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Approving time-off requests and reviewing expenses shouldn’t take away from the main duties of your managers
but should alleviate their to-do list. With Manager on-the-Go, managers can access these features from their device

—all through the Paycom mobile app. Acting as an approval center, Manager on-the-Go allows your managers to
take quick action while they're away from their desk.

Keep in mind, Manager on-the-Go doesn’t contain all the same features your managers can accomplish on a desktop.

Please review the Manager on-the-Go Features section of this guide to learn more about the specific tasks that
managers can accomplish through Manager on-the-Go®.

In addition, to access Manager on-the-Go, managers must update their Paycom app to the most up-to-date version.

User Access for Manager on-the-Go

Manager on-the-Go supports the linking of additional accounts. This gives managers the ahility to toggle between

Employee Self-Service and Manager on-the-Go without entering multiple passwords. For your convenience,
managers can link their own accounts through the Paycom app, or you can complete this task on behalf on

managers to enhance their experience. In this section, we'll review how you and your managers can link accounts.
We'll also review the different log in methods and how you can grant managers access to view employee contact
information in Manager on-the-Go. Let's get started.

Manager on-the-Go | 3
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Linking Accounts on Behalf of Managers

Managers can quickly navigate between Manager on-the-Go and Employee Self-Service when their username and
employee name are linked.

For the appropriate direct reports to display within Manager on-the-Go, managers cannot share accounts. If you
have questions regarding account setup, please contact the uman Resources epartment.

Managers can link their manager and employee accounts directly through the Paycom app, but administrators can
also complete this step on behalf of their managers to enhance their Manager on-the-Go experience.

Navigate to User Options > User Access and Security > Modify Users and select “User/Employee Assignment” from
the Add New User drop-down menu.

1] User Access and Security Modify Users
Modify Users
Users Permission Profiles
Add New User | v
Batch Add Users Y v &~ 25~
Batch Edit Users
Select Usemame First Name Last Name Employee Preview Permission Profile Status
0 & = - Individual Edit Users o .. b
2 ? I E— : 2 :
[m} administrato Benjamin Ableton T T [‘; All Access A
" bsmith SHAWNDRA SMITH Admin ALLDEPTS Q All Access A
a cderagen CHYSON DERAGEN Admin ALLDEPTS ’—_\} All Access A

Each user’s name displays in the User/Employee Assignment pop-up window. Use the drop-down menu in the
Employee column to link a user and employee. Once complete, managers can toggle between accounts with ease.

If you do not have the User/Employee Assignment option, please contact your dedicated Paycom specialist.

User/Employee Assignment [ %)

@ An employee code can only be assigned to one user at a time. Once the employee is selected, the change will automatically be applied.

Hide Inactive Users

1| 2 | Next 26 v
First Name LastName  Level Email Username  Status Employee
= ~ t> v | < 2 4
KATE REESE Admin viundberg A )) AOOP - REESE, KATE .
SHELLY JANE Admin TDOTY1 A 5484 - JANE, SHELLY -
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Accessing Employee Contact Information

Managers may not have access to an employee’s Form 1: Demographics, Pay Rates and Taxes and Form 3: Dates and
HR, as they both contain sensitive employee information. However, these forms also contain employee contact

information essential to managers.

Through Permission Profiles, you can grant managers the ability to contact their employees through Manager on-

the-Go while restricting their access to sensitive information.

From the User Options tiles, click “User

Access and Security.” User Options

>

B User Options

® User Access and Security

B MNotification Center

Then, click “Modify Users.”

ﬂ User Access and Security

ﬁ Please Make a Selection

Modify User Access Groups

Add or edit access groups

Modify Users

Add or edit Paycom users and the features they can access ((

Madify IP Filter
Restrict login access to only specific IP addresses

Company Maintenance

SFTP Setup
Setup and edit SFTP users

SFTP/EDI Setup
Import SFTP Reports

From the Permission Profiles tab, click the appropriate profile.

£ 18 User Access and Security Modify Users
Modify Users
Users Permission Profiles
Add New Profile
1
Select Profile Code Profile Name Users Assigned
0 A < <
[m] 4210 Full Access - Paycom Default L]
O 5332 All Access 46
- 6722 Recruiter 0

25 «
Edit Copy Preview Change History Delete
|l; | \: In Use
d = [ ‘.: o InUse
_," |<‘;“ | \: O In Use
A ER ) u
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From the Employees tab, click “Employee Forms.” Check the box next to “Allow Employee Contact in Manager on-
the-Go.”

When finished, click “Update” at the bottom of the screen to save your changes.

ﬁ User Access and Security Modify Users Edit Permission Profile
Modify Permission Profile
* Indicates Required Field
Profile Name * Manager
Search @ Search or Make Selection v
ACA, Benefits —
Administration Employee Management | Employee Forms | Position Management
and COBRA
I Employees Make Employee Changes @ Employee Change Comments @
Human Resources View Today's Changes @ Can Override Position Defaults [m)
Payroll X
Hide Rate/Taxes on Forms @ Allow ESS View as Employee @ 0
Reports
Hide Form 3 Birth Year and Age @ Allow Employee Contact in Manager on-
Talent Acquisition the-Go @
Talent .
T e ement Work Location Set-up @ (@]
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Based on your managers’ devices and app setup, the login screen may differ from the examples provided.

Logging in to Manager on-the-Go With Quick Login

Quick Login allows your managers to use facial, fingerprint or PIN authentication to quickly sign in to the Paycom
app. Managers who have enabled Quick Login can log in to the Paycom app using Quick Login and toggle to
Manager on-the-Go.

«  Review the instructions in our Show Me How: to Log In to Manager on-the-Go with Quick Login guide on the
Help Menu.

