Heartland Heartland Time | Mobile Punch Based Time Entry

The following guide HowTo InstallThe App HowTo Sign In How To Sign Out
explains the Heartland Time
system. Some of the features 1. Go to [ Google Play Store or iOS App Store 1. Open the Application g 1.Tap on the top left menu icon
described below may or 2. In the search bar, enter Heartland Time 2. Enter your Email and Password
may not apply to you. 3. Select Heartland Time, then tap Install or Get 3.Tap on Login button

2.Tap on the Sign Out option
How To Clock In How To Add Break Time How To Transfer Job

Type N Job )
Choose a break type Cabinetry Installation

2. Select the Job you would like to transfer to.
3.Tap on Transfer button.

>

= DASHBOARD

Currently Clocked Out

>

Please choose a job

Forgot to clock infout?
See more options Amanda Clarens

S 2. Select Break Type and tap.
08:22 PM 3.Tap on Take a Break button. How To Clock Out

1.Tap on Choose a Break Type.

How To Resume Work

Automatically exiting in 3 seconds

Please choose a job Z

e
¢ 7
Ve
o s
Resume Amanda Clarens
S o—— Clocked Out at
Type 3
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You may be required to select a job before

08:26 PM

clock in. 1.Tap on the Please Choose a Job icon.

1.Tap on the Please Choose a Job icon. 2. Select the Job you would like to

2. Select the Job from the option dropdown list. resume working on.

3. Click on the Clock In button. 3.Tap on the Resume Work button. 1.Tap on the Clock Out Button.

4. If your employer requires a Photo Capture, 2. If your employer requires a Photo Capture,
simply hold the phone up, take a selfie and simply hold the phone up, take a selfie.

tap on Use Photo icon. 3.Tap on the Use Photo icon.
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How To Drop a Shift How To Swap a Shift

= MY SCHEDULE Q < DROP SHIFT

< SUN,JUL28-SAT,AUG3 > You have requested to drop the following shift:
Scheduled: 16.0 hrs

MY SCHEDULE Qa Cance SWAP SHIFT

< SUN,JUL28-SAT,AUG3 > Sat, Aug 3, 2019
Scheduled: 16.0 hrs.

09:00AM - 05:00PM

@© sat, Aug 3,09:00 AM - 05:00 PM
Sat, Aug 03 @ Manager shift Sat, Aug 03 ® Manager shift

@ 8Hours ® 8 Hours, Pay Estimate: $80
09:00AM-05:00PM 540 University Ave,, #200, Palo Alto, ’ : © 540 University Ave, #200, Palo Alto, California
o - @ Caifornia 94301, United States x 09:00AM-05:00PM 94301, United States -

anssEtE i @ Manager shift
@ 8Hours OR A rerca/lod ek Drop request Sent Successfully 2 R
h ® 8Hours Swap Request Sent
Your request to drop the shift has not been at is the reason for swapping the shift?

© 540 niversiy Ave, #200,Palo AIo,Calforia S430% gy, iy ane profile image to select one or more q dvet it ° iy © 540 University Ave, #200, Palo Alto, California 94301, Whtls therssson fos swapping theshifiz Your shift swap hasn't been approved yet, if a
United States amployess o G this st approved yet. If a team member accepts, it Uied Siaies ( ) B iaibeE AECapIS: el BEEEA TS

will be sent to a Manager or an Approver for
Q, Search for Employee approval.

Manager for approval.
Please select the time frame for the swap:
® Drop shift (58 swap shift
- G
o Starts Click to select

Open Shifts: 1

(58 Drop shift (5 swap shifc

Open shifts: 1 Q Amanda Clarens

09:00AM-05:00PM

® 8Hours

® 540 University Ave,, #200, Palo Alto, California 94301,
United States

Ends Click to select
09:00AM-05:00PM

@ Manager shift No shifts found for timeframe.

® 8Hours

@ 540 University Ave, #200, Palo Alto, California 94301,

United States

{53 Pick Up shift (5, Pick Up shift

SCHEDULE VESHEETS IMEOF SCHEDULE SCHEDULE IMESHEET o SCHEDULE TivEsHe T SR

C 1.Tap on the Schedule icon. C 1.Tap on the Schedule icon.
2.Tap on Drop Shift, under the shift you want to drop. 2.Tap on Swap Shift, under the shift you want to swap.

3.You will be navigated to the Drop Shift page. Select the 3.You will be navigated to the Swap Shift page.

employees you want to pick up your shift. There is no limit 4. Input Start Date and the End Date of the swap shift.
on the number of employees you can select.
5.Ch the Empl dt the Submit button.
4.Tap the Confirm Drop button. 00se the Employee anc tap on the Submit buton

N  How To View and NN How To Book Time Off

< Sun,Jul28-Sat,Aug03 > S u b m it Ti mes h eet BALAMCES Time Off Type Vacation > - .
e E— - - < 1.Taponthe Time Off icon from the
bottom menu bar.

1.Tap on the Timesheet icon from Family Emergency ———

Paid Hours Total: 40h:30m

Taken 0 Hours
. :egu:r‘l’ilr:e 3&:::;:1" the bOttom menu bar. Balance 10 Hours Fri, Aug 02, 2019 2Tap the ° S|gn
SEmesE——. " . (5) View Batance History Hiopeik >
s 2. Review the summary of your . comment 3. Choose the Time Off Type on the top.
/Out Vacation

Paid Hours. Taken .
Aendbehi A i 3 B R 4. Choose your requested Date and Time.

un @ Attach File
Monday, Jul 29 8hizom > 3Tap on the date > arrow ma rk (5) View Balance History .
Tuesday, 0130 snsom > to view the punch details. - b.Insert any comments or applicable

Balance efore booking 2486 Hours documents to your Time Off request.

Wednesday, Jul 31 8h:30m > .
- wooms  4.Tap Submit. aance str booking 1686 Hours 6.Tap Submit
ik i 5. Waiting for Approval sign appears. [+ il

@ ' )
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