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Accessing Time and Attendance

Step1: Access theisolved login page by going to

http://www.nasda.org/NASS and clicking on the isolved logo at
the bottom of the page

NASS
About our Partnership with the USDA Natlonal Agricultural Statistics
Service Key Enumerator Resources

CENSUScr
AGRICULTURE

Jsolved

Tip: You can directly navigate to the isolved login screen by entering
the following link:
https://payrolinetwork.myisolved.com/cloudservice/login
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http://www.nasda.org/NASS
https://payrollnetwork.myisolved.com/cloudservice/login

Step 2: You will be navigated to this login page:

1solved

b aEmploy, enable, and empower
your workforce

» Enter your Username (email) and click Next.
> Enter Password and click Next.

**HELPFUL HINT: Click Forgot My Password if you think you may not remember your
password. You can change your password on your own. If you make more than 4
unsuccessful attempts, you will be locked out of the system and will need to ask your
Budget & Accounting Tech (BAT) to unlock your account.**

Password Changes: Your password will expire every 60 days. You may not use a
password that has been used in the last 10 passwords. When you login after your
password has expires, you will be asked to enter your current password and your new
password to change the password.

**HELPFUL HINT: If you are prompted for an “update”. You will want to accept this message.
isolved updates their system on a regular basis to ensure appropriate functionality.
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Step 3: You may be presented with a security screen to ensure you are the appropriate
person logging into your account — this is called Two-Factor Authentication. The system
will send you a one-time passcode (7 digits) to your phone or email (you select) and then

you will enter this information to confirm your identity .

When will this occur? If you are logging in from a new wireless network or a network you
have not used in 30 days, you will be sent a one-time passcode to confirm your identity.

When prompted with the one-time passcode message window, select Email or SMS Text
to define the method you would like to receive the code and click Next. The code is only
valid for 20 minutes. If you navigate away from the code entry screen, you will have to

start over.

Once you have entered the code, click Login.

Email sent! Enter your password
again, along with your one-time

We're sendlm.g a one-time passcode to. ‘ passcode
confirm this is you. Where would you like it
sent? ‘
‘ Password
® Email #2##@payrolinetwork.com [ ..............
! One-time passcode
. q
CANCEL NEXT ,-
h—-&* -

Security Verification
& s
payrollnetwork@myisolved.com @ 9|9 > &
To @ 147 PM

Hello,

You submitted a request for authorization to access isolved from a computer that has not
been used to access isolved in the last 30 days.

Please enter the attached authorization code to successfully complete the isolved login

process.

Authorization Code:

8648030
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Note: If you are only getting the option to send your Security code to your email (and
not phone), you can update your profile settings to include a phone number. This is
located in isolved under your Profile settings.

» Select the bell icon in the top right corner of isolved

> Select Profile

> Select Change next to the right of Mobile number

> Select Save

@ Recentlyvisited

Good morning, - .
Amy o o My Expenses

Time Off

[t's10:39 AM

Details
Preferred name Change
Pronouns She / Her Change
Maobile number 555-555-5555 Change

Registering a cell phone number will give you the option to have login authorization codes texted 1o you.

Password @ 0 e Change

The current password is required in order to change your password or update your security challenge question

Security challenge Change

What was the name of your first pet?

Change mobile number

Current maobile number
555-555-5555

New mobile number

282-638-8888 l
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Time and Attendance Details — Updating your Time Card

Step1: Upon a successful log in into isolved , you will be taken to the employee dashboard.
» Locate the panel Time and Attendance and select Time Card OR use the left menu
and choose Time and Attendance > Time Card (both will take you to the same
location)

1solved

Good morning, Test
Its 11:13AM

My Benefits

8enefit Envoliment

© =mpioyee Marketplace

Deals and discounts for you and

Step 2: Your Time Card will appear for the current pay period.