In addition, based on each managers’ settings, they may have the ability to navigate to Manager on-the-Go directly
from the Paycom app landing page.

y
antl LTE ()

L4 Ay
n paycom Time Management
@ Time-Off Requests

[ Information
Welcome Back, LAURA. @
Tap the Face ID@ icon to login @ Payroll
$ yrol

(-l ) ﬁ @ Expenses

o)
(IZ]) Documents

Current View : Employee

@ Checklists Currently logged in as 09125 - PAYCOM UNIVERSITY
»

Benefits

an

&z Mileage Tracker
@ Performance Manage Accounts
AN Logout

Cancel

Login Help
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Logging in to Manager on-the-Go Without Quick Login

Managers who have not enabled Quick Login can log in to Manager on-the-Go by entering their manager credentials.
Checking the box for “Remember Me” is beneficial for those without quick login as their username will save for future
logins.

Review the instructions in our Show Me How: to Log In to Manager on-the-Go without Quick Login guide.

] paycom:

Employee Self-Se e® Manageron-lhe-Go®

flent cods
25

CECO00000000

Remember Me

CONTINUE

SECURITY | LOGIN HELP

Version 6.0.10
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Linking Accounts Through the Paycom App

For managers to navigate quickly between Manager on-the-Go and Employee Self-Service, their username and
employee name must be linked. You can complete this step on behalf of your managers to enhance their Manager
on-the-Go experience; however, managers have the ahility to complete this step directly through the Paycom app.

For step-by-step instructions on how to link manager and employee accounts, please see the Linking Accounts on
Behalf of Managers section of this guide.

Linking Accounts Through Manager-on-the-Go

After successfully logging in to Manager on-the-Go, managers can link their manager and employee accounts
together by tapping “Account.”

Then, from the list of menu items, managers tap “Manage Accounts.”

In addition, based on each managers’ settings, they may have the ability to navigate to the Manage Account screen
directly from the Paycom app landing page.

® View Employees
@ View Timecards

@ Punch Change Requests

@ Time-Off Requests

3]) Time-Off Calendar

QJ ) Manage Schedules

g@ Expenses
Current View : Manager

@ View Applications Currently logged in as 05425 - PAYCOM UNIVERSITY

)) Manage Accounts

O Ask Here Dashboard
D Logout
L

c

Home Refresh

Cancel
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From the Manage Accounts screen, managers tap “Employee Self-Service®” and then “Add Account.”

Next, managers enter their username and tap “Continue.”

[e] - 0 o=

e}

< Back Manage Accounts < Back Employee Accounts

Employee Self-Service® ((

Manager on-The-Go®

< Back mplovee Account
Cancel Add Employee Account

Username

054250234

Forgot Username?

No Employee Accounts

> D

<

<

Manager on-the-Go | 10
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Fields for Password and Last 4 of Social display. After entering their credentials, managers tap “Add Account.”

A pop-up window displays to signify the account was successfully added. To navigate to Employee Self-Service®,
managers tap “Go to Account.”

0 eo——
< Back mplovee Accoun < Back Employee Accounts

Cancel Add Employee Account |
PAYCOM UNIVERSITY (05425)

Username 054250234

054250234

Last 4 digits of SSN

Forgot Password? Account Added X

Your employee account was successfully

added.
)) Go to Account m

Cancel Add Account
Add Account
<

(@) <
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® Time Management
@) Time-Off Requests

f}\j\ Information
@ Payroll
@ Expenses
@ Documents
Checklists

aD
@ Benefits

@ Performance

c o

Refresh Settings Account
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Once manager and employee accounts are linked, managers can toggle between Employee Self-Service and
Manager on-the-Go with ease. To do this, managers tap “Account” and then tap the applicable “Employee Self-

Service” or “Manager on-the-Go” option.

@ Time Management

@ Time-Off Requests

JAY) Information
&b

@ Payroll
@ Expenses

Current View : Employee
Currently logged in as 09125 - PAYCOM UNIVERSITY

>
Benefits

an
TL—D’ Mileage Tracker

@ Performance Manage Accounts
)

Logout
Al ogou

f C e

Home Refresh Setlings

Cancel
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Linking Accounts Through Employee Self-Service

After successfully logging in to Employee Self-Service, managers can link their employee and manager accounts
together by tapping “Account.”

Then, from the list of menu items, managers tap “Manage Accounts.”

@ Time Management

@ Time-Off Requests

=|) Documents

Current View : Employee

Checklists Currently logged in as 09125 - PAYCOM UNIVERSITY

Mileage Tracker

a0
P wo D[]
@ Performance @ He

Cancel

Al
N c

Home Refresh
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From the Manage Accounts screen, managers tap “Manager on-the-Go” and then “Add Account.”

Next, managers enter their client code and username. When finished, managers tap “Continue.”

— m
< Back Manage Accounts

Cancel Add Manager Account
Employee Self-Service®

09125
[ &

cecewary

N2
Cancel m
<

Manager on-the-Go | 15
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A Password field displays. After entering their credentials, managers tap “Add Account.”

A pop-up window verifies the account was successfully added. To navigate to Manager on-the-Go, managers tap
“Go to Account.”

0O =

Manager Accounts

Cancel Add Manager Account
Client Code Q Search
09125

™ Select
Username
cecewary PAYCOM UNIVERSITY (05425)

cwary0l

DAVANKA LIAIVENOITY /NN19EY
Account Added b

Your manager account was successfully

added.
)) Go to Account n

Cancel Add Account
Add Account

<
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@ Punch Change Requests

@ Time-0Off Requests

3|) Time-Off Calendar
L ) Manage Schedules

@ Expenses

() View Applications

@ Ask Here Dashboard

ft C

Home Refresh

o

Settings

Account
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Once employee and manager accounts are linked, managers can toggle between Manager on-the-Go and Employee
Self-Service with ease. To do this, managers tap “Account” and then tap the applicable “Manager on-the-Go” or
“Employee Self-Service” option.

o View Timecards

@ Punch Change Requests

@ Time-Off Requests

([3]) Time-Off Calendar
Q_‘ ) Manage Schedules

Current View : Manager
Currently logged in as 05425 - PAYCOM UNIVERSITY

Manager on-the-Go™ >

Expenses =
Employee Self-Service™

@ View Applications Mileage Tracker

Manage Accounts

Ask Here Dashboard
D Logout

L c Q 2 Cancel

Home Refresh Setlings Account

A) \—y
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Manager on-the-Go Features

The Manager on-the-Go app includes several features. In this section, we'll review each feature and the specific
tasks managers can accomplish.

