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Dashboard

The "Dashboard" is your landing page after logging in. The "In the Now" Dashboard is designed to display all
necessary information which need immediate attention so you can manage your team very efficiently. It has
Four sections: "Menu Bar, Needs Attention, Needs Approval, and Team Status".

a DELUXE Time & Attendance Employees x

TIME & ATTENDANCE <
Needs Attention Needs Approval Team Status
® DASHBOARD 9
o Not Yet Clocked In n 9 Timesheets Waiting for Approval List View Map View

. Tammy Smith - James Smith
‘a, Early Morning Shift g Jun 25th, 2018 - Jul Ist, 2018 1Clocked In

Scheduled to start at 6:00AM . Regular: 40 hours, Overtime: 7 Hours

Add Punch | View Timesheet | lgnore Approve | Reject | View Details Daniel Peters (om
@ Clocked In at 7:45
n Job: Basement Slab Preparation

Team Time Off
Maria Garcia

S PREPARE FOR PAYROL o Outside the Geo-Fence Q Map View F2  Jul2nd, 2018 - Jul 8th, 2018

Regular: 35 hours, Overtime: 0 Hours

E) REPORTS 7 Timothy Henry Approve | Reject | View Details o
@ Clock In at 6:00 AM on Today q.. Vincent Barnett
S8 ADMINISTRATION 93465 Ottis St. Oklahoma 73128 4 Started break at 0:58
View Timesheet | Ignore e Time Off Requests Waiting for Approval

2 Clocked Out
Anna Stones

o Approaching Overtime @ Vacation on Jul 19th, 2018 (8 Hours) q Lisa Henry [
| 2

Approve | Reject | View Details Clocked Out at 0:26
Bary Gordon
Approaching overtime in 30 minutes

Send Message | Clock Out O James Kelly a Lori Shaw C]
";g é;;?;ir\jave from Aug 13th to 16th, 2018 'q Clocked Out at 17:44
o Open Shift Approve | Reject | View Details
Tomorrow: Day Shift 7.00AM to 3:00PM E
o Unpublished Shift Q
Tomorrow: Evening Shift 4:00PM to 11:00PM
Import Publish | View Schedule
Needs Attention Needs Approval
Will show notifications such as: E. Will show and let you approve or reject
o time sheets.
A. Employees, who are late for their shift. . _
) ) F. Will show and let you approve or reject
B. Employees who clocked in/out outside time off requests.
the geo-fence.
C. Employees who are approaching overtime. Team Status
D. Open shifts in the schedule that have yet G. Will show all your employees who have:
to be taken by an employee. Clocked in

Are on Break
Clocked out
Clock in/out Location

Appropriate Action can be taken directly from
the Dashboard.
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Employees

Superviosor's Quick Start Guide

Please make sure that employees have received appropriate instructions to create their account, user name,
password and method of accessing the Deluxe HCM system. Employees would have received an email from

Deluxe containing a link to create an account, similar to this sample email.

») DELUXE

Hi Amanda,

Your company, Deluxe Demo Account, has invited you to their online enrollment portal.

Mon, August 05, 2019

To get started, please go to: https://deluxe.com/secure/employee/enroll/5d486199a4fa6ffb518b45a4/time

Thank you,

The Deluxe HCM Team

Once they click on the link, it will take them to a page where employee can create an account and choose their
username and password. Employees can then use any of the three methods selected by the employer.

N

iPad

Employees can login using

their 6-digit PIN that will be

provided by the Employer
or via facial recognition.

L

Mobile App

Employees should download
the Deluxe HCM App, and
login using the email address
and password they created
using the registration
link sent to them.

—x

Computer / Laptop
Employees can log into
www.deluxehcm.com

OR
mypaycenter.com

Employees can view the schedule you create for them by logging into their account using a computer/laptop or
mobile app. They can then enter time worked, submit their timesheets, drop or swap shifts and request

time off.

