 

 
 

 

 
 



Vacation Requests Notifications 

 
 

If an employee is designated as a vacation approver, a new vacation 
approval notification will appear on the leftmost top part of their index page.  

 
Pending Vacation Requests 

 
 

Vacation Requests will be displayed in the ‘My Vacation Requests’ section. 
Each request can have three different status: Approved, Under Review or 

Denied.  
 

Users will have the ability to click on denied vacations and resubmit their 
requests, starting the process again.  

 
Denied Vacation Requests 

 
 

 
 



II. User Maintenance Modifications 

The section of User Maintenance has undergone many modifications in order 
to accommodate this new vacation request. Also, several cosmetic 

alterations were done in order to make these pages more readable.  
 

 
 

This is the new view you will encounter when modifying a user’s information. 
The first distinguishable upgrade is that we have splited the data in four 

main sections. These new sections are pretty intuitive and contain data that 

relate to their name. The new sections are:  
a. General Information 

b. Location and Views 
c. Payroll and Commissions  

d. Schedule and Vacation 
Information in section one, two, and three is what you are used to seeing in 

this page. The upgrade came in section schedule and vacation. We will go 
over them shortly.  

 
 

 
 



User Maintenance [General Information] 

 

 

 

The general information section has the following update.  

 
1. The name of the user’s data that it is being updated is now displayed 

in the top right most corner of the screen. 
2. There is a new field called Short Name. This field will be used as an 

abbreviated id for users. PTS will specially use this field in reports and 

charts.  
3. Required fields are now identified with a red asterisk.  

 
 

 
 

 
 

 
 

 
 



User Maintenance [Locations and Views] 

 
 
The Location and Views section remained the same except for the creation of 

a new category within this tab. The new category is called Other User Views 
Settings. You will find a new field for Error Report Investigation. We will 

elaborate on that functionality shortly; however, this is where a user can 
gain access to error report functionality.  

 

 
 

 
 

 
 

 
 

 
 



User Maintenance [Payroll and Commission] 

 
 

The Payroll and Commission section also remained the same. The single 
change that was incorporated to this page could be found at the bottom. 

There, you will find a Starting Working Time. This will help you set different 
users to various starting working times. In case, your location happens to 

have a second or third shift.  
 

 

 
 

 
 

 
 

 
 

 



User Maintenance [Schedule and Vacation] 

 
 

The 'Schedule and Vacation' section is the one that has undergone the most 
modifications. Timeclock settings remain the same. On the other hand, 

Vacation Settings is a brand new section that you will need to update when 
trying to save a record.  

 
The following are the highlights of this section.  

1. Start of the Vacation Settings Section. 
2. All of the fields with a red asterisk are required in order to continue. 

3. A hire date is required for each user. Once the date has been initially 
set up, this field will become un-editable.  

4. Carry over hours refers to the ability of this user to continue 
accumulating their vacation every year or if a reset is needed.  

5. This will not only display the vacation hours for each employee but it 
will let you modify directly this value. Please use this field with caution 



since PTS will not keep a history of vacation accrual. If you modify this 

field, the old value will be lost.  
6. Each employee is linked to another employee that will approve their 

vacation. Currently all corporate users and administrators are shown in 
this list.  

7. Each employee can have many schedules. Schedules are defined are 
periods of time where a user accrues vacation according to certain 

rules. In this way, you will not be required to reset an employee 
vacation time several times. Just enter various schedules spanning a 

long period of time and PTS will do the calculations and rollovers from 
schedule to schedule.  

8. The first part of the schedule is the maximum amount of hours a user 
can accumulate during this given period of time. If a user hits this cap, 

no more accrual will take place.  
9. Currently PTS has 5 different accrual periods: 

a. Hourly 

b. Weekly 
c. Bi-Weekly 

d. Monthly 
e. Hire Anniversary 

10. The accrual rate period will tell PTS how many hours to accrue every 
accrual period. In the case of the graphic, this employee will accrue .77 

hours every week. The following chart should indicate what rates to 
consider given the amount of hours of vacation per year.  

