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Clock Functions for Hourly Employees
Clock Face

There will be nine buttons. Each button will prompt you to swipe a badge or enter a number to access the function. Some
will require further action.

Accepted Punch Notification



Accepted

Name: Hourly Test

Badge ID: 123456
Punch In/Out at 4:07 PM +« Mon Dec-20-21

Secondary Job Button Selection from a List

Select Base Job when clocking back into your primary job. Alternatively, select the option that is available.
-Secondary Job 1items
() <Leave Blank>

() Base Job

O FT Class/Environmental Services/Housekeeping Person
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Requesting Time Off Button Series

1. Type Selection



Time Off

(O Bereavement
O Jury Duty
O Personal

O sick

e =

2. Day Type Selection

Request Type
O Full Day

O Partial Day

O Multiple Days

G~ = ]

3. Date Selection

Request Time Off

Date | 12/20/2021 =

Comment Comment

4. Error Message for Negative Balance




Error

Please Review:

- Remaining accrued balance for Personal would be
negative: 7:30.

Timesheet Change Request Button Series

1. Select type of change request

Change Type

O AddPunchin Add Punch In
@ AddPunchOut Add Punch Out
O AddTimeEntry Add Time Entry

O ModifyCostCenter Modify Cost Centes

CI N ———

2. Type Verification
Request Timesheet Change

Change Type = AddPunchOut v




3. Enter time for punch change request

4. Accepted Notification

O Accepted

Timesheet change request created

View Punches Button



View Punches | Punches

12/20/2021 04:07p 0

Out of Grade Button (automatic notification)

Accepted

Name: Hourly Test

Badge ID: 123456
Out of Grade at 4:14 PM * Mon Dec-20-21

View Accruals Button (totals) (third row)



View Accrual Balances Accrual Balances

Personal 0:00 Hours  06/01/2018 0
Sick 0:00 Hours 0
Vacation -7:30Hours 12/15/2021 o

View Hours Button (series)

1. Select date range

View Hours

From | 12/20/2021 &)

To 12/20/2021 eD)

2. Date totals



v Select Period

View Hours View Houns
12/13/2021 7:30 Hours o
12/14/2021 7:30 Hours o
12/15/2021 7:30 Hours o
12/16/2021 7:30 Hours o
12/17/2021 7:30 Hours o
19/91/9071 7.20 Manre -

3. Date totals after clicking on the ‘I’ for detailed information

- ¥ Select Period
‘View Hours Vi e
12/13/2021 7:30 Hours 0

Bulk1 730
12/14/2021 7:30 Hours 0
12/15/2021 7:30 Hours (%]
12/16/2021 7:30 Hours o
12/17/2021 7:30 Hours O

View Hours Button (series)

1. Select date range
-Select Timesheet dates
-Notification for Current Timesheet




Submit Timesheet

From | 12/20/2021 =

To 12/20/2021 =
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