
EXECUTIME TRAIN 
HOW-TO GUIDE FOR SUPERVISORS 

Access ExecuTime 
https://alamedaca.executime.com/ExecuTime/ 

Log in using your EMPLOYEE ID NUMBER for both the USERNAME and PASSWORD. If you 
do not have your employee ID please contact Human Resources at 510-747-4900. 

Skip To: 
How to: Get familiar with Supervisor Actions

Dashboard 
Employee Time Summary 
Manage Time-Off 
Employee Time Maintenance 
Transaction Audit 
Approval Audit 
Attendance Audit 
Time Approvals        

How To: Enter Employee Time 
Use this section if you need to enter time for one of your employees or add 
to their time record. 

How to: Approve Employee Time Entry 

How to: Approve Employee Time-Off Requests 

How to:  Approve time when you receive an error indicating the 
employee has not approved time. 
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How to: Get familiar with Supervisor Actions 

Select the ‘Supervisor Actions’ Tab at the top of the screen. Then uncheck the box next to your name.

DASHBOARD:  The first screen you see will be your dashboard, use the menu on the left of the screen to 
navigate to supervisor actions. The ‘Current Statistics’ section shows you if you have any 
pending approvals for time entry and time-off requests. The ‘Information’ section provides 
informational updates and the ‘Set Who Is Here Status’ can show which employees are in and 
which are out.  

EMPLOYEE TIME SUMMARY:  Review a summary of your employees’ current, previous and historical hours. 
You can view the status of all of your employees’ time entry from this screen, 
but you cannot approve it here. This screen will show you everyone that you will 
approve and whether they have submitted their time.   
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A. Violations. This column shows any issues you may need to pay special attention to in the employee’s 
time entry. If you see a red exclamation mark you should take a closer look at that employee’s time 
entry. Hover over the exclamation mark to learn more. Above you can see that Chad Barr has a red 
exclamation mark, this is because he worked overtime in the pay period. 

B. Employee. This column shows you whether an employee has submitted and approved their time. The 
green check mark means that the time entry has been submitted and approved by the employee; a 
red exclamation mark means that the time entry has not been approved; and the yellow exclamation 
mark indicates that the employee has not approved their time or that the entry has 0 hours associated 
with it.  

**NOTE: If you see a yellow exclamation mark for a non-exempt (hourly) employees, this means 
they have not yet entered their time or have not submitted and approved their time, reach out 
to them to make sure they enter and approve by the deadline.  

If you see a yellow exclamation mark for an exempt (salaried) employee this means they are not 
entering any exceptions for the pay period and have worked their full schedule. If you know this 
to be incorrect, for example they called in sick one day, reach out to the employee and make 
sure they enter the exception by the deadline. 

C. Approver. This column shows whether you have approved the employee’s time entry. The green 
check mark means that the time entry has been approved; a red exclamation mark means that the 
time entry has not been approved; and the yellow exclamation mark indicates that the entry has 0 
hours associated with it.  

**NOTE: Exempt (salaried) employees who are not entering any exceptions (sick, vacation, 
LWOP, etc.) will show a yellow exclamation mark even after their time is approved.    

D. Type. This column shows the employee’s status and can be used in determining if they are exempt or 
non-exempt. 
 FE – Full-Time Exempt (Salary)
 FN – Full-Time Non-Exempt (Hourly)
 PT – Part-Time
 PTFT – Part-time in a Full-Time classification (library only)
 AN – Retired Annuitant

E. Benefits. This column shows if the employee is using any leave time, if you are aware that the 
employee used leave time but it is not showing here, make sure to take a closer look at their time 
before approving, you may need to reject the time entry and have them re-enter. 

MANAGE TIME-OFF: Approve, decline or reset pending benefit time requests for your employees. 
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EMPLOYEE TIME MAINTENANCE: Add, edit or delete time entries for your employees 

TRANSACTION AUDIT: This will show you a summary of all modifications, additions, or deletions that have 
been processed for an employee. The data displays for the employee selected using the 
main program filter and is sorted by the Current Period, Previous Period, and History 
tabs. 

