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You have nothing planned. 0 Recent Transfers

& This tile will always display your last You have noting planned. d pdd Transter @
punch time and date.

- Clock In
You have nothing planned.

3 d Options.

& If working remotely (i.e. at home or e Advanced Optons >
in the field), you are still able to
capture time using the ADP website
or mobile device. p——

Balance as of Today

Clock out for Meal

Clock in from Meal

. Clock Out for the Day
You have nothing planned.

\
\
§

Extended Iliness Bank
Punch

ment Hour Float Holiday )

Last Punch: 10/08/2024 12:35 PM @

o Duplicate Punches are not
allowed.

Recent Transfers

. Duplicate punches will produce an error and not be
Add Transter (@) allowed (i.e. Clock In and Clock out for Meal at the
same time)

( Clock In \)

Clock out for Meal

Clock in from Meal




Clock In/Out on Mobile Device

On a mobile device, after logging in you will:
Step 1: Click Clock on home page

Step 2: Perform Clock In/Out tasks on Clock screen (same as the website)

318 , 3:07

< App Store

o /3D N
Current Time

Good afternoon, George 12:07:30 PM

Oct 8th

Clock Clock In @
Tap to perform your next Clock action

Clock out for Meal @
Submit your Timecard

Pay period: Sep 15 - Sep 28 (45.45 hrs) S @




“Punch” Tile Attestations

After “Clock out for the day“ is selected on Punch tile, Rest Break & Meal Attestation screens
will appear:

Rest Break Attestation Screens

Screen 1: Did you take all of your Rest Breaks?

Screen 2: If answer No on Screen 1, Did you take Rest Break 17?
Screen 3: Did you take Rest Break 27?

Screen 4: Did you take Rest Break 37?

Screen 1 Screen 2 Screen 3 Screen 4

Confi
ontirm Confirm

Did you take Rest Break 2?

Confirm

Did you take all of your Rest Breaks?*

i ?
Did you take Rest Break 17 Did you take Rest Break 3?

Yes

O ves
No QO Yes

N
0 0 N/A O No

Submit answer

O N/A

Submit Answer




“Punch” Tile Attestations

Screen 3

Screen 1 Screen 2

Confirm Confirm Confirm

Did you take Meal Period 1?

I

Meal Period Attestation Screens  have taken ll of my meal periods? o Did you take Meal Period 2?
Oy
Screen 1: | have taken all of my meal Yes No - NT

. 0
periods? ‘ 0
Screen 2: If answer No on screen 1, Did .

you take Meal Period 17
Screen 3: Did you take Meal Period 27

Mobile App

Clock In/Out on the mobile app will produce the same Rest Break and Meal
Attestation screens that must be answered to complete the Clock In/Out process.




“Punch” Tile Success

>
Once any button on the Punch tile is clicked or Rest Break *.
and Meal Attestations are complete, you will receive a

Success screen.

Your punch was successful.

11:34 AM
@ Punch Time

Close




“Punch” Tile - Transfer

@ Welcome back, Chandler Bing

My Schedule My Time Off My Timecard

Edited Tue 9/03 by ADP SUPPORT, User 0003

Last Punch: 9/03/2024 4:00 PM @

Wed
4 Today Exceptions

From the Punch tile, after clicking Clock In, oo o 0
employees can Transfer location (i.e. Panther Lake to fouhave noting e ' i ot @
Burien) or identify different roles (i.e. Charge Duty). ER— ﬁw

use Advanced Options.

No data to display. Clock out for Meal

Advanced Options >
You have nothing planned.
Clock in from Meal

. Clock Out fo
You have nothing planned.

My Accruals

Balance as of Today

Extended Iliness Bank

{ Bereavement ~ HOUT  Float Holiday

Planned Takings




Transfer: “Add Business Structure” is used to Change Location

Current Job . . )
rorster Work Job After clicking “Add Transfer” from Punch Tile,
N . e employees are able to switch their job location
prmary ocaten nc/Buen ey con Hospital Services , , : _
if they are working from a different NKC location
@ Location . . Oren . .
for an entire shift or a specific period of time.

ork Rule .
OS er None
or Categories HOL #1 Hospital Services

v s —>lChange Locatio i
Job Employees will:

Add Work Rule + WorkJob
Jobs with: "Work job”  441) (54l 1. Click on “Add Business Structure”

Work Job

) CITEET @® 2. Select the job location where employee will
Hospital Ser... "
’ be working

€@ Add Labor Category

Work Job

NKC Burien Kidn... CD

Clinical Infor...

Work Job

NKC Burien Kidn... (D

Facilities Sys...

(¥ show Next 3 Results

LQ Browse Entire List




Transfer: “Add Work Rule” is used to Change Activity

Transfer

Primary Location

Work Rule
Cost Center

Labor Categories

@ Add Business

NKC/Burien Kidney Cen
ter/Hospital Services/W
ork Job

None ®

None

HOL

Structure

€ Add Work Rule Change ACtiVi

@ Add Labor Category

Transfer Employees will see a variation of
Add Work Rule this list based on job function:
Q Search * Preceptor
e Charge Duty
Acute  Education Comp
« CallBack
« LowCensus
Acute Edu Comp . OncCall

Work Rules allow you to identify time periods when you are performing a
different activity compared to your regular, daily activity. Work Rules employees
see in their list are role dependent (i.e. Acute roles will only see work rules for
that position). Work Rules allow for proper payment and accruals to take place.
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