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Chapter 1¢ Logging On

On your first visito Vine Time/ou will be prompted for a Company ID. This ID is unique to your company and
will need to be entered to get a log in prompt.

& The ID entered is not associated with any companies.
Please check your entry and try again.

Please enter your company ID:

At this promptenter the Company ID you were provided when you subscribed to Vine Time and click Continue.
Note: If cookies are enabled on your system you will only have to enter the Company ID one time.

After you have entered your Company ID you will be prompted aithg in screen similar to the one below.

Log In
User Name:

Password:

To log into Vine Time, enter your unique username and password and click Log In. If this is the first time you
have logged into Vine Time you will be prompted to change your password.

Note: Passwords are casensitive.

Once you are lagedinto Vine Time you will see a screen similar to e below.

There are time off requests that have not been Growing
Approved/Denied. Saturday (6/6/2009): 7:00 AM-12:00 PM
Sc_hgdule PP ¢ Sunday (6/7/2009): 7:00 AM-12:00 PM
Edit/Create G 4 . fibo
Oou have unrea messages In you . .
View/Print ¥ g ¥ View Calendar

Add/Edit Reminders

Employees
Add
View/Edit

Time Off Requests
Add
View/Approve

Settings
Departments
View/Edit Defaults
Change Password

My Information
Change Information

Messaging
New Message
Inbox (3)
Sent Items

Home
Logout

1.2.4.21
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Chapter 2¢ Employees

Adding EmployeesTo add an employeelick the Add link below the Employee section in the green bar on the
left hand side of the screen. After clicking the Add link you will see a screen similar to the one below.

Employees Each of the fields on this form are
First Name: defined as:
Last Name:
R IR First Name Employees first nae
I —— 5 Last NameEmployees last name
et Stat_us— The sf[atus of the employee.
Sun: ANYTIME Thu: ANYTIME Available options are: Full Time, Part
Mon: ANYTIME Friz ANYTIME Time, Seasonal, and Terminated.
Tue: ANYTIME Sat: ANYTIME Employees marked as terminated cannot
s log |_n_to Vine Twne
il s Position Theposition of the employee.
P Rl L Dk foc claye oos siliabie Available optins are: Associate,
: Department Head, and Managers.
Yacaton: (Number of Hours) Associates can log into Vine Time and
sl } add theirtime off request and view/send
Corporate = messages. Department Heads can do
el everything Associates can and can
|Garden Center b= schedule employees for their

i et departments. Managers cathedule all

Password: employees.

Reminders: [“] Allow Employee to add reminders to schedules Avallablllty- The avallablllty of the

Email: employee. If an employee cannot work
[Add | [ Cancel | 1 Add Another on a specific day leave that day blank.

Type in ANYTIME if the employee can
work anytime. If the employee can only wdrtween certairtimes enter thosdimes in the proper day field.
For example, if an employee can only work between 9am and 3piharsdayyou would type in the Thu field
9a-3p.
Hours per WeekThe number of hours per week the employee would like or needs to work.
Vacation The total numier of hours of vacation the employee has. Note: This is only used if the Vacation
Management System is active.
Department(s} The department or departments the employee can work in. To select more than one hold down
the CTRL key and click the departmentsis is used for scheduling so the program knows who to show when
scheduling.
Username The username is automatically generated based on the format selettibe isettings. You can
changethis field to any unused username.
Password The password is a temporary password you create and give to the employee. When the employee
logs into Vine Time for the first time they are asked to change their password.
Reminders Check if employee needs to add reminders to a department schedule $teearorksin. Reminders
will be shown at the top of the schedule when creating it.
Emait If you have the employees email you can enter it here. Leaving this field blank will prompt the user in a
subsequent log in for it. An email address is not neangsdut is used for password recovery and notification of
messages received.