After successfully logging in, managers will see all actions they can take as a manager, including:

View Employees: The View Employees screen contains each employee in your managers’ user access group.

Here, managers can contact an employee through phone, text or email, as well as review Form 1:
Demographics, Pay Rates and Taxes; Form 2: Scheduled Earnings and Deductions; Form 3: Dates and HR;

Form 4: Percentage Labor Distribution; and Form 6: Accrual Information in a read-only format.

View Timecards: The View Timecards screen contains each employee in your managers’ user access group.
Here, managers can access an employee’s timecard details, review the employee’s weekly pay-period
totals and approve or deny the timecard.

Punch Change Requests: From the Punch Change Requests screen, managers can batch send reminders
and batch or individually approve or deny punch change requests.

Time-0ff Reguests: On the Time-0ff Requests screen, managers can batch send reminders and approve or
deny time-off requests individually or by batch.

Check Approvals: Manager on-the-Go isn't just for managers. With Check Approvals, those involved in the
payroll process, such as your payroll administrators, can review the status of employees’ check approvals
and send employees reminders to help ensure accurate payroll.

Time-0ff Calendar: The Time-0ff Calendar provides managers a monthly view of their employees’ pending
and approved time-off requests. Managers can tap a day that has a time-off request, and the requests will

display beneath the calendar. Managers can tap a specific request to review details and act, if necessary.

Manage Schedules: Through Manage Schedules, managers can view their daily schedule and their
employees’ schedules. By tapping an employee, managers can navigate to the Employee Schedule screen

where they can view the employee’s regular and overtime hours/dollars and shift details, as well as edit
the employee’s schedule and reassign shifts.

Personnel Action Forms: On the Personnel Action Forms screen, managers can act on existing personnel
action forms that require attention, as well as create and edit personnel action form transactions.

Manager on-the-Go | 20
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View Employees

To view details on direct reports, managers tap “View Employees” from the Manager on-the-Go home screen.

Here, managers can view an employee’s hire date if they want to send an anniversary gift or check on their current
pay rate. For more information, managers tap the arrow next to an employee’s name.

If managers have permission to view employee contact information, Call, Message and Email icons display at the top
of the employee’s screen. For more information on setting this permission, please visit the Accessing Employee
Contact Information section of this guide.

The Call and Message options use the phone’s native functionality to initiate a phone call or text message. If
managers use the Call or Message options, the phone number associated with their mobile device will be visible
to employees.

0O e,

View Employees

Brittany Aarons

lew Employees ((
= Filter
@ View Timecards

Brittany Aarons
) Punch Change Requents gﬁ‘ Active Sales Manage{ >
Rehired 05/24/2022 Sales{200]

call Message Email

Sales Manager Active

Sales[200]

@ Time-Off Requests Hannah Abby

a Active Recruiter >

Rehired 05/23/2022 Human Resource...

Demographics, Pay Rates, and Taxes >

heduled Earnings and D >

@ Check Approvals

Jessica Adams
w Active Marketing Specia... >

) Time-Off Calendar Hired 02/11/2020 Marketing(900]

Dates and HR >

Percentage Labor Distribution >
Marie Alatorre

@ Manage Schedules Terminated Director of Opera.. 2
Hired 08/17/2021 Warehouse([300]

Expenses
John Alkhalaf Jr

o
Jp Active Security Manager >
@3 View Applications Hired 07/03/2017 Learning & Devel
L fr c e 2

Home fresh ngs Accoun Home Refresh Setlings Account

Accrual Information >

f & o 2

Home Refresh Settings Account

i ¢ 1] e] <
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View Timecards

To review and approve employees’ timecards, managers tap “View Timecards” from the Manager on-the-Go home
screen.

Each direct report displays on the View Timecards screen. To batch approve timecards, managers check the box for
“Select” and then tap “Approve.” Or, managers can tap the arrow next to an employee to individually review and
approve the timecard.

ﬁ

@ View Employees

@ View Timecards ((
@ Punch Change Requests

@ Time-Off Requests

O co—

View Timecards Timecard Details Approve

10f165 =
= Fliter

12/03/2022 - 12/16/2022 (Current Period) v Brittany Aarons
L

Brittany Aarons Active Sales Manager

Salary Sales Manager
Total Hours: 64.00 Hours

oh . ))|I|

64.00

Pay Period
12/03/2022 - 12/16/2022 (Current Period) v

Employee Approval: 0%

Supervisor Approval: 0% Total Hours 64.00 Hours

@ Check Approvals

1 ]) Time-0ff Calendar
u) Manage Schedules

@ Expenses

@) View Applications
04

L

Home

Hannah Abby

Salary

Total Hours: 64.00 Hours
R

64.00

Employee Approval: 0%
Supervisor Approval: 0

Jessica Adams
Salary
Total Hours: 64.00 Hours

\ﬂ R

Active

Recruiter

Active

Marketing Specialist

°
v

Saturday 12/03/2022

Sunday 12/04/2022

Monday 12/05/2022

Tuesday 12/06/2022

Wednesday 12/07/2022

Thursday 12/08/2022

fr Cc

Home Refresh

0Heurs >
O Hours >
8.00 Hours (R) >
8.00 Hours (R) >
8.00 Hoy
8.00 Hours (R) >

fe] 2

Settings Account

<
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Punch Change Requests
To act on pending punch change requests, managers tap “Punch Change Requests” from the Manager on-the-Go
home screen.

Employees with pending punch change requests display on the Punch Change Request screen. Managers can approve
individual punches by swiping left. Or, managers can check the box for “Select” to approve multiple punch change
requests at once.

