[bookmark: _MailOriginal]From: Bielinski, Joann 
Sent: Thursday, August 20, 2015 8:05 AM
Subject: New Functionality in Citytime - lock timesheets

As mentioned during my classes, new functionality for locking out users to individual timecards was being developed for Level 8, 9 and 10 users.  It is now available for your use.  Thanks to Kevin Baas of ITMD, Dawn Crowbridge of DPW, and Cindy Ratliff of Police.

You may now lock individual timesheets or lock all the employees’ timecards in the crew IDs you have access to from further entries.  Lock may be triggered at any time prior to a Tuesday payroll close.  If you are a level 8, 9 or 10 you may access these locks from the Edit/Delete Sheet of any employee.
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“Lock time sheet” locks an employee’s timesheet from further entries.

You may unlock an employee’s timesheet for edits by unchecking the checkbox.
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“Lock all crews” will lock all employees’ timesheets from further entries, that is all the employees in the crews you have access to.  Note:  This is a very important button.  Clicking on this button should be done carefully.

When “Lock all crews” is triggered, you may still unlock one employee’s timesheet by unchecking the “lock time sheet” checkbox from that one employee’s edit/delete sheet.  When edits are complete, you may reapply the lock.

If you accidentally “lock all crews” and then need all your crews unlocked, file a RITS request.  ITMD would do their best to unlock all the timecards.  Again, “lock all crews” is a powerful button.  Clicking it should be done deliberately and carefully.


Joann M. Bielinski, CPP
Assistant City Payroll Manager
City of Milwaukee
Comptroller’s Office

E-Mail:  jmbiel@milwaukee.gov
Phone:  (414) 286-2967
Fax:       (414) 286-3281
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