LT @2dz FNE FTRRAYy3 Y2NB GKIyYy 2yS .SWhedezedyihisy nézésSaybn G K S
the form is fill out click Add.
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View/Edit Employees:To view employee<lick the View/Edit link below the Employee section in the green bar
on the left hand side of the screen. After clicking the View/Edit link you will see a screen similar to the one
below. Using the drop down you can select All Employees, Full TimeTliRee, Seasonal, or Terminated
employees.

Edit— To edit_ an employee Employees

click the Edit link, the same

screen as adding an All Employees [~]
emp|0yee will be shown. First Name Last Name Status Position
Password Resetf an Bob Barker Part Time Associate Edit Delete Reset Password
. June Beck Part Time Associate Edit Delete Reset Password
employee forgets their . Eliane Benes Full Time Associate Edit Delete Reset Password |
password you can reset It John Doe Full Time Associate Edit Delete Reset Password
by clickngthe Reset Jane Doe Full Time Associate Edit Delete Reset Password
Password link. Any Summer Flowers Part Time Associate Edit Delete Reset Password
passwords that have been Brian Nelson Full Time Manager Edit Delete Reset Password
ill be required to be Robert Page Part Time Associate Edit Delete Reset Password
reset wi q ] Chelsea Pearl Full Time Associate Edit Delete Reset Password
Changed on the next IOg n Madison Raaths Full Time Associate Edit Delete Reset Password
by the employee. Laurie Roth Part Time Associate Edit Delete Reset Password |
Delete Click the Delete Marion Royal Seasonal Associate Edit Delete Reset Password
link will delete the selected Shannon Smith Full Time Associate Edit Delete Reset Password
Bob Thomas Full Time Department Head Edit Delete Reset Password

employee from the Vine
Time database.Note:
Deleting an employee canhbe undone, all time off requests and messages the employee has enter will be
delete also.
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Chapter 3¢ Time Off Requests

Vine Time is able to keep track of time off requests and prevenpénson scheduling from scheduliag
employee on a day thegsked off.

AddingTime Off Requests
To manually enter time off requests for employees, click the Add link below the Time Off Requests section in the
green bar on the left hand side of the screen. After clicking the Add link you will see a screerisiimdame
below. Each of the fields on this form are defined as:
Employee Use the drop down to select the employee you

Time off Request are entering a time off request(s) for.
Employee: RGN~ | Start Date Enter the beginning datef the time off

- _ request in this format: mm/dd/yyyy. You can click the
SLaEtDatec T 12:00 AM E‘ calendar icon to select a datélse the drop down to select
End Date: 7= [11:59 PM B the starting time. Note: If this is an all day time off
Reason: Personal E] request leave the times as shown.

End Date Enter the ending date of thitme off request in

Notes: this format: mm/dd/yyyy. You can click the calendar icon

v to select a date. Use the drop down to select the ending

@ time.
Reason Enter the reason for the time off request, available
options are Personal and VacatioNote: If the Vacation
Manager is activeselecting Vacation for the reason will deduct the hours from the employees vacation.
Notes Enter any notes for the time off request. This field is not required, but entering notes can be helpful for
future time of requests.

Note: Any time off requests entered by a manager will automatically be approved.

View/Approve Time Off Requests

When an employee enterstame off request into Vine Time they need to be approved to show up on the
scheduling screen. To View/Approve time off request click the View/Approve link below the Time Off Requests
section in the green bar on the left hand side of the screen. Afigking the View/Approve link you will see a
screen similar to the one below.