APPROVAL AUDIT: This will provide you detailed information on who has entered or updated an approval 
in an employee’s time record as well as when. Details are sorted and displayed on the 
Current Period, Previous Period and History tabs.  

ATTENDANCE AUDIT: NOT IN USE. This option is not being used by the City. 
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TIME APPROVALS: This is where you will go to approve employee time entry. It provides the time entry 
activity and time approval options. The history tab provides approval information for 
processed payrolls. 
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How To: Enter Employee Time 
Step 1: Navigate to the ‘Supervisor Actions’ tab at the top of your screen and uncheck the box next to your name. 
 
Step 2: Select ‘Employee Time Maintenance’ from the menu on the left.  
 
Step 3: Select the applicable pay period for which you will enter time. 
 
Step 4: Search for the employee for whom you need to enter time.

 
Step 5: After locating the employee for which you will enter time, select ‘Add New Time Entry’. 

 
Step 6: After locating the employee for which you will enter time, select ‘Add New Time Entry’ and fill out the time 
entry screen.  

 
Tips and Tricks: 

 You can also add a time entry from the ‘Time Approvals’ Screen. When on the employees time entry select ‘Add 
New Time Entry’ at the bottom of the page then follow Step 6 above. 
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How to: Approve Employee Time Entry 

 
Step 1: Navigate to the ‘Supervisor Actions’ tab at the top of your screen and uncheck the box next to your name. 
 
Step 2: Select ‘Time Approvals’ from the menu on the left.  
 
Step 3: Select the applicable pay period for which you will be approving time. 
 

 
 

Notice the employee’s name. You will approve time one employee at a time. Once you have approved time for 
this employee, it will automatically change to the next employee until you have approved all the pending 
approvals. 

 
Step 4:  On the first employee’s record, select the boxes for the entries to approve or use the ‘All’ check box to select all 

available entries.  
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Step 6: Enter your initials and click the ‘Approve’ button.  

 
 
Step 7: Continuing reviewing, initialing, and approving (or rejecting) time until you have approved time for each of your 
employees.  
 

 
Congratulations! You Have Completed Time Approval! 

 
 
 
 
TIPS AND TRICKS: 

 Remember if you see that an entry is not correct you should not approve it but ‘Reject’ the entry and send an 
email to the employee letting them know they need to edit their time. 
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 Exempt (Salaried) Employees will not have regular hours; their time will show 0.00 under regular. If they use any 
vacation, sick leave or other time off the time will show under ‘Benefits in the summary at the top. 

 

 
 You can see which employees have not submitted their time by selecting the box next to ‘Unsubmitted 

Timecards’ on the ‘Time Approvals’ tab or you can view the summary of all entries by navigating to the 
‘Employee Time Summary’ screen from the menu on the left. 
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How to: Approve Employee Time-Off Requests 
 

Step 1: Navigate to the ‘Supervisor Actions’ tab at the top of your screen and uncheck the box next to your name. 
 
Step 2: Select ‘Manage Time-Off’ from the menu on the left.  
 
Step 3: All Pending time off requests will be displayed.  

 
 

Note: There is one entry with multiple days above. You can approve the entire entry or approve only a portion 
of the entry. 

 
Step 4: Select the box next to the request to approve, decline, or reset and then select which action you want to take.  
 

 
 

Congratulations you have completed a Time-off Request! 
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TIPS AND TRICKS: 
 Remember you can approve and decline different days within one request.



You may have received 
an error similar to this. 
That you cannot approve 
time because the 
employee has not 
approved. 

Even though it shows the 
employee has approved 
their time. 

We are aware of the issue and working to resolve it. 
While we work this this issue, if you receive this error,

Please use this workaround to approve time.



From the "Time Approvals" 
Screen locate the record to 
approve.

Change "Approval Type" to 
Employee, enter your 
initials and select "Approve  
& Submit."

Once submitted you 
should be able to approve 
time as normal, enter your 
initials and select 
"Approve"


