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Self-Service Punching

Once logged in, you can immediately create a punch by using the pink '@ symbol located at the top left corner of
the page as seen below. In this menu, a punch can be created using two different methods:

Quick Punch ¥

If you select quick punch, the system willimmediately bring you to a page to create a punch for the current date
and time, without the option to add punch notes or any other punch options. Once the page loads click the pink=
to create the quick punch. Once the punch is created you will see a punch confirmation on the screen as shown

below:

DECEMBER 09, 2020

Success! You're punched in

Lust punch
c J
i 11:43 @M pecember s, 2020

Detailed Punch =
If you select detailed punch, the system will open a creation screen and display the current date and time. Note:
the date and time fields are not editable during self-service punching. The punch options available in the detailed

punch screen are as follows:
Note: options on this screen may differ based on your company permissions.
a. Type: allows you to specify the punch type for the entry. The options are Normal, Meal, and Break.
b. Mode: allows you to specify if the punchis an IN, OUT, AUTO, or TRANSFER.
a. INmeansyou are clocking in and is typically used when you are first in for the day or coming back
from a break or meal.
b. OUT means you are clocking out and is typically used when you are leaving for the day or leaving
for your break or meal.
c. AUTO allows the system to determine
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d. TRANSFER allows you to move from one labor value to another without having to create multiple
punches. When using the transfer option isolved will create 2 punches; one clocking you out of
your current labor and one clocking you into the labor you transferred to.

c. Labor:If the option to enter labor allocations is enabled, you will select from the allowed labor levels when
creating a punch. If no labor is selected, isolved will use your default labor allocation.
d. Notes: If notes are entered, anyone looking at the Time Card will be able to view the details.
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Group Punch

The Group Punch feature under the Time menu allows you to filter a specific group of employees, and then create
a punch for them at a specific time. Once logged in, you can immediately create a punch by using the pink "9
symbol located at the top left corner of the page. To create a group punch, select the “Group Punch” option.
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Next, you'll need to select the group of employees you would like to enter a punch for; to do this, select a
previously created group from the Group menu:

Choose the appropriate group of employees and select Next.

The supervisor will now be able to select either all group members or individual employees for the desired punch
and select Save.
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To complete the punch, select and enter in the appropriate Date, Type, Time, and Labor values, (Detail Punch)
and complete by selecting Save.
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Manage Groups

The Group Punch menu is where the supervisor will also create and manage their employees for group punching.
To create or edit a group of employees, select the Manage button in the top right-hand corner.

CROUP PLMCH



Jsolved

Help Docs

Adaptive Employee Experience- Manager/Supervisor User Guide

To edit an existing group, select the Edit option to the right of the group’s name or the supervisor can delete a
group ifitis no longer needed. To create a group, choose the Add Group option.
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Next, name your group and select Add, select the employees that will comprise the group and finish by choosing

the Save option.
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