Time off Requests
View Requests Waiting Approval EI

Start End Paid

Employee Date Time Time Reason Notes Time Approve/Deny

Barker, Bob 07-13-09 12:00 11:59 Vacation Family Camping Trip 0 © Approve ©) Deny Delete
AM PM

Barker, Bob 07-14-09 12:00 11:59 Vacation Family Camping Trip 0 O Approve O Deny Delete
AM  PM

Barker, Bob 07-15-09 12:00 11:59 Vacation Family Camping Trip 0 © Approve ©) Deny Delete
AM PM

Barker, Bob 07-16-09 12:00 11:59 Vacation Family Camping Trip 0 O Approve O Deny Delete
AM PM

To approve or deny a time off ragst select to appropriate Approve/Delwtton. If you want to add notes or
comments to the request you can do salie text box below the Aprove/Deny buttons. After clicking the save
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button the approved request will show up in the scheduling screen. Also, the employeecemnlenaotification
if their request was approved or denied and any notes or comments added to the request. If Enyesnpo
longer needs the time off request you can use the Delete link to removenitthe system.Note: Deleting a
time off request cannot be undone.
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Chapter4 ¢ Scheduling

To create or edit a schedylelick the Edit/Creatéink below theSchedulesection in the green bar on the left
hand side of the screen. After clicking théit/Createlink you

will see a screen similar to tfere on the left. At this screen
select the week you would like to edit or create and then select
the departmen. Once you have selected the week and

Edit/Create

Week Of: | 6/7/2009 [~|

Department: Delivery I~ department click View. After clicking view you will see a screen
[ View | similar to the one below. This is where you will be able to

schedule employees.

Copy From:|7/5/2009 [+] | Copy

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Dept. Grand
7/12/2009 7/13/2009 7/14/2009 7/15/2009 7/16/2009 7/17/2009 7/18/2009 Total Total
In Out In Out In Out In Out In Out In Out In Out

=]

Notes:

Last Years Total: 182.5

San

Once here use the drop down to select the employee you woulddilsehedule use the drop down. After

selecting an employee the system will bring up their schedule from other departments and any time off request
they have.

Copy From:|7/5/2009 [+] [ Copy

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Dept. Grand
7/12/2009 7/13/2009 7/14/2009 7/15/2009 7/16/2009 7/17/2009 7/18/2009 Total Total
In Out In Out In Out In Out In Out In Out In Out
[Barker. Bob _[E3l| | | | | | [ | | | o 8
[ | I | I | I | I |
| | | | |
Design: 8A-12P, 1P-
sp
[=]
Notes: (1]
Last Years Total: 182.5
Cancel
LT é2dz ¢2dzZ R tA1S 02 YIS | O2Lk 2% | LINKSakstzhdza 6 SS|

week you would like to copy. After selecting the week click the copy button. When you have completed

RSLI NIYSyiQa aOKSRdzZ S &2dz gAff ySSR (2 Ot A0] GKS {
for the total hours in the arrent department for the selected employee. Grand total is the total of all

departments for the selected employee.

The font color for the grand total field is defined as:

Redc¢ Hours are under Hours per week for employee

Greeng Hoursfor employees Hors per week have been met

¢t2 GASH |y SYLX28SSQa K2dz2NA LISN) 6SS1 LX I OS GKS Y2dza
tooltip will appear with their hours per week.
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Chapter 5¢ ScheduleReminders

Schedule reminders are reminders you or employees can add to a schedule. Click the Schedule Reminders link
below the Schedule section in the green bar on the left hand side of the screen. If you do not see a Schedule
Reminders link then you areot able to add them. See Chapter Two for how set up a user to add reminders to a
schedule. After click the Schedule Reminders link you will see a screen similar to the one below.

Schedule Reminders

Department Reminder Date Notes
No Records Found
Design E] - Insert

To add a reminder select the department you want the reminder fosert the date for the reminder and any
notes for the reminder. After all data has been inputted click the Insert lfter inserting a new reminder or if

you have reminders in the system already your screen will show any upcoming reminders.
Schedule Reminders

Department Reminder Date Notes
Design 12/31/2009 We have an open house this week and need to Edit Delete
12:00:00 AM schedule more staff.
Phone Sales E] - Insert

If youneed to edit a reminder click the Edit link and makenghanges. After you have made your changes
click the Update link. To delete an-needed reminder click the Delete linklote: Reminders can only be
edited or deleted by the employee that adddaem.
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Chapter 6¢ Messaging

The messaging system works very similar to most email systems. There are three sections that are listed below.

