Employee - 4500 Clock — Functions Overview

1. User must make a selection > Then tap badge and press index finger

Used to make selections
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View Total Hours function allows users to view their hours based on the selected time period they
choose.

Multi- Job Punch function allows
users with multiple jobs access to
clock in/out from the clock, by
selecting job from list. Please see
Multiple Job Clock in Job Aid for step
by step instructions.

The Review Punches
Function allows users
to review recent
punches made on the
clock.

Approve Timecard function allows users to approve their timecard by selecting the time period necessary.

Make sure to read
attestation and hit
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Request Time off function allows users to request
time off from the clock. Please see the Request Time
off Job Aid for Step by Step instructions.

Current Schedule function allows users to see
their current set work schedule on SharkTime.
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Time- off Balances function allows users to see
accruals as of the date they select below.
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View Timecard function allows users to view the
information on their time cards by selecting the time
period.

View Messages function will allow users to see any
communication from SharkTime.

On Call functions will allow users to see any
communication from SharkTime.

Punch function gives single job employees
another way to punch in/out.