@ View Employees
= Fliter
12/14/2022

@ View Timecards
Pending » Deny Approve

== Punch Change Requests
)0 AM (ID)  Sales Represe

Sophie Nelson 12/14/2022
Existing Punch Pending >
12/14/2022 10:45:49 AM (1D) Payroll

@ Time-Off Requests

@ Check Approvals

@ Time-0ff Calendar
L } Manage Schedules

@ Expenses

) View Applications

A4

fr c Cc e 2

Refresh Settings Account
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Revoke Time Entries

If an administrator or supervisor detects an error on an approved timecard, the timecard can
be edited. Supervisors can revoke their timecard approval, allowing the employee to submit a
punch change request. To revoke time entries, managers tap “Time Management” from the
Manager on-the-Go home screen and select the employee's name.

A Home / Timecard Search

Time and Attendance Filters will not be applied unless Display Totals and Approvals is checked.

Filters

Selected Pay Class
Display Totals and Approvals @
Date Range @

Include Borrowed Employees @

Employee Timecards

Add Filter.

nesby

nesty 4
Select All v
o v

Multiple

05/01/2025

@]

Employee Name

v

m] NESBY, MACKENZIE (A023)

Showing 1to 1 of 1 entries

10|05/31/2025

100 o
Status Home Allocation Position Title Pay Class

v v v v

Active 200-002-006 Security Officer TS7

1

& Saved = Filters
Actions ¥
25 v
Terminal Pay Type A
< < <
ALL Hourly
|Go to Page
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On the Pay-Period Summary tab of the employee's timecard, select the Approvals tab.

¢ Home ¢ Timecard Search | Timecard Edites

HESEN. WACKENZIE (021} - [ - REIN - | [~ R e e e ] < |
] 1 Mam NEEEY, MACKENDIE (40230 Py Pariad 0524420526 - 05/ D6/20025 (Cunrer Pied)
[ —— Hackge Humber 10384107 Hilv Dirle OGP0 50017
Bapt 100 Prmtion Seat Secusty Dfficer 00630 Py Type biouryy
Beh e Oraep [5105] AM Babes Tewm Escepion Praiks Code TET
FullPart Tire Pt Time Laber Allazatian Gaies Orecest lrspevne, oy Claas 157
/|

Pay-Pericd Sunnary | Cal Detsll Schedule Detell Al Detall Accrusl nlomatlen  Caceptian Detell

[Delemed Seetin £

o Wlnm;

Pay Period Approvals artem |
B 4@ P 12w 0 -
Select Apprased Datms Baprowes by Appezred Tne Approwsd Tpe Cwiane

U - = 2 ]
o DR 672005 1B Supmriiner |
o DA 07 O TTAS 103 Fmgleyer .
1 [Tl ORI TGS 15 BT A i | |
u] DEZEE OE/TTI00S 1 KILIZ Cmaleyes [ ]
1 [Tl Y TR 150 SupsTAsr ‘
ul 026420005 TIN5 1 BB 2 [mzlzee [ ]
a 5T O6/17/2005 15:30.11 Superser I
] [T TN 1 5012 Emgleid | |
DEFHIE TR B A Superviner (]
[ L G YL Fimplomre []
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To revoke approval for that you have previously given, click on the Approvals tab below the employee’s timecard to
view an audit trail of pay period approvals. To edit a single day, click the delete icon beside the appropriate date.

Totals Approvals | Attestations

Pay Period Approvals Actions
[searcn Q| provious R 2 mext (o ]
Select Approved Dates Approved By Approved Time Approval Type Delete

= A < < <

@) 05/24/2025 05/27/202515:30:11 Supervisor )) i
O 05/24/2025 05/27/2025 15:03:12 Employee i
O 05/25/2025 05/27/2025 15:30:11 Supervisor i
O 05/25/2025 05/27/2025 15:03:12 Employee i
@) 05/26/2025 05/27/202515:30:11 Supervisor i
0 05/26/2025 05/27/2025 15:03:12 Employee [}
O 05/27/2025 05/27/202515:30:11 Supervisor i
0 05/27/2025 05/27/2025 15:03:12 Employee [}
O 05/28/2025 05/27/2025 15:30:11 Supervisor i
a 05/28/2025 05/27/2025 15:03:34 Employee [}

showing 1 to 10 of 20 entries s 1 2 Hext \‘Go to Page |

To edit multiple days, click the checkbox beside the desired days and select “Revoke Approvals” from the Actions
drop-down menu.

h“l-“

Pay Perhad Approvals bty -

TR appr—— I8 3 Fes Aprocls

T dipyr oy Caslen Approves Bp Bppmred Trmie dpproal Type [ieleir
= OB PRI B0S IEETIENES VR B i .
-] 05 s AEFRT R0 B0 Crapiapes ']
[} LE st ] JEET RERS NE300 Sepcrvioor ]
[ ] 04250 IS ITIIEES V011 Do pnyes ]
= Ol W IR AR R S ']
[ERF T ] 1EFITITAE VRN ) Fruprpes ]
57005 TR TR Erfre b (]
OEAEFT S AET 0a0S 1E0a:0d b pioyer .
DEZAI 1025 AESTTITIDE TR D [V ']
DEIR JEETIRERE REDAd Enplopes .

Users can only revoke approvals for the time they approved. To edit the timecard on days that another user
approved, contact the specific user to revoke the approval. To allow edits after supervisor approvals, please contact
Human Resources.
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Time-0ff Requests

To act on pending time-off requests, managers tap “Time-0ff Requests” from the Manager on-the-Go home screen.

Employees with submitted requests, such as sick or vacation time, display on the Time-0ff Requests screen for
review. Managers can act on an individual request by swiping left and tapping “Deny” or “Approve.” Or, managers can
check the box for “Select” to approve or deny multiple requests at once.

0 oo

Time-Off Requests

= Filter (1)

= Punch Change Requests 12/15/2022
= 59.00 Net Availa.. 3 Deny Agprore
25.00 Projected ...