New Message
To create a new message, click the New Message link below the Messaging section in the gree¢heblafton
hand side of the screenifter clicking the New Message link you will see a screen similar to the one below.

_l;'_rqm: m%m?s, Bob = Select the person or department you would
o S like to send a message to using the To drop

Hllatas down. Enter a subject and a message body.
Once wu have completed the message click
the Send button. The person or department
will then receive your message and a copy
will also be stored in your Sent Item.

Inbox

To check your messages, click the Inbox link below the Messaging sectiergiedm bar on the left hand side
of the screen. Any messages you heaeivedwill show up on this screen.

From Subject Received
= Summer FWD: scedule 12/1/2008 b b >4
Flowers 7:21:39
AM
(=3 Bob Barker RE: Time off Request 12/2/2008 i B X
Update 7:10:54
AM
(=3 June Beck ava_ilability during 12/4/2008 C b X
Christmas ... 2:58:50
PM
Sent ltems:

Toview your Sent Itemclick theSent Itemdink below the Messaging section in the green bar on the left hand
side of the screen. Any messages you hsarewill show up on this screen.
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Chapter 7¢ Settings

Departments
Inorder to be able to create a schedule you will need to have departmienthe Vine Time database. To add

or modify departments, click the Departments link below the Settings section in the green bar on the left hand
side of the screen. To edit any departments in the database click the edit button. To add a new depditmen

Ay GKS GSEGO2E 6AGK GKS RSLINIYSyiQa ylYSo LT &2dz
check the Employee Visible box. Doing so will make it so employee cannot message anyone in that department
thru the messaging systeniNote: Employees will still be able to message anyone if All Employees is selected in
the settings screen.

View/Edit Defaults
To change Vine Time settings, click the View/Edit Default link below the Settings section in the green bar on the
left hand side of the screen. After clicking the View/Edit

Setungs Default link you will see a screen similar to the one on the
Full Time Hours: 42.5 left. Each of the élds on this form are defined as:

Starting Day of Week: Sunday [+ Full Time HoursTotal number of hours that are

Allow Messaging To: | Within Department |~|  considered full time. (Currently this value is not used)
Display Schedule - Starting Day of WeeKThe day of week that your

Preview: schedules start on.

User Name Format jdoe [»] (changing this wil Allow Messaging T0Available options are All Edgyees,
(John Doe): ek Within Department, and Managers/Dept Heads Only.

The selected value will change how associates can use the
= messaging system.

Time Off Request 1 Week [<] Display Schedule Previewf checled, the system will

A display a preview of employees schedule in other

Allow Password

]
Reset: -

:Z?,Z;;ant;:; @] departments wherschedulingthem.

System: User Name FormatSelect the format of the auto
sdnian Vacation 40 per week generated usernames. You can also change the
Hours: 8 per day username in the employee add and edit sections.

Allow Password Resetf checled, the system will allow

your employee to reset there passwordshiey forget

them. Employees can only reset their passwords if this

box is check and they have a valid email address listed

the Vine Time system

Time Off Request LimiSelect the number of weeks
0SG6SSy G2RI&Qa RIGS I yR tim&dfyequssyd)lhte theS@tem. YEdaingle: K| @S
2RI @ Qa R"afdd Week is ¥etkmfesl, employees will not be able to enter time off requests for any
date before June 14

Use Vacation Management Systerti checkedthe system will keep tracsf vacation hours for employees. It

will deduct hours from the total vacation listed in the employee section.

Maximum Vacation HoursEnter the maximum amount of vacation an employee can use per week and per day.
Valid Vacation DaysSelect days where eation pay can be used, when an employee selects vacation on a day
where pay is not given they will receive zero hours of pay.

Valid Vacation Days: |Sunda

Once any changes have been made to the settings click the update bitwr: Some settings may require
you to logout and tha back in to take effect.
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