www.deluxehcm.com
© 2020 Deluxe HCM




deluxe | Time & Attendance  Superviosor's Quick Start Guide

How to Create the Schedule

1. Go to the "Schedule" tab under the "Team Management" section.

2. Hover over the date for that particular employee you want to make the schedule
for and click the plus "+" icon.

TIME & ATTENDANCE

Schedule B shift Notifications ~ Templates

< ul 28 - Aug 03 >  Day Week | Month  Employee View - Yshow Filter Options ~
Schedule BAa1 @oren @ Unpublished (] Display scheduled user only i Total  210h:00m $2600.00
Teamn Timesh ts q ll SUN, JUL 28 MON, JUL 29 TUE, JUL 30 'WED, JUL 31 THU, AUG1 FRI, AUG 2 SAT, AUG 3
- I z 34h:00m / $440.00 16h:00m / $160.00 42h:00m /$510.00 23h00m /$230.00 43h:00m / $520.00 34h:00m / $430.00 18h:00m /$310.00
Tearn Time Off M-5PM M-5PM M-5PM 3PM-TIPM 9AM-5PM
- T Manager shift nager Shift fanager shift Night Shift Manager shift
Manager Install Carpets Manager
OPEN SHIFTS 9AM-5PM
Manager shift
£ REPORTS Manager
2% ADMINISTRATION 1AM-8AM 9AM-5PM 9AM-5PM 9AM -5 PM 9AM -5 PM 9AM-5PM
AR\ Amanda Peters Early Morning Manager shift Manager shift @ Unpublished shift @ Unpublished shift Manager shift
’ 15 18h.00m Manager Manager Manager Manager Manager
Lon any > $306.00
1PM
Pamela Soto ight Shift
e 20h:00m Il Carpets
$34000

Brain Owens
. 18h.00m
$306.00

- A"Create Schedule" window should pop-up. Fill out all required information: Start Time, End Time,
and Color (1-3) are required, while Shift Name, Job, Location, Add Break, and Repeat (4-8) are optional
Click "Create". A box with a colored outline will appear on the schedule page.

- Once doneg, click "Publish" and the employees will be notified of their schedule. The schedule box will
change to a solid color.

Create Schedule

Shift  Add Unavailability ~ Time Off
START DATE(UTC) @ Mandatory
07/28/2019 @ Optional

2:)
2:)

TEMPLATE SHIFT M
None j
START TIME
0130 AM
ENDTIM OCAT
02:30 AM

COLOR

TIME ZON

@  #FF6900

Eastern Daylight Time (GMT-4)

PE

BREAK START TIME
Add Break o
SHIFT NOTES

Repeat 0

Save as template

Closs m

www.deluxehcm.com
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How to Create a Schedule Using Template

1. Go to the "Schedule" tab under the "Team Management" section.
2. Go to the "Templates" tab.
3. Click the "Add Template" button.

4. An "Add Template" window should pop-up. Fill out all required information: "Start Time, End Time, and
Color (1-3)" are required, while "Shift Name, Job, Location, Add Break, and Repeat (4-8)" are optional.

5. Once done, click "Save".

Add Template

TIMEZONE
Eastern Daylight Time (GMT-4) v

START TIME END TIME
09:00 AM 03:00 PM

SHIFT NAME Jobs
Standard

Location Color . . . .
= C e ESEEEE

6. To create a shift using the template, go back to the schedule tab, hover over the date for a particular
employee, and click the plus button. Once in the pop-up, select the template you just created.
Click Create button.

+Bulk Assign Advance Features

For bulk scheduling, click options
and select from the menu.

] Bulk Delete

[@Bulk Update

[@Bulk Copy & Paste

www.deluxehcm.com
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All Timesheets Section

In the "All Timesheets Section", a user will be able to:

A. Date range the timesheet period desired and the system will display all relevant timesheets to that period.
B. Search for a specific employee’s timesheet for quicker results.

C. Filter the timesheets by Department, Work Location, Employment Type, or Employment Status
(active, terminated).

D. Bulk Actions: Ability to "Approve, Reopen, Force Approve", or "Force Reject" several employees’
timesheets all at one time. These settings will only affect employees that have a box checked next to their
name.

E. View timesheets that are: "Approved, Not Submitted, Rejected, Waiting for Approval", or "All
Timesheets" in separate tabs.

F. The gearicon in the top right corner of the module will give you the ability to adjust the different criteria
displayed in the flat list of employees such as overtime hours, holiday premium pay, etc.

a DELUXE Time & Attendance Employees x

Waiting for Your Approval All Timesheets

TIME & ATTENDANCE

07/18/2019 - 08/02/2019 ®
Q.
Q Y show Filte.g e
[ 51 IO B Approved B3 Not Submitted B Rejected B Waiting for Approval
O Name Approval Status Timesheet Period Scheduled Work Hours Actual Work Hours  Overtime Hours Overtime Pay Meal Bre:
0 @ Not Submitted 07/28/2019 - 08/03/2019 100 000 000 $0.00 000
(=] @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
(@] @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
0 a @ Not Submitted 07/28/2019 - 08/03/2019 1650 000 000 $0.00 000
(=] @ Not Submitted 07/28/2019 - 08/03/2019 800 000 000 $0.00 000
0O @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
(=] @ Not Submitted 07/28/2019 - 08/03/2019 48,00 000 000 $0.00 000
(m) @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
0 @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
o v @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
_ O HarryMason @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
i O JackLian @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
Time Clock Devices O Maria Rodriguez @ Not Submitted 07/28/2019 - 08/03/2019 2200 3450 250 $3750 000
(u] @ Not Submitted 07/28/2019 - 08/03/2019 000 000 000 $0.00 000
[w] @ Not Submitted 07/28/2019 - 08/03/2019 4000 089 000 $0.00 000
0 a @ Not Submitted 07/28/2019 - 08/03/2019 5500 424 000 $0.00 000
(=] @ Not Submitted 07/28/2019 - 08/03/2019 16.00 49.00 1250 $187.50 0.00
0 A @ Rejected 07212019 - 07/27/2019 13.00 000 000 $0.00 000
@) |z Waiting for Approval 07/21/2019 - 07/27/2019 3200 1200 000 $0.00 000
0 va @ Approved 07/21/2019 - 07/27/2019 000 000 000 $0.00 000

