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UKG InTouch Timeclock

Transfer to Another Location

This job aid explains how to perform location and job transfers at the clock. The transfer could be to a
different job in your own department or to a job in a different department.

1. Select the Transfer soft key.
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Welcome to Howard University Hospital
2. Swipe your badge.

3. Click on a recently used transfer or select Start Transfer.
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4. Select alocation or job, or select Search.
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5. Enter the numeric code (example 3070) or alpha numeric description and press Enter.
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6. Select the Job.
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7. Verify your entry selection and select Submit when finished.
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8. A successful transfer message will be displayed.
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Status: Transaction Successful
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respective owners. No part of this document or its content may be reproduced in any form or by any means or stored in a database or retrieval system without the
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Liability/Disclaimer

UKG makes no representation or warranties with respect to the accuracy or completeness of the document or its content and specifically disclaims any
responsibility or representation for other vendors’ software. The terms and conditions of your agreement with us regarding the software or services provided by us,
which is the subject of the documentation contained herein, govern this document or content. All company, organization, person, and event references are
fictional. Any resemblance to actual companies, organizations, persons, and events is entirely coincidental.
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