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Mobile Punch

Via Dashboard tap tap View All Clock Alternative option to punch tap View All Clock
appropriate punch function Qr Options via Menu> Myself> Clock Qr Options
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Mobile Transfer (up to 2 Labor Charge Fields)

Tap Transfer

= Dashboard

Myself Team

THINGS TO DO
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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

4 N\ 7’
AN AT 25%8 0\ /

= Dashboard i =  Dashboard =  Dashboard =  Dashboard

Advanced Clock Account Advanced Clock
Options

Options

3| ar: S
THINGS TO DO Select your Parameters:

52722 PM Location 527.56 PM
Clock 1 May ) 1 002 (¢ | East May 27
Transfer Cost Center Transfer
4:11:44 PM Select where you will be charging your time Select where you will be charging your time
Sep 18 002 st Center 2)
Account Account S El

RECENT PUNCHE
v Please Select Department LOCATION
002

T 103000 ( Shipping & Receiving) 7 ntral East
END WORK W
COST CENTER

>
002
>

DEPARTMENT
103000 (Shipp

TRANSFER
©ADD A COMMENT

VIEW ALL CLOCK OPTIONS v

TRANSFER 5 EXPORT QR/INFC —




Mobile Punch with Note

On Transfer screen, tap

On any Punch option,
+Add a Comment

tap the Arrow icon

Or
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then tap punch action below
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Go to Menu> Myself>
Timecard, to view note

Timecard

Your Timecard

TOTAL TIME

70:57

HRS

PAY CODE SUMMARY
HOURS ~

Holiday 24.00 HRS
Regular 20.45 HRS
Vac 16.00 HRS
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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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times, then tap Save
and Close
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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
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Add a Worked, Non-Worked, or Supplemental Pay Code

Select a Pay Code, enter
hours, then tap Save and
Close
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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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Add a Note to a time pair

Navigate to your
Timecard. Tap the

Tap Menu icon, then tap
Comment

Pencil Icon
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TUE, SEP 15

WED, SEP 16

THU, SEP 17

8:00 AM - 12:00 PM

12:30 PM - 5:00 PM

FRI, SEP 18
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Enter Note in Note field.

Tap Save and Close
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Comment
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Note will appear along
side word bubble icon
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Quick Clock

Tap on Quick Clock Tap on Punch Punch accepted
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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

v

Tap on Menu> Myself
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Approve Timesheet

Starting Point: Menu> Tap Approve Timecard Tap OK Your Timesheet is now
Myself> Timecard approved
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TOTAL TIME worked, including the start and end times of my meal
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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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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




