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Work Rule Transfers at the Clock

This job aid explains a common process to perform a work rule transfer at the clock, using the pre-
programmed soft keys, for:

e Education

e Orientation

e Charge Pay
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About Work Rule Transfers Using Soft Keys

1. By selecting Education, Orientation, or Charge soft key, you are punching in and performing a work
rule transfer at the same time.

2. If you had already punched in, this will also punch you out of your regular shift and into the
Orientation shift, for example. There is no need to punch out first.

3. Press the soft key for the work rule transfer you need to perform (example: Orientation)
4. Swipe your badge.

5. A message will display that the punch was accepted.

o Accepted: Orientation

Badge ID: 132120362
Fri Sep/01/2023, 1:27 PM

6. To return to a regular shift after an Education Shift, for example, press the In-Punch soft key and
swipe your badge. This will punch you out of the Education Shift and into your Regular shift.
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