Time Card MyCalendar  Time Off
Time o ] o
Summary < > | March 26 - April 8, 2023
Eamings
Ho deta to display .
Labor N
No data o display e a0
Adustmens
Ho data to display
o data o display . o
Ho data to display
s o0
s oo
29
T
3% o0
wi
) o0
H o0
& o
bon
b o0
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Step 3: Locate the day that you would like to enter your time.

Step 4: Tap using your (iPad) or click using your (computer) the day you would like to enter
your time.

Time Card My Calendar Time Off
Time Card Week
Summary ¢ » March26 - April 8, 2023
Ezmings
Mo data to display -
Labor R
No data to display 2 .00
Adjustments
Mo data to display * Mo .
7 1. Select the day to enter time
Personal Alerts
No data to display
Tue
25 0.00
@
Benefits
s 0.00
&
Employes
Marketplace ;;E)J 000

Step 5: Select the arrow to the right of the Add Record button in the top right of the screen
and select hours.

Pay Period | W

¢  » March26- April 8, 2023

**HELPFUL HINT: You can change the time card to look by pay period, week, or day at
the top of the time card.

Time Card I ‘ Pay Period | Week Day I
Summary < » March26- April 8, 2023
Eamings

Mo data to display
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Step 6: The Add Record - Hours screen will appear for your to complete.

> Verify that the start date and end date have the correct date (or enter the date if
needed)

Enter your start time
Enter your end time
Tip: you can tap in the box and enter your time or use the arrows to enter your start time

» Validate the Duration is correct. This should auto-populate once entering the start
and end times. (Click to the right of the End Time or in the Notes field to auto-
populate)
Place any special notes about the time entered

Select the appropriate Labor group and Labor fields at the bottom.

Add Record

Hours

Start date 03/27/2023 Start time . -
™ e = Start time 09:00 am
te 03/27/2023 time

s ~ ~

End time 09 : 00 am

ks o o

Labor group REFRESH

Labor | Select bt

Labor Fields \ Labor Group is not
SR, — v . usedandcan be
\ ignored.
CANCEL m Please use Labor
Fields to select
your Project Code.

Note: If there are any notes you would like your supervisor to see, or to have for your future
reference, they should also be entered here. Check with your supervisor to see what sort of
information you are expected to include here. Once you have entered all of the time for
this project on this day, click Save.

Project Codes: If you worked on multiple project codes during the day, just make an entry
for an estimate of time spent on each project code for the day (one entry per project code
used).
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Important:
a. Make sure that the number of hours entered for the day is accurate. Use your best
judgment to allocate your time across project codes.
b. Repeat this process for each entry needed. Time should be entered on a daily
basis, reviewed by your supervisor and will be submitted on a bi-weekly basis.

Time Card Pay Period | Week | Day
Summary < » March 26 - April 8, 2023
Eamings
Regular 2.50 hours T 1200p 12002 Tom!
Labor
Project Code
3“6” 0.00
0104 - CORN OBJ 2.50 hours
YLD SURVEY
Adjustments
No data to display g;n > 2.50
Alerts

Mo data to display

Tue

Step 7: Once you have saved an entry, it will appear as a gray box on the timesheet. If you
click or select the gray box — it will show the summary of the time details below that day.

Pay Period | Wesk | Day

< > March 26 - April 8, 2023 ADD RECORD
12002 12:00p 12008 Total
56 0.00
;‘;"v 250
Hours &n 9:00am
= Z0ut 11:30am
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Step 8: If you need to edit an entry you have made, click on the gray box to bring up the

summary of the hours below that day. You will notice a pink arrow on the right side of the
hours.

» Select the pink arrow.

» The screen will expand to see Labor Allocation information.

> Select the three vertical dots to the right of the labor allocation.