@ Time-Off Requests

Cassie Davis 12/16/2022

Pending 59.00 Net Availa...
@ Check Approvals @ 8.00 Hours Requested 25.00 Projected .. .
. Vacation

(E i) Time-Off Calendar Sophie Nelson 12/23/2022
Pending 60.00 Net Availa, >
8.00 Hours Requested 15.00 Projected ..
Vacation

LE) Manage Schedules

@ Expenses
@3 View Applications
LS J

o f & o

- Home Refresh Settings Account
Account

Manager on-the-Go | 27



BOUT Yoy
N 7,
N\ %,

Check Approvals

With the Check Approvals feature in Manager on-the-Go, those involved in the payroll process can check the status
of your employees’ check approvals and send reminders to help ensure accurate payroll.

From the Manager on-the-Go home screen, tap “Check Approvals.”

“

® View Employees

@ View Timecards

@ Punch Change Requests

@ Time-Off Requests
|® Check Approvals | ((
@ Time-Off Calendar

Qﬂ ) Manage Schedules

@ Expenses
@ View Applications

L &

Home Refresh
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The Check Approvals screen contains two tabs: Unapproved and Approved. The Unapproved tab displays employees
who have yet to approve their check. Here, details such as the check date and description, as well as whether the
employee has received a check approval reminder, display for review.

To send individual check approval reminders, swipe left beside an employee’s name and tap “Remind.”

O o

< Back Check Approvals < Back Check Approvals

Unapproved(12) Approved(2) Unapproved(12) Approved(2)

Search

i..i Select = Filter i..i Select = Filter

JESSICA ADAMS
ﬂ Check Date: 09/23/2022
Reminded: 09/12/2022, 01:58:25 PM

Check Description: Bi-Weekly

JOHN ALKHALAF

£) Check Date: 09/23/2022

<P Reminded: 09/12/2022, 01:58:25 PM
Check Description: Bi-Weekly

RANIYA ANTOUN
Check Date: 09/23/2022

-
I Reminded: 09/12/2022, 01:58:25 PM
Check Description: Bi-Weekly

DAVID ASARE

£ Check Date: 09/23/2022

", Reminded: 09/12/2022, 01:58:26 PM
Check Description: Bi-Weekly

f c o

Home Refresh Settings

3ICA ADAMS

k Date: 09/23/2022

nded: 09/12/2022, 01:58:25 PM
Kk Description: Bi-Weekly

Remind

JOHN ALKHALAF

@)  Check Date: 09/23/2022

<& Reminded: 09/12/2022, 01:58:25 PM
Check Description: Bi-Weekly

RANIYA ANTOUN

F ! Check Date: 09/23/2022

4% Reminded: 09/12/2022, 01:58:25 PM
Check Description: Bi-Weekly

DAVID ASARE
Check Date: 09/23/2022

P Reminded: 09/12/2022, 01:58:26 PM
Check Description: Bi-Weekly

fr c e 2

Home Refresh Settings Account
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To batch send reminders, tap the box for “Select,” then select the appropriate employees. Tap “Select All” to quickly
select all employees in the list.

Scroll to the bottom of the screen and tap “Remind.”

< Back

NIKKI WILLIAMS
Asbeioreiz) Aoprevet(a Check Date: 09/23/2022

Reminded: No Reminder Sent
Check Description: Bi-Weekly

(( Cancel KASSANDRA WORTHINGTON
Check Date: 09/23/2022
JESSICA ADAMS Reminded: No Reminder Sent
Check Date: 09/23/2022 Check Description: Bi-Weekly
Reminded: 09/12/2022, 01:58:25 PM

ACheckDescnphun Bi-Weekly CHRIS WRIGHT

Check Date: 09/23/2022

Check Approvals

Check Approvals

Unapproved(12) Approved(2)

Q search

Check Approvals

« -

JESSICA ADAMS

Check Date: 09/23/2022

Reminded: 09/12/2022, 01:58:25 PM
Check Description: Bi-Weekly

JOHN ALKHALAF Reminded: No Reminder Sent
JOHN ALKHALAF Check i v

Check Date: 09/23/2022 eck Description: Bi-Weekly
Check Date: 09/23/2022 (]

Reminded: 09/12/2022, 01:58:25 PM
Reminded: 09/12/2022, 01:58:25 PM Dol ot

iption: Bi
Check Description: Bi-Weekly P y CLARA ZAHN
Check Date: 09/23/2022
RANIYA ANTOUN Reminded: No Reminder Sent

RANIYA ANTOUN
M Check Date: 09/23/2022
Y Reminded: 09/12/2022, 01:58:25 PM
Check Description: Bi-Weekly

Check Date: 09/23/2022 Check Description: Bi-Weekly
° Reminded: 09/12/2022, 01:58:25 PM

Check Description: Bi-Weekly Pl IS ZAMORE

Check Date; 09/23/2022
DAVID ASARE Reminded: No Reminder Sent
@ Check Date; 09/23/2022 check Description: Bi-Weekly

Reminded: 09/12/2022, 01:58:26 PM ) -
Remind
L

DAVID ASARE
f‘, Check Date: 09/23/2022
P Reminded: 09/12/2022, 01:58:26 PM

Check Description: Bi-Weekl,
i-Weekly P Y

Check Description:

#f C e 2

Home Refresh Settings Account

fr c e 2

e

Home Refresh Settings Account Settings

(@] O
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The Approved tah contains details for employees who have approved their check, including the date and time
approval occurred.

0 ———

Check Approvals

Unapproved(12) Approved(2)

Q, Search

= Filter

HANNAH ABBY
@ Check Date: 09/23/2022
» Approval Date: 09/14/2022

Check Description: Bi-Weekly

SOPHIA NELSON

Check Date: 09/23/2022
Approval Date: 09/14/2022
Check Description: Bi-Weekly

f C e b3

Home Refresh Settings Account

<
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Time-0ff Calendar

After managers have approved employees’ time-off requests, they can track which days employees will be gone
through the Time-0ff Calendar.

