ESS Mobile 3.0: Punching In or Out Job Aid

When employees punch in or out, they can attest their health condition before they fulfill their shifts or attest
their work condition after their shifts. In addition, employees are allowed or not allowed to punch based on
whether their GPS locations are inside or outside geo zones defined in your system.

Employees can punch In or Out as follows:

1. Tap PUNCH IN or PUNCH OUT on the home screen.

HELLO LUKE A o

= HELLO LUKE A o

11:08am 11:08am

August-14, 2019 August-15,2019

Aug-16-2019 a:00am |

Alg-15-2019 a00am  401pm |

PUNCH IN TRANSFER PUNCH oUT

2. When an employee punches In, the employee can state whether they are punching In for back to the
current shift by tapping BACK TO WORK or for the purpose of starting a new shift by tapping START
NEW SHIFT, based on the configuration.

BACK

£ IN

Return to Work

Aug-154:02pm

BACK TO WORK START MNEW SHIFT
D

Enter Additional Motes Here

Fress SAYVE to continue...

SAVE
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When an employee punches Out, they can state whether they will be returning later by tapping WILL BE
BACK LATER or if it is the end of the shift by tapping DONE FOR TODAY, based on the configuration.
Then tap SAVE.

BACK

& oUT
Punch QUT

Aug-15 4:00pm

WILL BE BACK LATER DONE FOR TODAY
D

Enter Additional Notes Here

Press SAVE to continue...

SAVE

Health Attestation for New Shift
When an employee is scheduled to work and punches in for the new shift, they may be asked for their health

attestation based on the configuration.

1. The employee punches in and taps START NEW SHIFT. Then tap SAVE.

BACK HOME

IN
Begin Work Shift

Mar-16 10:56am

BACK TO WORK START NEW SHIFT

Enter Additional Notes Here

Press SAVE to continue..

SAVE
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2. The employee receives a Daily Attest notification in the Outstanding Items tile with the number of
outstanding items displayed on the Home screen. Tap the Outstanding Items tile.

= HELLO LUKE A =

4:55pm

August-15,2019

Aug-15-2019 9:00am 4:01pm
4:03pm 4:28pm

PUNCHIN

@ 2 Qutstanding ltems

Please Address
Immmediately

Tap Daily Health Attest tile.

How are you feeling?

1 5 Arnherst, Luke Daily
Health Attest

4. The health attest asks employees about their health before their shifts. Tap YES if the employee feels
sick with the symptoms described in the instructions. Otherwise, tap NO.

BACK HOME

BACK HOME

How are you feeling? Howw are you feeling?
Date Date
Da/14/2019 = 08/14/2019 il

Hawe you been free of any of the following symptoms in the past 48
hours: fever or chills, cough, shorness of breath or difficulty
breathing, fatigue, muscle or body aches, headache, new loss of
taste or smell, sore throat, congestion or runny nose, nausea or
worniting, diarrhea

Hawe you been free of any of the following symptoms inthe past 43
hours: fever or chills, cough, shortness of breath or difficulty
breathing, fatigue, muscle or body aches, headache, new loss of
taste or smell, sore throat, congestion or runny nose, nausea or
worniting, diarrhea

YES MO
DETAILS
DETAILS

Arnherst, Luke Daily Health Aftest
Amherst, Luke Daily Health Attest

SAVE SAVE
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Note: For more information, tap DETAILS.

YES NO

DETAILE

Amherst, Luke Daily Health Attest

The time card is displayed with dates, punches, worked hours, and schedules.

BACK
TIME CARD

Cate In Dut In Dut Amount  Schedule
Thu Aug-1519 0:00a ko0 Q00700
Thu Aug-1519 oD Regulari

5. The submitted attestation is displayed in the Activity tile marked as EMP HEALTH ATTST on the Home
screen.

= HELLO LUKE A <

11:08am

August-15, 2019

Aug-15-2019 3:00am |

TRANSFER PUNCH OUT

-

15 Activity
EMP HEALTH ATTST | Wed Aug-14 19 No
I 41pm
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Note: When an employee punches In but indicates they are returning to work by tapping BACK TO WORK, they

do not receive health attest notification.

BACK

IN
Begin Work Shift

Mar-16 10:56am

BACK TO WORK START NEW SHIFT
rD.

Enter Additional Notes Here
Press SAVE to continue..