Mon -

27 2.50

-
Mon
27 ¥ 2.50
Hours #In %:00am
Z0ut 11:30am
w

Hous Zin 3:00am

[ 2.50 | Z 0wt 11:30am

Labor allocations
Project Code 0104 - CORM OBJ YLD SURVEY

& Edit d

U Delete I

» You can choose Edit to update or correct your time or Delete to erase the time information
you entered.
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Time and Attendance Details — Adding Adjustments

Step 1: Tap using your (iPad) or click using your (computer) the day you would like add an
adjustment.
Note: Adjustments can include Mileage, Cellphone, etc.

Time Card My Calendar Time Off
Time Card Week | Da
Summary < > | March 26 - April 8. 2023
Eamings
Mo data to display o
Labor -
No data to display 2% 0.00
Adjustments
No data to display * M 1
0.00
7 Select the day to enter adjustment
Persanal Alerts
No data to display
Tue
2% 0.00
G\;’_D
Benefits
3 0.00
&
Employee
Marketplace W e

Step 2: Select the arrow to the right of the Add Record button in the top right of the screen
and select adjustment.

Pay Period | W

¢  » March26- April8, 2023

26 e
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Step 3: The Add Record — Adjustment screen will appear.

Add Record

Adjustment

Date 03/27/2023 Adjustment Select o
Type Select e SR

Notes

Labor group £ REFRESH

i

Labor Select
\ Labor Group is not
Labor Fields used and can be
ProjectCode | Select ignored.
Please use Labor
CANCEL “ Fields to select
your Project Code.

Step 4: Complete the form.

>

VV V V V V

Verify the correct date was selected

Select the type of adjustment from the drop-down list. (i.e. cell, lodging, mileage, etc.)
In the Type field, select dollars or hours (depending on the type of adjustment)

Enter in the adjustment amount

Add any specific notes that you need to share with your manager

Include any Labor group and Project code for the adjustment

Choose Save.

Step 5: Return the timesheet. You will repeat this process for each adjustment and project

code for that day. When adjustments have been entered for a day, an orange symbol

with show next to ours for that day (on the right side of the day).

lzr‘;r 3 * 2.00
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Step 6: To review or update adjustments. You will select the pink arrow next to the day of the
adjustment (on the left).

Mon

> The day will expand to see the hours and adjustment records. There will be an » symbol on the
right side to expand the adjustment.

Maon

27 W 2.00
Hours &ln 12:26pm
(200 cou z2tgm

3
Adjustment

> You will select the three vertical dots to edit or delete the adjustment if needed.

Mon

27 L 2.00
Hours = In 12:26pm
(20 “on 2asm

>
Adjustment

ot
Labor allocations
Project Code 0101 - Wheat OBJ YLD Survey
cell
=55
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Time and Attendance Details — Reviewing your Time Card

Once you have completed your time card entries and any adjustments, you will want to
review your time card for accuracy.

Step 1: Ensure you are looking at your Time Card and the full Pay Period.

Time Card Pay Period | Week | Day

Summary < | > March 26 - April 8, 2023
Eamings
Regular 20.33 hours = e =
& = 12:00a 12:00p 2002 Yol
Labor
Project Code
et 0.00
0102 - SOYBEAN 3.50 hours
OB. YLD SURVEY
0104 - CORN 0BJ .50 hours
YLD SURVEY PZ‘;F b 1.00
0108 - COTTON OBJ 5.33 hours
YLD SURVEY
0111 - Hops/Hops 5.00 hours Tue
Stocks 28 7 20
Adjustments
cell ss
Wed
Lodging 550 29 7 5.00

Alerts

No data to display
Thu

30 > 3.50
Fri
31 | | 5.83
Sat
01 0.00

Tips:
e Thereis a scroll bar on the right side of the timecard to move through the timecard to see

more than one week of hours and adjustments.

e At the bottom of the timecard there will be a total of hours for the pay period to review for

accuracy,

Step 2: On the left side of the Time Card is a Summary Page to review your Total Hours,
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Project Codes and Adjustments for accuracy.