From the Manager on-the-Go home screen, managers tap “Time-0ff Calendar.” A dot below the day signals a
request or approval.

Time-Off Requests

@ View Employees
Q, search

o~ i Select = Filter (1)
"\°/, View Timecards

@ Punch Change Requests
©

@ Time-Off Requests

@ Check Approvals
(['3]) Time-0ff Calendar

@ Manage Schedules Cassie Davis 12/15/2022
@ Pending 59.00 Net Availa.. 3
= 8.00 Hours Requested 25.00 Projected

E@ Expenses Vacation

@ View Applications °

a c o 2 ’ ¢ o 2

Refresh Settings Account
Home Refresh Settings Account 9
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Manage Schedules

Manage Schedules provides managers visibility into their employees’ shift details, including the number of hours
they're scheduled to work and the associated rates, if applicable.

To view shift details, managers tap “Manage Schedules” from the Manager on-the-Go home screen. Then, managers
tap a schedule group to view the corresponding employees.

Schedule Group

® View Employees
Customer Service [8669]

View Timecards 5 employees
NV

1
Punch Change Requests bop I126 5]
® 3 employees

F1 - Location #1 [12657]

G-% Time-Off Requests &
t|>__’/, 7 employees

T\ Check Approvals F1 - Location #2 [12658]
by 6 employees

F1 - Location #3 [12659]
3 |) Time-Off Calendar 6 employees

F1 - Location #4 [12660]
Q_, ) Manage Schedules 6 employees

5 Expenses Internal Communications [13133]

12 employees

@ View Applications Inventory [12590]

6 employees

o

fr c e L c e 2

e ings A
Home Refresh Settings Account Home Reifresh Settings Account

o ]
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The selected schedule group contains two tabs: Schedule and Employees.

The Schedule tab allows managers to view their employees’ shifts. To learn more, managers tap the
appropriate employee.

The Shift Details screen contains the employee’s contact information, as well as the selected shift’s start and
end time, allocation and punches.

Customer Service Actions Shift Details

Q_ search

Jacob Bellingham [A016)
Active
Mar 2, 2023 Today & =

O =] .
Jacob Bellingham [A016]
T 07 " — Message
% 07:30 AM - 04:30 PM - ?
" 730am staff

gl
John Alkhalaf [1347) Start I End

6 08:00 AM - 05:00 PM 7:30 AM 9.00h 4:30 PM

8am Staff

Thu, Mar 2 Thu, Mar 2
Jane Adams [9423]

@ 05:00 PM - 12:00 AM Description

Night Shift 730am Staff

Schedule Group
Customer Service

Recurrence Type
Weekly

Allocation
Home Allocation

Post to Job Board

c o 2 fr c e 2

Refresh Settings Account Home Refresh Settings Account
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If necessary, managers can post assigned shifts to the job board. This is beneficial if an employee is unable to work a
shift as managers can quickly post the shift to the job board to ensure proper coverage. To do this, managers tap
“Post to Joh Board” and tap “Post Shift” to confirm the action.

Once complete, the shift displays on the Employee Self-Service job board for another employee to pick up.

Shift Details
Cancel Post Shift

Are you sure you want to post this shift to the Job

?
Jacob Bellingham [A016) Board

Active

o

Message

Start i End
7:30 AM 900 4:30 PM

Thu, Mar 2 I Thu, Mar 2

Description
730am Staff

Schedule Group
Customer Service

Recurrence Type
Weekly

Allocation
Home Allocation

)) Post to Job Board Cancel m
°
-

c o = Cc o

Refresh Seutings Account Refresh Settings Account

(@] O
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To reassign a shift to a specific employee, managers tap “Reassign” at the bottom of the Shift Details screen.

Each employee in the schedule group and their availability display in the Reassign Shift pop-up window. Managers tap
an employee and tap “Reassign” to reassign the shift to the selected employee.

Shift Details

Cancel Confirmation

Are you sure you want to reassign the shift to Jane Adams
[9a23)?

Caleb Hennington [AQOE]
End Available

7:30 AM 9.00h 4:30 PM Jacqueline Ross [KATE]

Thu, Mar 2 | Thu, Mar 2 Avallable

Description John Alkhalaf [1347]
730am Staff Unavallable

Schedule Group
Customer Service

Recurrence Type
Weekly

Allocation
Home Allocation

c el
efr Settings

°
<

53
A
<
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The schedule group’s Employees tab displays each employee’s scheduled regular and overtime hours. To learn more,
managers tap an employee’s name.

The Employee Schedule screen contains the employee’s contact information as well as a daily and weekly schedule
view. For example, if managers tap “View by Week,” the employee’s shifts for the current week and the
corresponding regular and/or overtime hours display for review.

Customer Service Actions < Back Employee Schedule

Schedule Employees
Q, Search

Jane Adams [9423]
Aclive

® .

Call Message Email

[9423] OT: 0.00h
F)Mar 2 - 8, 2023 ﬁy &« S

| John Alkhalaf REG: 8.50h Regular Hours Overtime Hours
[1347] OT: 0.00h 45.50h / $682.50 0.00h / $0.00

= Filter

Mar 2, 2023 Today €& -

y, Jacob Bellingham REG: 8.50h Thu 03/02
@/ [A016] OT: 0.00h 5:00 PM - 12:00 AM (7.00h)
Night Shift

£3  Caleb Hennington REG: 0.00h Fri 03/03
ﬁ [ACOE] OT: 0.00h 5:00 PM - 12:00 AM (7.00h)
Night Shift

_ Jacqueline Ross REG: 0.00h Sat 03/04

i [KATE] OT: 0.00h 5.00 PM - 12:00 AM (7.00h)
Night Shift

Sun 03/05
5:00 PM - 12:00 AM (7.00h)
Night Shift

fr c o] 2 fr c e

Home Refresh Settings Account Refresh Settings Account

11 @]
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Performance Discussion Forms

Through Performance Discussion Forms, managers can document employee conversations, such as those around
workplace behavior or development toward a potential promotion.

