Approving a Shift in a Day Job Aid

Employees can review the attestation statement to approve a shift as follows:

1. Anemployee accesses the GT10 clock with face recognition.
102 attendance*

Enralledimage Capturedimage

Clocking Blake, Rebecca in 1 seconds

If this is not you, press ID to manually enter your ID,
or press Cancel

W Yes1 Bo = Options 9 Cancel

3. Tap Self Service to access the employee self-service operations.

P28 Employee Options - Blake, Rebecca @Qattendance

ON DEMAND, INC.

User Details
Keypad ID 7 é Punch In/Out
Enrolled by Face

2 Transfer

Punched
Punched Dec 11

—3 Transfer and
€— Punch
Last Clockings
A if

Approving a Shift in a Day May 3, 2021 1



4. Tap Daily Shift Approval.
L2l Self-Service Options - Blake, Rebecca

GDattendance

ON DEMAND, INC.

B Daily Shift Approval

=% Manage Consent

@ Enter Tips

l@' Recent Punches

@ View schedules

5. The “Please wait contacting server” message is displayed to request shifts available in the previous
period and current period.

22l Select timecard to approve - Arnold, Wendy QODattendance®

ON DEMAND, INC.

Please wait contacting
server.

All shifts in the previous period and current period are displayed.
Select timecard to approve - Blake, Rebecca @Oattendance:

ON DEMAND. INC

Time for Monday 26th April
Time for Tuesday 27th April

7. Select a shift, then tap OK. The Approve timecard screen is displayed for approving or disapproving
work conditions of the selected shift. See Approving Work Conditions of a Shift and Disapproving Work
Conditions of a Shift for details. To approve another shift, go to step 4.

Select timecard to approve - Blake, Rebecca @Dattendance:

ON DEMAND, INT

[ Time for Monday 26th Apri

Time for Tuesday 27th April
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Approving Work Conditions of a Shift

1. If you agree the following attestation statement regarding the select shift, tap | agree.
23 Approve timecard - Blake, Rebecca attendance:
Title
Time for Monday 26th April 04:25 [13:02  Total time worked 08:37
2. The green checkmark is displayed before the shift. Tap OK.

ON DEMAND, INC

Select timecard to approve - Blake, Rebecca ¢attendance:

| Time for Monday 26th April

Time for Tuesday 27th April

3. The “Timecard(s) approved” message is displayed.

=¥ Manage Consent

J & Timecard(s) approved |—

I [@ Recent Punches

4. The “Employee Daily Attest” message with the shift date is displayed on the employee time card.

Blake, Rehecca (Cedar Springs-Default-Physical Therapy-Physical Therapy Assistant)

Previous Period Editing Sheet Adjustments | Approve  Print

Last Mame First Mame 1D Lacation Department Fositian
Blake Rebecca 723 Cedar Springs Physical Therapy Physical
Timestamp Account Effective Diescription

05/03/2021 O7:56pm

ED

AQDC 04/26/2021 | Employee Daily Attest Mon Apr-25 21 |
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Disapproving Work Conditions of a Shift

1. If you disagree with the following attestation statement regarding the select shift, tap | disagree.

I3l Approve timecard - Blake, Rebecca Dattendance

ON DEMAND, INC.

Title
Tirme for Monday 26th April 04:25 1302 Total time worked 08:37

2. Select one or more reasons regarding the work conditions of selected shift. Tap Confirm.
Select one or more reasons @Oattendance’

ON DEMAND, INC.

¥ | missed my lunch
& | missed my break

¢ | was harassed
s~ Work Place Inju

3. The red exclamation is displayed before the shift. Tap OK.
Y Select timecard to approve - Arnold, Wendy @Qattendance*

ON DEMAND, INC.

Tivne for Tuesday 27th April

4. The “Timecard(s) approved” message is displayed.

I =% Manage Consent

J @ Timecard(s) approved |_

I [@ Recent Punches
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5. The “Employee Daily Attest” message with the shift date and the “Outstanding Issues” message are

displayed on the employee time card.
Blake, Rebecca (Cedar Springs-Default-Physical Therapy-Physical Therapy Assistant)

Time Card Prewvious Period Editing Sheet Adjustments Approve Print Elake, Reb

Last Mame First Marne D Location Department Fosition
Blake Rebecca 723 Cedar Springs Physical Therapy Physical Therapy Assistant
Timestarmp Account Effective Description
05032021 03:31pm [F  A0DC 04/26/2021 Employes Daily Attest Mon Apr-26 21 Outstanding lssues

Employee Daily Attest Mon Apr-26 21 Qutstanding Issues

05/03/2021 08: 31 pm [ AODC 042672021
05/03/2021 03:31pam [ AODC 04/26/2021 Employee Daily Attest Mon Apr-26 21 Outstanding Issues
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