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Employee Functions

Mobile Punch

Mobile Transfer (up to 2 Labor Charge Fields)

Mobile Transfer (3 Labor Charge Fields)

Mobile Punch with Note

Add Time (Time Pair based employee)

Add Hours (Hours based employee)

Add a Worked, Non-Worked, or Supplemental Pay Code

Enter a time pair (example: editing one time pair into two)

Add a Note to a time pair (Time Pair or Hours based employee)

Quick Clock - Offline clocking

Delete Hours

Approve Timesheet

Submit a Time Off Request
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Mobile Punch

tap View All Clock
Options

Via Dashboard tap
appropriate punch function Qr

7~ . - N\
Al AT O 82%E 9:17 CALT 0 82%e )

= Dashboard =  Dashboard I 4

Myself Team

THINGS TO DO

Clock

9:17:53 AM
Octi12
|

RECENT PUNCHES
| |

START WORK >

VIEW ALL CLOCK OPTIONS w

START WORK

END WORK

Return on pay day to view your pay.
Get notified as soon as you get paid.

TAKE MEAL

TRANSFER

tap View All Clock

Alternative option to punch
Options

via Menu> Myself> Clock Qr
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Mobile Transfer (up to 2 Labor Charge Fields)

Tap Transfer tap View All Clock Select each Labor Charge
Or Options> Transfer Field, tap Transfer
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Options
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START WORK
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TAKE MEAL

— D
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Mobile Transfer (3 Labor Charge Fields) «

Tap on Transfer or tap View tap +New Account Select each Labor Tap Transfer. Note: Accounts
All Clock Options> Transfer Charge field, tap Save will be saved for future use
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Mobile Punch with Note «

On any Punch option, On Transfer screen, tap Enter Note/Comment in box, Go to Menu> Myself>
tap the Arrow icon +Add a Comment then tap punch action below Timecard, to view note
Or

Advanced Clock Options X Timecard

8:20:13 AM
Oct 12

Your Timecard

Transfer
TOTAL TIME

70:57

HRS

PAY CODE SUMMARY

© ADD A COMMENT h

HOURS A

Holiday 24.00 HRS
Regular 20.45 HRS
Vac 16.00 HRS

START WORK (D Hide/Show Schedule

MON, OCT 12 0.00 HRS

END WORK
8:20 AM

TAKE MEAL
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Add Time (Time Pair based employee)

/

Starting Point: Menu>
Myself> Timecard

To begin adding your
time, Tap +
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_ Timecard
@p Good Morning

Meon, August 31, 2020
Your Timecard
< Myself TIME PER
SEP

wi Smith, John
G

TOTAL TIME

0:00

HRS

B Tax
@© Clock I

[':P You have not yet appro! this timecard |

APPROVE TIMECARD

PAY CODE SUMMARY

My Calendar

Schedule

W Hic

MON, SEP 28

Time Off
Benefits
TUE, SEP 29
Frofile WED, SEP 30

THU, OCT 1

FRI, OCT 2

Enter the IN and OUT
times, then tap Save
and Close
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Timecard

MON, SEP 28 8.00 HRS
ENTERED

@ ADD ENTRY

TUE, SEP 29
WED, SEP 30
THU, OCT 1

FRI, OCT 2

Timecard

Your Timecard

TIME PERIC

TOTAL TIME

8:00

HRS

[':P You have not yet approved this timecard

APPROVE TIMECARD

attention
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HOL
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~
J B4%M




Add Hours (Hours based employee)

Starting Point: Menu> To begin adding your Enter total worked hours,
Myself> Timecard hours, Tap + then tap Save and Close

Timecard

Timecard

@p Good Morning
Mon, August 31, 2020
MON, SEP 28 8.00 HRS

r Timecard ENTERED

< Myself

(@) smith, John
L)
E Py

TOTAL TIME

0:00

TOTAL TIME

8:00

Tax

P You hav P You hav

APPROVE TIMECARD

PAY CODE SUMMARY

My Calendar

PAY CODE SUMMARY

Schedule HOURS

o N

MON, SEP 28

Regular
Time Off

Benefits

TUE, SEP 29 TUE, SEP 29

W Hid

Profile MON, SEP 28 8.00 HRS « &

WED, SEP 30 WED, SEP 30

0 HRS

THU, OCT 1 THU, OCT 1

FRI, OCT 2 FRI, OCT 2

TUE, SEP 29




Add a Worked, Non-Worked, or Supplemental Pay Code

Starting Point: Menu> To begin adding your Select a Pay Code, enter

Myself> Timecard hours, tap + hours, then tap Save and
Close
— — " B0 AT 2Tl N e TSPV
. = Timecard = Timecard
GM?:,m:ﬂ?gLZOZO WED, SEP 30 8.00 HRS
ENTERED