To get started, managers tap “Performance Discussion Forms” from the Manager on-the-Go home screen. Then,

managers tap the blue “+” sign to create a new performance discussion form.

© = o LTE .

< Back Performance Discussion Forms
mf__'\.‘ Ask Here Dashboard

N/ .

Performance Discussion Forms

1, Sort By = Filter
(D Personnel Action Forms
Z|V

Lisa Johnson 04/10/2023
Performance Improvement Monitoring 3
Unacceptable Level of Job Perfor..

fp View Analytics
Waiting On: Sophie Nelson

@ User Status

ﬁ Video Content Creator

0 Roster Management
vse) 9

Employee Network
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Managers select the employee and the details of the performance discussion form, as well as add notes and

documents and view the workflow.

EDWARD POTTER (1936)
Discussion Type *
Performance Improvement
Not Meeting Deadlines

Performance Improvement

Performance Improvement Workflow

Detault Monitoring Period (Days
90

The number of days a discussion
Performance Improvement (Not Meeting
Deadlines)
12 /2023
June 12th, 2023
Plan for Improvement *

B I Ui =S

ﬁ_ c

Cancel Create Discussion Form
Plan for Improvement *

B I U ;= =

Discuss project timelines and agree upon dates for lask
completion, Continue with weekly check-ins fo ensure
progress.

Discussion Notes

Supporting Documents

* Upload a File

Select Here to Upload

Max 100 files per upload (20.00 MB size limit per
file)

Allowed File Types

SMITH, JANE MARY
% , Technical Support Representative
Creator

SMITH, JANE MARY

c =
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If necessary, managers can reassign workflow steps. To do this, managers tap the workflow step and select the
appropriate user from the Select Approver drop-down menu. When finished, managers tap “Update.”

¢ Back Performance Discussi
Cancel Create Discussion Form

f Upload a File

Select Here to Upload

HY: R
Max 100 files per upload (20.00 MB size limit per CHYSON DERAGEN

fil
ile) Position

Allowed File Types Developer

SMITH, JANE MARY
, Technical Support Representative
Creator

SMITH, JANE MARY
, Technical Support Representative
Supervisor Approval

SMITH, JANE MARY
, Technical Support Representative
Monitoring

GOULD, BRITTANY

@ Accounting Manager

Final Approval

Action

Manager on-the-Go | 40
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After entering the form details, managers tap “Action” and select the appropriate action, such as Approve, Forward,
and Email or Save Draft.

Cancel Create Discussion Form Cancel Create Discussion Form

ks Upload a File S Upload a File

Select Here to Upload Select Here to Upload

Max 100 files per upload (20.00 MB size limit per Max 100 files per upload (20.00 MB size limit per
file) file)

Allowed File Types Allowed File Types

SMITH, JANE MARY SMITH, JANE MARY
L Technical Support Representative Technical Support Representative
< Creator Creator

SMITH, JANE MARY SMITH, JANE MARY
, Technical Support Representative Technical Support Representative
Supervisor Approval Supervisor Approval

SMITH, JANE MARY SMITH, JANE MARY

, Technical Support Representative
Monitoring Select an option

GOULD, BRITTANY Approve and Forward

Accounting Manager

Final Approval
Approve, Forward, and Email

Cancel Action

Cancel

v Save Draft
L]
-

o]
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The new performance discussion form appears within the Open tab. Managers can tap the form to review
and/or edit it.

The form details, including the discussion notes, documents, workflow and more, display on the Discussion Form
Details screen. If necessary, managers can tap “Edit” at the top of the screen to update the form.

The Edit option only displays if the manager created the selected performance discussion form.

Editable fields display in the Edit Discussion Form pop-up window. Managers make the necessary updates and tap
“Update” to save their changes.

O e———

< Back Performance Discussion Forms € Back Discussion Form Details

Edit Discussion Form

Edward James Potter Edward James Potter
1y Sort By = Filter

Supervisor Approval Mia Hefner Performance Improvement

Edward James Potter 06/16/2023 Mia Hefner 06/16/2023
Performance Improvement  Supervisor Approval
Not Meeting Deadlines

Waiting On: Mia Hefner A f Meeting D
A Performance Improvement

Lisa Johnson 04/10/2023

Not Meeting Deadlines

a = > Performance Improvement Performance Improvement Workflow
Unacceptable Level of Job Perfor

Waiting On: Sophie Nelson Default Monitoring Period (D:

90

Not Meeting Deadiines

Performance Improvement

Performance Improvement Workflow
90 Day(s)

06/12/2023

Discuss project timelines and agree upon dates for task

ons Continue with weekly check-ins 10 ensure

i c - 3

Performance Improvement (Not Meeting
Deadlines)

06 / 12 / 2023

Y
3

o
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To update the approver tied to a workflow step, managers tap “Approval Workflow” on the Discussion Form
Details screen.

Then, managers tap the step they'd like to update and tap “Change Approver.”

2 - w TE - o = w LTE - 9 ve— o UE .

< Back Discussion Form Details < Back Approval Workflow < Back Monitoring

Performance Improvement Lisa Johnson Lisa Johnson

orkf
Performance Improvement Workflow

Performance Improvement Workflow S“aph\e‘ i ;};"m“'
'

Manitoring Peri
2 Day(s) Sopiels Heteon Approved y
; nitorin NA
- n Payroll 06/15/2023 > ooy /
ste of Incident Creator
06/16/2023
Sophie Nelson

Lisa has not met her sales quota for the past two Payroll
months. To help improve performance, Lisa will Supervisor Approve

~ Show More

Sophie Nelson
Discussion Notes Monitaring

Supporting Documents Sophie Nelson
a Payroll

Final Approvai
Approval Workflow
Performance Improvement Workflow)

Approval History

L
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Managers select the new approver from the Select User drop-down menu and tap “Update” to save their changes.

