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TIMECARD OPTIONS

There are three timecard types. Each Employee can use only one & this is assigned in their Pay Group

Punch — Employees may punch (a date/time stamp) at a time clock, on the web, or on the Time &
Attendance mobile app. Employees can view their timecard on the mobile app, but they cannot add,
change, or delete time transactions.
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In/Out — This timecard has the same layout as the Punch timecard. Employees can add, update, and
delete time transactions for themselves on the timecard. Employees also have the ability to live punch
with this timecard when enabled in their Security Role permissions. Time clocks and the mobile app do
not support In/Out timecards. Employees can use a browser on their mobile device to edit their In/Out
timecard, but the user experience is not ideal.
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Hours Entry — This timecard allows employees to enter bulk hours for worked and non-worked time
rather than in/out transactions. This timecard is ideal for allocation work to multiple projects, jobs, etc.
and offers ‘Fill down’ and ‘Copy’ functions. Time clocks do not support Hours Entry timecards. The
mobile app does support hours entry but does not have ‘Fill down’ or ‘Copy’ functions.
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August 10-August 16
Mon, 08/10/2020 4,00 hours
Mon, 08/10/2020 2.00 hours
Tue, 08/11/2020 6.00 hours
Tue, 08/11/2020 2.00 hours
Wed, 08/12/2020 4.00 hours
Thu, 08/13/2020 2.00 hours
Fri, 08/14/2020 3.00 hours
Sat, 08/15/2020 4.00 hours

Sun, 08/16/2020
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