SAVE

Work Condition Attestation for Shift Completion

When an employee completes all of their shifts for today by punching out, they may be asked for work condition
attestation based on the configuration.

1. The employee punches out and taps DONE FOR TODAY.

BACK HOME

B ouT
Punch GUT

Aug-154:29nm

WILL BE BACK LATER DONE FOR TODAY

Enter Additional Motes Here

Fress SAVE to continue..

SAVE
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2. The employee receives a Daily Attest notification in the number of outstanding items displayed on the

Home screen. Tap the Outstanding Items tile.

= HELLO LUKE A

4:55pm

August-15,2019

Aug-15-2019 9:00am 4:01prm
4:03pm 4:29pm

FUNCH IN

@ 2 Qutstanding ltems

Please Address
Immediately

3. Tap Daily Attest tile.

AUG Work
1 5 Arnherst, Luke Daily
Atfest

4. The attest asks employees about the work conditions of their shifts. Tap YES or NO for answering the

question about the completed shift. Then tap SAVE.

BACK HOME

Work

Date

08/15/2019 ™

| Were you hurt on the job? |

YES NO

DETAILE

Armherst, Luke Daily Attest

SAVE
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Note: For more information, tap DETAILS.

YES NO

DETAILS

Arnherst, Luke Daily Attest

The time card is displayed with dates, punches, worked hours, and schedules.

BACK
TIME CARD

Cate In Out In Out Amount  Schedule
Thu Aug-15149 0:00a o0 Q00700
Thu Aug-15149 00 Regular1

5. The submitted attestation is displayed in the Activity tile marked as EMP ATTST DAY on the Home

screen.

= HELLO LUKE A <

5:00pm

August-15, 2019

Aug-15-20198 2:00am 4:07pm
4:03pm 4:29pm

FUNCHIN
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EMP ATTST DAY | Thu Aug-1519

4:59pm
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Note: When an employee punches Out, but indicates they will return later by tapping WILL BE BACK LATER, they

do not receive attest notification.

BACK

& OUT
Punch QUT

Aug-15507pm

WILL BE BACK LATER DONE FOR TODAY

Enter Additional Notes Here

Press SAVE to continue...

SAVE

Punch In or Out with or without GPS Punch Restriction

If geo zones and GPS punch restrictions are configured in your system, employees are allowed or not allowed to
punch based on whether their GPS locations are inside or outside geo zones based on your company policy.

To punch In:

1. Tap PUNCH IN.

= HELLO SERENA A

8:33am

July-28,2020

PUNCH IN

JUL
Pay Period Begins

27 2 Work Schedules

Work Schedule

8:00= | Wonderland

28 w500p | Food Court
9h Scan Coordinator

Morning
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2. If the GPS location of the punch is within the required geo zone, the IN screen is displayed and the SAVE
button is available. Tap SAVE to punch In.

BACK

£3 IN

Return to Work

Jul-28 8:33am

Enter Additional Notes Here

Press SUBMIT to continue..

SAVE
To punch Out:
1. Tap PUNCH OUT.
= HELLO SERENA A
11:26am
July 28, 2020

Pay Period Begins
27 2 Work Schedules

JUL Wonderland Village

28 11320 Middlebelt Rd
825 9" | LivoniaMI 48150

Jeffr

Jeffrles Fwy ra
LdJd

- » Walmart Supercs
Livonia o p
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2. If the GPS location of the punch is inside the required geo zone, the OUT screen is displayed and the
SAVE button is available. Tap SAVE to punch out.

BACK HOME

2 ouUT
Punch QUT

Jul-28 11:26am

Enter Additional Motes Here

Press SUBMIT to continue..

SAVE

Note: If the GPS location of the employee’s punch is not inside the defined geo zone, the following “Wrong
Place?” message with the current address are displayed and the SAVE button is greyed out to prevent
employees from punching.

BACK

Wrong Place?

Location Mismatch
| Location: 35095 Bridgeman St Farmington Hills Ml 48335

Unable to punch at this time.
Wonderland Employees

Punch In

)

©2021 Attendance on Demand, Inc. All rights reserved. Attendance on Demand is a registered trademark of Attendance on Demand, Inc.
(AOD). Nothing contained here supersedes your obligations under applicable contracts or federal, state and local laws in using AOD’s

services. All content is provided for illustration purposes only.
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