uAttend Instructions for Employees

Punching in and out using the website
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My Timecard

PUNCH INJOUT

PUNCH OUT

BREAK /LUNCH

STARTBh. ‘K

START LUNCH END LUNCH

NOTE (Max 200 Characters)

PUI STATUS

You last punched OUT at 5:15 PM on 02/17/2015 D O N OT
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To edit punch time, click on the My Timecard tab. Then click on EDIT for the
punch you want to correct.

sat  02/07/15 [+]
Sun  02/08/15 [+1
Mon  02/09/15 [+]
Tue 02/10/15 [+1
wed  02/11/15 [+]
Thu 02/12/15 [+]
Fi  02/13/15 [+1
Sat  02/14/15 [+]
sun  02/15/15 [+]
Mon  02/16/15 [+]
Tue 02/17/15  3999T 04:24 PM 05:15 PM .85 .85 EDIT [x] [+]
Wed 02/18/15 [+]
Thu  02/19/15 [+]
Hours Worked  Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85
REG oT 0oT2 VAC HOL sic OTH TOTAL
Total Hours .85 .85
EDIT PUNCH ®
PUNCHTYPE: In/ Qut v
NTIME: 04:24PM o 02-17-2015 | i)
ourTmE: D515PM  on 02-17-2015 | [y
NOTE:
{Max 200 Characters)
4
IN PUNCH ORIGINAL: 2/17/2015 at 4:24 PM by Jodi Coulter from () (Smartphone Punch)
ouTPUNCH 2/17/2015 at 5:15 PM by Jodi Coulter from (50.78.193 201) (Web Punch)
ORIGINAL:
To delete a punch, click on the red [x] and then click OK when asked.
wed  02/04/15 [+]
Thu  02/05/15 [+]
Fri  02/06/15 . [+]
The page at https://v2 trackmytime.com says:
Sat  02/07/15 [+]
Sun  02/08/15 Are you sure you want to delete? [+]
Mon  02/09/15 [+]
Tue 02/10/15 oK Cancel [+]
wed  02/11/15 [+]
Thu 02/12/15 [+]
Fi  02/13/15 [+]
Sat  02/14/15 [+]
Sun  02/15/15 [+]
Mon  02/16/15 [+]
Tue 02/17/15 39997 04:24 PM 05:15 PM .85 .85  EDIT[x]l [+]
Wed 02/18/15 [+]
Thu  02/19/15 [+]
Hours Worked  Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85
REG ot oT2 VAC HOL sic OTH TOTAL
Total Hours .85 .85
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To add a punch, click on the green [ +].

Sat  02/07/15 [+]

Sun  02/08/15 [+1
Mon  02/09/15 [+]
Tue 02/10/15 [+1
Wed 02/11/15 [+]
Thu 02/12/15 [+]

Fri  02/13/15 [+]
Sat  02/14/15 [+]
sun  02/15/15 [+]
Mon  02/16/15 [+]
Tue 02/17/15  3999T 04:24 PM 05:15 PM .85 .85 EDIT[x] = [+]
Wed 02/18/15 [+]
Thu  02/19/15 [+]

Hours Worked  Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85

REG om oT2 VAC HOL sic OTH TOTAL
Total Hours .85 .85
ADD PUNCH ®
PUNCHTYPE:  [nOut v

wTme: 12.00 AM on| 02-17-2015 i)
OUT TIME: on| 02-17-2015 | )

NOTE:
{Max 200 Characters)

SAVE AND NEXT SAVE AND CLOSE CANCEL

To add vacation, sick, or holiday hours, click on the green [ + ] and then click the
Punch Type drop down box. Select Benefit.

ADD PUNCH ®

PUNCH TYPE: | InOut v |

IN TIME:

OUT TIME:

NOTE:
(Max 200 Characters)

m SAVE AND CLOSE CANCEL
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Select the type of benefit hours you want to add.

PUNCH TYPE: Benefit r

pate: 02-17-2015 i)

BENEFTTYPE: | VAC-VACATION v

VAC-VACATION
BENEFIT HOURsS: | SIC-SICK =T

HOL-HOLIDAY

OTH-OTHER

NOTE:
(Max 200 Characters)

m SAVE AND CLOSE CANCEL

Add the total number of hours you want to add for that date. Save.

ADD PUNCH ®

PUNCH TYPE: Benefit r
pate: 02-17-2015 )

BENEFITTYPE: HOL-HOLIDAY v

BENEFIT HC @ xample: 04.75 Tor 4.75 hours

NOTE: | President's Day
(Max 200 Characters)

m SAVE AND CLOSE CANCEL

To log out, click the down arrow by your name at the top of the screen. It will
drop down to show the Logout. /

RMCSDA - 96916 I UAttéfhd

Logout Employee Management System

TUESDAY FEBRUARY 17, 2015 | 5:49 PM MST

My Timecard

JODI COULTER-4897 | PAYPERIOD € 01/20/15 -02/19/15 »

OTH TOTAL

Tue 01/20/15 [+]

Wed 01/21/15 \ [+

You can also click through pay periods by clicking the arrows.

March 3, 2015



uAttend Instructions for Employees

After logging out on your last day of work in the pay period, you must review and
approve your timecard before your supervisor can approve it to be paid. After
checking to make sure that all your time is correct and that you haven’t missed
any punches or including any benefit hours, scroll down to the bottom of your

timecard and click

Wed 02/18/15 [+]
Thu 02/19/15 [+1

Hours Worked  Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85

REG om o712 VAC HOL SIC OTH TOTAL
Total Hours .85 .85
DEPT DEPARTMENT TRANSFER TOTAL PAY CODE ACCRUED USED AVAIL

j This timecard is not yet approved by Jodi Coulter-4897 . \
o \ | |

You can also print a copy of your timecard for your records by clicking

If, after approving your timecard, you remember a correction you need to make,

click
WWEU ULy 10y 1D (]
Thu  02/1%/15 [+]
Hours Worked Week 1: | Week 2: | Week 3: | Week 4: | Week 5: .85
REG ot o712 VAC HOL SiC OTH TOTAL
Total Hours .85 .85
DEPT DEPARTMENT TRANSFER TOTAL PAY CODE ACCRUED USED AVAIL

:J AFPPROVED on 2/17/15 @ 6:04 PM MST by Jodi Coulter-4897

J)' This timecard is not yet approved by the Supervisor. OI | | | |

This will unlock your timecard for you to make changes. However, once your
supervisor approves your timecard, you will no longer be able to unapprove it and
make changes.
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