_ =2 100 s 2500 220
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How to Edit a Timesheet

1. Go to "All Timesheet" section.

2. Click the name of the employee whose timesheet will be reviewed/edited.
3. Click the "Add Punch/+ Add In / Out Time/Add Duration"
(label will depend on the clocking method of the employee).

4. Check the date. For punch time entry, choose whether the punch is for in/out/break/resume/transfer.
For In and Out entry, choose whether the punch is for work/break.

5. Fill out all the required information such as start and end time or the duration of work in hours.

6. Tag jobs and breaks if necessary and click "Save".

Create Punch

On Transfer Break Resume Out

Timezone
(GMT-07:00) Pacific Time - Los Angeles

Date Time

08/25/2019 5149 PM

Jobs

Comment

Repeat (J

How to Approve a Timesheet

1. Click the name of the employee to open the timesheet.
2. Review the timesheet.

3. Click the "Approve" Button.

Detail History ‘

< July 29, 2019 - August 04, 2019 >

Corey Taylor

cr Waiting for Approval

www.deluxehcm.com
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Time Off

1. Team Time Off Section
In the Team Time Off Bookings section a user can:
A. Search the time off requests submitted for approval by employee name.

B. Filter the employee’s requests by Department, Policy name, Work Location, Employment Type,
or Employment Status

C. Bulk Actions: in this section a user would be able to approve, reject or delete requests in bulk,
this setting will only affect employees that have a box checked next to their name.

TIME & ATTENDANCE

Waiting for Your Approval ~ Team Bookings ~ Team Balance  Calendar

a

Y Hide filter

Departments Cost Centers Time Off Policy Supervisor

Team Time Off
Work Location Employment Type Status

e Bulk Actions ~ 20 Il (@) Approved B Not Submitted B Rrejected @ Waiting for Approva

0O Name Time Off Type Booking Start Date Booking End Date D i ) Actual Dx i ) Status Action

O BaryCordon Vacation 07/26/2019 07/26/2019 2400 0.00 @ Approved Z o

D. An administrator would also have the ability to book time off on an employee’s behalf by clicking
on the blue "Add Time Off" button.

Add Time Off x

Employee Time Off Type

AS OF AUG 16, 2019 HRS
Kris Brown v hiatalia v Balance before this booking 261.00
Requested time of this booking 9.00
Allbay O Balance after this booking 252.00
Start Time End Time
08/15/2019 4:36 PM 08/16/2019 4:36 PM No conflict with other employees' time off booking

2. Team Balance Section

The "Team Balance Section" gives the user the ability to at a glance see their entire team’s current
time-off balances for all assigned policies.

3. Calendar Section
The "Calendar Section" gives a user the ability to view the requests for the entire month so that they can
at a glance see how their employees requests layout, which in turn can be an insight into which requests to
approve, and which to reject.

www.deluxehcm.com
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Reports

The "Reports" section will let you "View" or "Download" many reports as CSV files including:

Timesheets: Punches by Location, Hours by Timesheet Period, Hours by Day, Punch Data
Time Off: Time Off Balance, Time Off Requests

Schedule: Scheduled Hours vs Actual Hours, Scheduled Hours by Shift

Payroll: Total Cost By Job.

Timesheets  TimeOff  Schedule  Payroll

0712002019 - 08/03/2019

Punches by Location Hours by Timesheet Period
Map  Satellite |~ .. PR o ‘Overtime Hours
! |l s T ol | I Roguiar Hours
M) — NH Total Hours
j & NYEEMA 200,
L PA
r' United States e IN; OH MD o
4 oy W7 ™
TN NC 8
v S .
R 1S5
AL GA
ozt + =
FL
z f of -
) B S i 20,200 S Acg 00200
er tico
Google Vapdu 0201 0o mactne
View Full Report View Full Report
Timesheets  TimeOff ~ Schedule  Payroll
07/20/2019 - 08/03/2019
Time Off Balance Time Off Requests
Banked Time [l Approved
W vacation L Waiting for pproval
Family Emergency
M Sick Leave. ¢
Paid Time Off
=3
View Full Report View Full Report
Timesheets  TimeOff  Schedule  Payroll
&) 072022019 - 08/03/2019
Scheduled Hours vs Actual Hours Scheduled Hours by Shift
n
[ Actual Hours Night Shift
® Scheduled Hours. ‘ M Day shift
P Manager Shift
M Swing Shift
< Manager shift
x

M First Shift

'

= M Early Morning Shift

. I_I ._. o
FTED .