Time Card Pay Period Week | Day

Summary >  March 26 - April 8, 2023 ADD RECORD [-] | e
Eamings
Regular 20.33 hours P e e g
Labor
Project Code
g“s” 0.00
0102 - SOYBEAN 3.50 hours

0BJ YLD SURVEY

0104 - CORN 0B 6.50 hours

YLD SURVEY '24;" > ‘ 100
0108 -COTTON 0BJ 5.33 hours

YLD SURVEY

0111 - Hops/Hops 5.00 hours

Adjustments

cell $5

Lodging 350 ;‘;d > ‘ 5.00
Alerts

No data to display

Step 3: If anything is incorrect on your Time Card, nhavigate to the specific day and use the
edit options by expanding the day and pink arrows and using the vertical 3-dots button.

(Note: Page 13 outlines the edit steps for your reference)
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Time and Attendance Details — Verify and Approve your Time Card

Step1: Once your Time Card is correct, you will need to verify and approve your time card
for the pay period. This is located in the top right of the Time Card next to where you
entered your hours.

Time Card Pay Period | Week | Day
Summary ¢ > March26 - April 8, 2023

Eamings
Regul 2033h

equisr oure 12:00a 12:00p 12002 Total
Labor

Project Code Sun

0.00
0102 - SOYEEAN 3.50 hours 26

0B YLD SURVEY

0104 - CORN OBJ 6.50 hours
YLD SURVEY Fz";" b 3,00
0108 - COTTON 0BJ 5.33 hours
YLD SURVEY
0111 - Hops/Hops 5.00 hours Tue
Stacks 28 7 2
Adjustments
cell LH]
Wed
Lodging 350 29 2 5.00
Alerts

Mo data to display

Step 2: Upon selecting the Circle with the minus button =, you will be able to approve your
timecard by checking the box next to Employee:

Pay Period | Week | Day

< > March 26 - April 8, 2023 [

12-00a 1 2408 Employee

UNVERIFIED

Sun Supervisor
26 NOT AFPROVED

Manager

NOT AFPROVED
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Step 3: To confirm you have verified your Time Card, the Icon will now be a Yellow Circle with
a check mark @ , and it will say approved next to your name in the approval window.

ADD RECORD D =

g amy.releasetesting. ee@gmail.com

Supervisor

Manager

Important: Once you verify your timesheet, no changes should be made to your Time Card. If
you do make any additional changes or need updates, please contact your Supervisor.
Your Supervisor will also need to approve your Time Card.
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Additional Topics — Payroll and Direct Deposit

Payroll and Tax Information:
Payroll Stubs, Direct Deposit, Year-end Forms (W2s), and Tax Updates (W4) information can
be found under the Pay and Tax Panel on the main Employee Self Service page.

1solved

@ recently visited

(04 Good morning, Test
It's 11:13 AM

o
Time and

Attendance
©
Pay and Tax

Messages Netifications
3 View 0

@ Pay and Tax 1 5@:(;“%1 ,
Direct Deposit
Pay History
Year-end Tax Forms
Employee Tax Updates

Marketplace

We're evolving with
{he future of work.

e Personal @ Benefits

Documents My Benefits

Persenal Information Senefit Enroliment
Employment Informaticn

Meszages

@ Employee Marketplace

Deals and discounts for you and
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Name and Address Updates:
View and submit address changes by navigating to the Personal Panel and selecting
Personal Information.

1solved

@ Recently Visited

@ Good morning, Test

= It's 11:13 AM
w
Time and

Attendance

Pay and Tax

Messages Motifications

3 View 0

@ Pay and Tax é;gwg.,-
Direct Depaosit |
Pay History
‘ear-end Tax Forms

Tax Updates
Marketplace

We'Trs evolving with
 the future of work.

g Personal @ Benefits

Documents My Benefits
Persenal Information Benefit Enroliment
Employment Information

lessages

@ Eemployee Marketplace

Deals and discounts for you and
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