Change Approver

Select New User for Monitoring
SeboctUser

DARLA CHATEL

Manager on-the-Go | 44
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To filter the Performance Discussion Form screen by discussion status, managers tap “Filter.” Then, mangers tap
“Discussion Status” and select the desired filter(s). When finished, managers tap “Select” and “Apply” to filter the
Performance Discussion Forms screen by the selected criteria.

o

! LTE -

< Back Performance Discussion Forms

Filter

Waiting On Me

Employee Approval

Edward James Potter 06/ 16@
Performance Improvement  Supervisor Approval | Manager Approval
Not Meeting Deadiines

Waiting On: Mia Hefner In Monitoring

Lisa Johnson 04/10/2023 Monitoring Overdue

>

p
a Unacceptable Level of Job Perfor. Draft
Waiting On: Sophie Nelson
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Managers can also delete performance discussion forms, send reminders to approvers and change approvers in one
batch action. To do this, managers check the box for “Select” and select which forms to take batch action on. Then,
managers tap the desired action at the bottom of the screen.

L = woem LJ

< Back Performance Discussion Forms

< Back Performance Discussion Forms

Lo
Q, Searc

(( 1, Sort By = Filter [ select Al Cancel

Edward James Potter 06/16/2023 Edward James Potter 06/16/2023

’ Performance Improvement SuperwsmAppmva\)

Not Meeting Deadlines
Waiting On: Mia Hefner

Lisa Johnson 04/10/2023

Performance Improvement Monitoring N
Unacceptable Level of Job Perfor

Waiting On: Sophie Nelson

© , Not Meeting Deadlines

Waiting On: Mia Hefner

Lisa Johnson 04/10/2023
Performance Improvement Monitoring
Unacceptable Level of Job Per.

Waiting On: Sophie Nelson
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Personnel Action Forms

Whether employees receive a promotion, demotion or make a lateral move to a new department, managers can
submit a personnel action form with the necessary information.

“won

From the Manager on-the-Go home screen, mangers tap “Personnel Action Forms.” Then, managers tap the “+" icon
to create a new personnel action form.

Personnel Action Forms

H/"_\'\ Ask Here Dashboard
e
= Filter (1)
Performance Discussion Forms Britt A
FivauyAaren= 08/08/2022
Change in Compensation >
Bonus
Requested by Sophia Flynn Nelson

(] Personnel Action Forms
&

G view Analytics
L

2y

.\J‘[/l User Status

./F;) Video Content Creator

{‘/'-'\‘ Roster Management
\&as/ B

Employee Network

>0

C o 2

Refresh Settings Account

O
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Managers tap “Employee” to select the employee for the transaction. The Pending PAF field highlights employees

with pending transactions.

Cancel Create PAF Employee

P

PAF Action Type
Brittany Aarons (A001
Pending PAF

Yes

Status
Business Title
Department

Effective Date Hire Date

[ Display in ESS upon Final Approval

Comments

B

Select a Document
Tap here to upload

! m

fr c o] 2 C

Home Refresh Settings Account Refresh

O

ACTIVE
Developer
IT (400)
08/17/2006

£ 2

Settings Account
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Managers select the PAF Action Type, PAF Reason and Effective Date and complete the form fields.

Critical and/or important warnings may display if any of the
following scenarios apply to the personnel action form:

Critical Warnings: ence! Create PAF
= Pay Class Warning: This warning displays if the employee B ot e 5
has time that is not archived on their current pay class and o
has a proposed pay class change for a future effective fs o
dated personnel actlon form Proposed New Pay Rate, $120,000.00/Annum
Important Warnings: o
Proposed
= Open Payroll Transaction: This warning displays if the propm—
employee IS Currently In an Open paym” transactlﬁn 1. Please provide any additional information about this
promotion.
= Position Seat Discrepancies: This warning displays if a T

proposed field differs from the default seat value.

2 Important Warnings

g . . . . . . 0 A i i . i
= Position Title Discrepancies: This warning displays if a [tk here o view warnings | €€

proposed field differs from the position’s default setting.

= Salary Outside Range: This warning displays if the .
employee’s proposed rate falls outside the salary grade for c & 2

. . Refresh Account
their position. ;

= Pending Transactions: This warning displays if the
employee has existing personnel action forms.

Managers tap the “Click here to view warnings” link to learn more.
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For example, the Pending Transactions warning displays the new and pending personnel action forms for managers
to review and ensure there are no conflicts.

As a best practice, managers should revoke, edit or delete personnel action form transactions that require updating

instead of creating a second transaction for the same change. If there are multiple personnel action forms changing
the same field(s] with the same effective date, the change that is final approved last will override the changes in the
previous personnel action form(s).

To continue, managers check the box next to the acknowledgment and tap “Save.”

Pending Transactions

Pending Personnel Action Forms already exist.
Please review the following Personnel Action
Forms to ensure that there are no conflicts
before finalizing. If there are multiple
Personnel Action Forms changing the same
field(s), with the same effective date, the
change that is final approved last will override
the changes of the previous.

By checking this box you agree that you have read
and understand the warning above.

Change in Compensation
Reason Bonus

Matching Field Changes
Created By

Status

Final Approved Date
Effective Date

c

Refresh

2
NELSON, SOPHIA FLYNN
Pending
NfA
08/08/2022

N4
(2]

e

Settings Account
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If necessary, managers can tap “Select a Document” to upload an attachment. Once complete, managers tap
“Submit” to send the personnel action form to the approver.

Cancel Create PAF

Proposed Salary
Questions

1. Please provide any additional information about this
promotion.

Answer

Brittany accepted our offer on 8/12.

2 Important Warnings

Click here to view warnings

Comments

Select a Document
Tap here to upload

Files must be less than 20.00 MB. Allowed file types

Sancs! m
L]
&

L c &

Home Refresh Settings Account

Manager on-the-Go | 51



	Blank Page
	Blank Page
	Blank Page