W07 190721 9012 D9 NSNS0 WIOIE DNOE 1G0T N0A IO 20190731

View Full Report View Full Report
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iPad Prerequisite

- Generation 2 or later
-16 GB of minimum storage
- Any size iPad (ex: iPad, iPad Mini, iPad Air, iPad Pro)

- i0S software version 12 or later

How to set-up the iPad

1. Download the "Deluxe TimeClock™" App from the App store.

2. There are two ways in setting up the time clock:

A. Log in the app using the account owner credentials.

Deluxe HCM

B. Get the Clock ID from the app and put it in the Time Clock Devices section in the Time and Attendance
website. "Administration > Time Clock Devices > Add New Device"

Set Up' Using Clock ID

How to contf is time clock?
(Go to “Clock Manageme n on Deluxe Time & Attendance
‘web portal the clock ID below.
Clock ID

Once the clock h:
button below to activate the cl

as been added to the web portal, tap on the.
lock.

www.deluxehcm.com
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3. Choose from the two options above. Then choose whether employees will clock in via PIN code or
FacelD. "PIN code" for each employee can be found in the "Administration > Employees > Employee’s
name > Time and Attendance > Timesheets > Enable PIN". When you choose to Enable PIN Code, this
will automatically send the employee an email with an individual PIN code.

> < Back to Employees View as Employee >

Amanda Clarens Jr.
Manager / Full Time
Start Date: 07/01/2019

Time & Attendance
Overview .
Timesheets s
Timesheets ©
Pay Rules and Rates © Timesheet Template: Punch+Bank (effective now)
Time Off ©
Timesheet Approval Path: Admin_Approval (effective now)
Shift Schedules ©
Timesheet Period: Weekly timesheet (effective now)
Time Clock PIN Reset PIN
Enable PIN code:

FacelD: After an employee receives the individual PIN code, they have an option to set up FacelD at
the iPad Deluxe HCM. They will need to first enter their PIN code, then follow the steps to set up FacelD.
It’s really easy!

SET UP FACE ID

Tab on the button below to set up facial recognition

Set Face ID

www.deluxehcm.com
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Troubleshooting and Connectivity Tips

Using the iPad Offline

1. Punch ins and outs will not transmit until iPad is connected. Note - Because punch ins/outs do not
transmit to T&A server while iPad is offline, supervisors may get notifications that their employees
have not logged in or out

2. Connect the iPad to the Wi-Fi at least once a day and allow at least 5 minutes for iPad to finish syncing.

3. To check if all punches have been synced, open the "Clock App", click the "Clock Status" icon in the
bottom-most part of the screen. A window will pop-up showing the number of synced and unsynced
punches.

4. To confirm that the iPad is online, start-up Safari and do a search or go to a news site.
5. Ideally, the iPad timeclock should be online at all times for best results.

6. Make sure to join the strongest internet connection.
"Settings > Wi-Fi > "I" icon on the Wi-Fi Network with strongest signal > Auto-Join"

Connectivity Problems - Tips

1. Turn off connectivity, turn back on (Settings > Airplane mode, turn on, then off again)
2. Go to "Settings > Wi-Fi". Ensure you are connected to the strongest network
3. Connect to the Wi-Fi - check connectivity by opening a browser and going doing different searches.

4. Ping the IP address of the iPad from a computer.

Lock Down iPad Using Kiosk Mode

To lock down the time clock app on your iPad and put it into "Kiosk Mode" you will need to do the following:

1. Go to "Settings > General > Accessibility > Guided Access".
2. Enable the "Guided Access" slider.

3. Tap "Passcode Settings" and "Set Guided Access Passcode". Keep the "Touch ID" option as
"disabled" in order to be able to exit the "Kiosk Mode" by anyone who knows the passcode.
Note: This passcode will be needed to exit "Kiosk Mode"

4. Next, launch the "Time Clock" app. While the app is open, quickly press the "Home" button three times.

5. Tap "Start" in the top right corner of your screen when you're ready.

While in Guided Access mode, the iPad’s screen won’t turn off. It will remain on and unlocked for anyone to use it.
Please keep the iPad plugged in.

To activate Sleep/Wake option,

1. After Step 4, click "Options™ tan in the lower left of the screen.
2. Enable "Sleep/Wake".

This will allow anyone to turn on/off the iPad’s screen using its switch.
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