Your Timecard

€ Myself

‘1' Smith
E Pay

TOTAL TIME
8:0

HRS

E Tax
@ Clock

™ Timecard

] My Calendar

[f? You have not yet a wed this timecard

APPROVE TIMECARD

PAY CODE SUMMARY

© ADD ENTRY

PREV DAY NEXT DAY
[ Schedule

W Hide/

MON, SEP 28

) Time off

@ Benefits THU, OCT 1

TUE, SEP 29 8.00 HRS

RS FRI, OCT 2

e Profile

SAT,O0CT 3

WED, SEP 30
SUN, OCT 4

THU, OCT 1

Or
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/

Select a Supplemental
Pay Code, enter amount,
then tap Save and Close
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Edit a time pair (example shows editing one timepair into two) «

Go to Menu> Myself> Edit the In/Out times. Tap +Add Enter the In/Out times of 2" time You have just modified one
Timecard. Tap the Pencil Entry to add another row pair, then tap Save and Close  timepair into two timepairs
Icon
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SAT, AUG 22
SUN, AUG 23

MON, AUG 24
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Add a Note to a time pair

Navigate to your
Timecard. Tap the

Tap Menu icon, then tap
Comment

Pencil Icon

= Timecard

MON, SEP 14

4:29 PM-4:32 PM

TUE, SEP 15

WED, SEP 16

THU, SEP 17

8:00 AM - 12:00 PM

12:30 PM - 5:00 PM

FRI, SEP 18

8.00 HRS
Holiday

SAT, SEP 19

SUN, SEP 20

8.00 HRS
Holiday

= Timecard

0.05 HRS MON, AUG 31 8.00 HRS

—

# Edit
#’ Comment
Supenvisor Approval Required

8 Left for Meal early B Delete

8.50 HRS

Supervisor Approval Required

© ADD ENTRY

8.00 HRS

SAVE AND CLOSE

TUE, SEP 1 1.00 HRS
8:00 AM - 9:00 AM
8.00 HRS Supervisor Approval Required

WED, SEP 2

Enter Note in Note field.

Tap Save and Close

sor Approval Required

Comment

495/512

Supervisor Approval Required

© ADD ENTRY

SAVE AND CLOSE

Note will appear along
side word bubble icon

Timecard

MON, AUG 31 8.00 HRS

9:00 AM - 1:00 PM

Approval Re

® Test Mobile note 4—

1:30 PM - 5:30 PM

TUE, SEP 1 1.00 HRS

8:00 AM - 9:00 AM

WED, SEP 2

THU, SEP 3 8.50 HRS

8:00 AM - 12:00 PM

12:30 PM - 5:00 PM

FRI, SEP 4

SAT, SEP 5




Quick Clock — Offline Clocking

Tap on Quick Clock Tap on Punch Punch accepted
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& CLOCK & CLOCK

Good Morning

9:33:20™ 8:33:30™

USER ID

JohnSmith1967

t Save My User ID

FORGOT USER ID?

PUNCH

HELP &+ NEW? GET STARTED PRIVACY

Punches sync once
employee logs in

Success!

Your recent offline punches have
synced.




Delete hours

Tap on Menu> Myself
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Time
Inbox
Schedule

Company

* Settings

a Logout

v

Tap on Timecard
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@ Good Morning
Mon, August 31, 2020

& Myself
@ smitn. John
B Pay
4]

C]

My Calendar
Schedule
Time Off
Benefits

Profile

Tap on the Pencil icon

= Timecard

Your Timecard

TIME PERIOD

TOTAL TIME

8:00

not yet approved this timecard

APPROVE TIMECARD

he n flagged for

PAY CODE SUMMARY
HOURS

Regular

»

MON, SEP 28

8.00

TUE, SEP 29

Tap Menu > Delete>
then Save and Close
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® Comment

Delete
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Approve Timesheet

Starting Point: Menu> Tap Approve Timecard Tap OK Your Timesheet is now

Myself> Timecard
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E Tax
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TOTAL TIME

PAY CODE SUMMARY
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Timecard

Attestation

| understand that | must accurately record all of my time
worked, including the start and end times of my meal
periods. If | perform work away from the company or
while not clocked in, | understand that | must notify my
manager to make sure such time is added to the
timekeeping system.

“ -

approved

Timecard

TOTAL TIME

32:33

HRS
LT—‘ Employee Approved On SEP 18, 2020 h

D REMOVE APPROVAL
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Submit a Time Off Request

«

From Dashboard, Tap

Menu> Myself Tap Time Off

Tap on + Create
Request
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A Dpashboard € Myself
w17 Smith, John
E Pay

Time

: | E Tax
nbox Personal

Schedule @ Gleck

Company [ Timecard

] My Calendar
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B Time off

W Benefits
e Profile
* Settings

a Logout

Enter the Policy type, Start/End
Date (Approve By & Comments
are optional). Tap Create
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Submit a Time Off Request (continued)
Enter Start Time & Daily The Time Off Request
Time, tap Update Changes has been submitted
= Time Off = Time Off I 4
Success!

been updated

The request be

Confirm