 
Hours Per Year   

40hrs  80hrs  120hrs 160hrs  
Rate 

Hourly 0.02  0.04  0.06  0.08 
Weekly 0.77  1.54  2.31  3.08 

Bi-Weekly 1.54  3.08  4.62  6.16 

Monthly 3.33  6.66  10.00  13.33 
Yearly 40.0  80.0  120.0  160.0 

 
     11. The start and end date of the schedule will mark the duration of time 

this user will continue to accrue at the specified rate.  
 

 
 

 
 

 
 

 
 

 

 



III. Holiday Schedule 

 
 

This brand new section of PTS can be found under the ‘Tasks’ Tab by clicking 

on the ‘Set Holiday Schedule’ button. This page will let you enter dates that 
your location considers pay holidays.  

 
1. You can select from all the locations you currently have access to. In 

that way, each location can have its own set of specific holidays 
according to its geographical area.  

2. You have the ability to set holidays for several years ahead. This will 
be especially helpful in setting up days such as Good Friday or Labor 

Day that follow under different calendar days every year.  

3. Here you enter a description of the holiday.  
4. Select a date.  

5. You have the ability to set any number of hours for each holiday. For 
instance, if your location only pays half a day for Good Friday, set the 

amount of hours to four.  
 

 
 



IV. Work In Progress Report 

 
 
 

This report could be found under the ‘Reports’ Tabs in the Management 
sections by clicking in the Work In Progress button.  

 
This brand new report will let you know what operators are currently logged 

into what job. Likewise, it will display if this operator is currently performing 

Quality Control Job. A start date and time are displayed along with a 
summary of total time spent performing this activity.  

 
Finally, a chart is attached at the end of the quantitative data 

representation.  
 

 
 

 
 



V. Restrict Item List View 

Users will now have the ability to control the items that they want displayed 
in each job. In this way, if you want to control what items different operators 

or users can select from when adding work to a job, just select those items 
and a smaller list will be displayed.  

 
When creating a job. Select yes and enter the items you want displayed.  

 
 

If you would like to add/delete any item from this restricted view go to the 

specific job and select edit item list.  

 



Editing the item list requires only to select the specific item from the list and 

hit update. Notice that items that are already linked to the job will not be 
able to be deleted.  

 

 
 

 

1. Once you have updated the list to your satisfaction, go back to edit the 
job by clicking on the link to your right.  

2. These are the current items that are available to be selected when 
adding work to a job. If there are no items displayed here, it means 

that you are currently displaying all default items for the job.  
3. Items that are already tied to a job cannot be deleted.  

4. Select as many items as you like from the list of default items. If you 
need more than ten items. Click update and then select more items to 

be added.  
 

 

 
 

 
 

 



VI. Delivery Receipts and Progress Reports 

 
 
Another section with a great deal of improvements is the Progress Report 

and their corresponding Delivery Receipt for each Completion Point. 
 

1. The Progress Report has been redesign so that selecting numerous 
items would not stretch the page to the right. When you select 

multiple items, they will now nicely wrap around the page.  

2. New sort functionality has been implemented. More details will be 
given shortly.  

3. Entering a new Internal Due Date can be quickly achieved by double 
clicking in the space provided instead of typing the entire date.  

4. A date delivered will be automatically determined once a delivery 
receipt has been created.  

 
 

 
 

 
 

 
 

 

 
 

 
 



Sorting Order 

 
  
 

This new sorting functionality will let you drag and drop items to whatever 
order you prefer. Once you hit update you will be able to see it in the 

progress report.  
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 



VII. Commissionable Items 

 

 
 

 
Finally, items can now be categorized as commissionable or non-

commissionable. This new functionality will prevent items that are not 
marked as commissionable to affect gross margin bottom line and hence 

falsely boosting the commission for a sales rep.  
 

At the time of the update, all items will be marked as commissionable; 
hence, the user will not see a difference when it comes to all previous data 

entered into PTS. After the update, users will be able to update items that 
are not considered commissionable. This change will take effect company 

wide and not per location.  


