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Mobile App Instructions — How to Log Time

Please see below for how to log time in the mobile app.

1. Start by going to your scheduled shifts by clicking Temp Jobs
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2. Click on My Shifts at the bottom of the screen to see where you are scheduled each day. Click view
details on the day’s shift to for the timesheet, location and directions.
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My Shifts
OCTOBER
TUESDAY
1 total shifts view : Day
Dental Assistant
@ Supertooth Tester (primary Location), Redmon...
Ejﬁ:mmw& Click here to view shift
Time: 4:00 PM - 10:00 PM View Details > — details, timesheet,
location and
directions.
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* Click here to see your schedule

My Shifts Avai e Shifts




w

DENTAL PROFESSIONALS

EMPLOYMENT SERVICES

3. The Shift Details screen will look like this below. Click Timesheet to log your time.
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Dental Assistant
Supertooth Tester (primary Location)
Redmond, Washington

Click here
Shift Date: Tue 10/03/23
Shift Time: 4:00 PM - 10:00 PM
Description
Pediatrics
Address
1 Microsoft Way, Redmond, Washington
Redmond, Washington 98052
Location
- o
2 o\
It
>
= Supertooth Tester
=~ (primary Location)
m
NEi515T 57
Mo ®ProClub i
Click here to
access the
timesheet.
Timesheet Directions
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4. Once in the timesheet click on Clock In to start your shift.
2:58 wl T @)
< Back

SuperTooth Tester (Primary Location)

Tuesday, October 3, 2023

CLOCK IN )
Click here to
2:58 PM start your shift
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5. Nest you can either start a break or end your shift.

2:589 wl 7
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( Back

SuperTooth Tester (Primary Location)
Tuesday, October 3, 2023

CLOCK IN
2:58 PM
Click here to
start your
BREAK break

CLOCK OUT Click here to
end your shift

2:58 PM

Click here
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6. When you return from break the screen will look like this to clock back in.
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< Back

SuperTooth Tester (Primary Location)
Tuesday, October 3, 2023

CLOCK IN START BREAK
2:58 PM 2:59 PM

END BREAK .
Click here to
2:58 PM end your break
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7. After your shift review your hours and click submit. You will then get a second screen that shows your
total hours and gives you an opportunity to submit comments. If you need any corrections made to
your timesheet you can text or call us at 206-767-4851.

2:59 o T @) 2:59 o F @)
4 + | Cancel Submit
SuperTooth Tester (Primary Location) SuperTooth Tester (Primary Location)
Oct 3, 2023
Total Hour: 00:05 Total Hour: 00:05
Oct3 omcn
Tuesday
END BREAK CLOCK OUT
3:04 PM 3:08 PM
Done
I The I'm
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123 space return
SUBMIT
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8. From the home screen, click on Timekeeping to review all of your timesheets

2:00 wl 7T @)
< Back Timesheets + & O
Welcome back, Staffup! @_ %p:gl’o;tg;gster (Primary Location)
- C
A d
Total Hc;ur: 00:05
D You have 2 unread notifications X
SuperTooth Tester (Primary Location)
Oct 2,2023
A d
Total H(;ur: 01:42
Messages Refer a Friend Short shift
6 SuperTooth Tester (Primary Location)
Oct 11,2023
Total Hour: 00:00
Temp Jobs Timekeeping
Test Dental - Bellevue Office
Sep 22,2023
Total Hour: 06:45 m
Redmond Gentle Dental
Sep 21,2023 (CDT)
Total Hour: 04:07
SuperTooth Tester (Primary Location)
Sep 21,2023 m

VERY IMPORTANT — You must confirm your time punches with your onsite manager prior to you leaving the
office after the completion of your shift. The onsite manager will need to log into the client self service
portal and approve your timesheet before you leave the office. The onsite manager will also have the ability
to edit your timesheet if the time punches are not correct for any reason.

***|t is very important you confirm with the onsite manager that your
timesheet is approved BEFORE YOU LEAVE THE OFFICE so that we can
pay you in a timely manner.



