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Memorandum
DATE: September 4, 2009
TO: School Payroll Secretaries and School Based Administrative Staff
FROM: William Mardenborough, Director of CyberShift Time and Attendance

SUBJECT: CyberShift Dial-up Solution for School Based Employees

CyberShift is implementing a new dial-up feature on September 27, 2009 that requires all
administrative school based staff to log in and out during the school day via the telephone.
The staff includes parent coordinators, computer techs, business managers, etc. These staff
will be taken off of Pay-to-Schedule (pre-filled Bubblesheets) as of this date. Therefore, if
the staff does not use the feature to log their time there may be payroll deductions. Nurses
and therapists may use the system too, but are not required. Wallet cards will be
distributed to all schools during the week of September 20, 2009 (See Sample below). The
cards have the instructions printed on them including the toll free number to be called. (1-
877-363-3635)

The calls may only be made from authorized DOE phone numbers that are incorporated
within CyberShift for security purposes. Calls from cell phones will not work. The staff
will have four options, log-in to start day, log out for lunch, log back in from lunch, and log
out for day. The average call takes 20 seconds. Principal's should make a phone available to
the staff in each school or this purpose. It may be any phone in your school. This feature
will lessen the workload for school secretaries who will now only have to go into the system
to enter absences and approve the staff’s time. Any questions should be sent to the

CyberShift Mailbox in Outlook.
Emp. ID. #:

1. Call 1-877-363-3635

ce (D followed by # key

Calls must be made from a NYC
Department of Education phone

4. Press 1

Press 4 Always wait for the confirmation message

"your <clock code> has been recorded™

5. Listen for "your =clock code> has been recorded™
. Hang up

SAMPLE SAMPLE

When the employee comes to work in the morning, they must follow the steps on the front
of the card.

1. Call 1-877-363-3635
2. Enter their employee ID number. (This is the 7 digit employee ID which can be
found on their paycheck. (See sample below)
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3. Enter Pin Number. This is the last four digits of the employee’s social security

number.
4. Pres the corresponding number for the type of action you would like to do.
1 = Log-in for the day 9 = Log-out for the day
4 = Log-out for lunch 5 = Log-in from lunch

5. Listen for the confirmation message that your time has been accepted.
6. Hang up.

Voice: (718) 935-2151
Email: WMARDEN@ Schools.nyc.gov
http://www.nycenet.edu/DFO




