deluxe | Time & Attendance

The following guide
explains the Deluxe HCM
system. Some of the
features described
below may or may

not apply to you.

How To Install The App

How To Add In/Out Time

Thu, Aug 15t ADD TIME Save

SUN MON TUE WED

28 29 30 31

Job ~

Type

Total: Oh:00m Date August 01,2019 >
@ work: 0h:00m @ TimeOT 0h:00m ) Breakc Oh:00m .
Start Time 07:.00 AM >
End Time OO0 PM >
Time Zone  Pacific Daylight Time (GMT-7) >
/ Job Install Carpets »
e
|
d ——H Comment

Worked at Johnson house before lunch
You have not logged time for this day.

Repeat

B ' -

1. Go to "Timesheets" tab.

2. Tap on the desired "Date" to enter time.
3. Tap on the ° icon.

4. Tap the type "Job".

5. Enter the "Start Time" and "End Time".
6. Select the "Job".

7. Click "Save".
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1. Go to [} Google Play Store or £i0S App Store
2. In the search bar, enter Deluxe Mobile

3. Select Deluxe Mobile, then tap Install or Get

How To Sign In

How To Add Break Time

Thu, Aug Ist

ADD TIME

SUN MON TUE WED Type
Jol Break
Total: 6h:00m Date
@ Work: 6h:00m @ TimeOf: Oh:00m ) Break: OR:00m )
Start Time
End Time
Install Carpets
07:00 AM - 01:00 PM 6:00 Hrs Time Zone
Break
Comment

Lunch on road to Queens Golf Club

Repeat

HEDULE TIMESHEETS na SCHEDULE TIMESHEETS

1. Go to "Timesheet" screen.

2. Tap on the "Date" to enter time.

3. Tap on the G icon.

4. Tap the type "Break".

5. Enter the "Start Date" and "End Date".
6. Select the "Break".

7. Click "Save".

1. Open the Application

2. Enter your Email and Password

August 01,2019 »

Pacific Daylight Time (GMT-7) >

Mobile In/Out Time Entry

How To Sign Out

(11. Tap on the top left Menu icon

=]

2. Tap on the Sign Out option

8

MY SCHEDULE

3. Tap on Login button

How To View Your Schedule

Break ~

< SUN,JUL28-SAT,AUG3 >

Scheduled: 16.0 hrs
Shift Notification

OLOOPM ¥

Q200PM >

09:00AM-05:00PM

@ Manager shift
@ BHours

@ 540 University Ave,, #200, Palo Alto, California 94301,
United States

Meal Break »

@D Drop Shift ﬁ; Swap Shift

Open Shifts: 1

09:00AM-05:00PM
@ Manager shift
@ 8Hours

® 540 University Ave., #200, Palo Alto, California 94301,
United States

ﬁ@ Pick Up Shift
SCHEDULE

1. Tap on the "Schedule" icon in
the bottom menu bar.



deluxe | Time & Attendance

How To Drop a Shift

MY SCHEDULE

< SUN,JUL28-SAT,AUG3 >
Scheduled: 16.0 hrs

Sat, Aug 03

You have requests

@ 8Hours
09:00AM-05:00PM 9 540 Univel
@ Manager shift
@ 8Hours

© 540 University Ave, #200, Palo Alto, California 94301,
United States

{53 Drop shift (5 swap shifc

Open Shifts: 1

09:00AM-05:00PM

@ Manager shift

@ 8Hours

® 540 University Ave,, #200, Palo Alto, California 94301,
United States

f‘e Pick Up Shift

o < DROP SHIFT

ed to drop the following shift:

@® Sat, Aug 3,09:00 AM - 05:00 PM
@ Manager shift

California 94301, United States.
@ America/Los_Angeles

Please click the profile image to select one or more
employees to take this shift:

Q search for Employee

@ inee

rsity Ave, #200, Palo Alto,

Confirm Drop

x

Drop request Sent Successfully

Your request to drop the shift has not been
approved yet. If a team member accepts, it
will be sent to a Manager or an Approver for

approval

Got it

2. Tap on "Drop Shift", under the shift you want to drop.

3. You will be navigated to the "Drop Shift" page. Select the

"Employees" you want to pick up your shift. There is no
limit on the number of employees you can select.

4. Tap the "Confirm Drop"

How To View and Submit
Timesheet

1. Tap on the "Timesheet" icon
from the bottom menu bar.

2. Review the summary of your
"Paid Hours".

3. Tap on the date " >" arrow mark
to view the punch details.

4. Tap "Submit".

5. "Waiting for Approval" sign
appears.
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button.

MY TIMESHEETS

< Sun,Jul28-Sat,Aug 03 >
Not Submitted

Paid Hours Total: 40h:30m

« Regular Time
« Time & Half Time
.

In/Out
Sunday, Jul 28
Monday, Jul 29
Tuesday, Jul 30
Wednesday, Jul 31
Thursday, Aug 01

Friday, Aug 02

38h:00m
2h:30m

Th:oom >

8h:30m >

8h:30m >

8h:30m >

6h:00m >

0h:00m >

Mobile In/Out Time Entry

How To Swap a Shift

MY SCHEDULE Qa

< SUN,JUL28-SAT,AUG3 >
Scheduled: 16.0 hrs.

Sat, Aug 03

09:00AM-05:00PM

@ Manager shift

® 8Hours

© 540 University Ave, #200, Palo Alto, California 94301,
United States

(53 Drop shift

Open Shifts: 1

(58 swap shift

09:00AM-05:00PM
@ Manager shift

® 8Hours

@ 540 University Ave, #200, Palo Alto, Calfornia 94301,
United States

(=, Pick Up shift

ScHEDULE

SWAP SHIFT

09:00AM - 05:00PM

® Managershift
® 8Hours, Pay Estimate: $80

© 540 University Ave, #200, Palo Alto, California
94301, United States

What is the reason for swapping the shift?

( ]

Please select the time frame for the swap:

Starts Click to select

Ends

Click to select

No shifts found for timeframe.

ScHEDULE

( 1. Tap on the "Schedule" icon.
2. Tap on "Swap Shift", under the shift you want to swap.

x
Swap Request Sent

Your shift swap hasn't been approved yet, if a
team member accepts, it will be sent to a

Manager for approval.

3. You will be navigated to the "Swap Shift" page.

4. Input "Start Date" and the "End Date" of the swap shift.

5. Choose the "Employee" and tap on the "Submit" button.

How To Book Time Off

1. Tap on the "Time

Off" icon from the

bottom menu bar.

2. Tap the 0 sign.

3. Choose the "Time Off Type" on the top.

4. Choose your requested "Date"

and "Time".

5. Insert any comments or applicable
documents to your "Time Off" request.

6. Tap "Submit".

= MY TIMEOFF

BALANCES

£ sAuAnce A oF

Family Emergency
Taken
Balance

View Balance History
Vacation
Taken

Balance

View Balance History

< ADD TIME OFF
Time Off Type
Aug 02,2019 All Day
Fri, Aug 02, 2019
0 Hours
10 Hours Fri, Aug 02, 2019
Repeat
Comment
0 Hours
25 Hours
@ Attach File
Requested

Balance before booking

Balance after booking

booking
@

Submit

Vacation >

©

8 Hours
24.86 Hours

16.86 Hours

No conflict with other employees' time off



