AltoStaff App Entering Hours Overview
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Hi, Test

About

o
™ Name, Address, Number.

o Availability Status

I'm available for opportunities

= Work Experience

11 positions on your profile

B] Resume

1 resume has been uploaded

References

1 reference on your profile

EI Licenses

Add alicense

= Certifications
EV

Add a certificatio
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Fill your Timesheets on tf

Timesheets
[ [5 he MyTime App r_lz ]

Jobs Shifts onBoarding
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Assistant Copywriting
Consultant
Lesday. Janua

@ Clock in today

When you're in your AltoStaff app, click the Profile
icon at the bottom right. Note: You can only clock in
and out using the mobile app. Download the app
before your first assignment.

After clicking your profile, you'll see "Timesheets"
near the bottom, as shown in the image. Clicking this
will open the MyTime app. You can also download the
MyTime app separately from the AltoStaff app if you
prefer.

Links to download MyTime App
Apple /10S: Click Here
Play Store: Click Here

When you first open the MyTime app or by clicking on
Timesheets under your profile via the Alto Staff app,
you'll see a list of all the jobs you've been hired for.
Click on the job at the facility where you're currently
working to view the dates of all your shifts. Once you
select a shift, you'll be able to clockin as
demonstrated in the example on the left.



https://apps.apple.com/us/app/jobdiva-mytime/id823857384
https://play.google.com/store/apps/details?id=com.jobdiva.jobdivamytime&pli=1

Assistant Copywriting
Consultant

Tussday, January 30

You're clocking im at

8:55 AM

It will confirm your clock in time, and you will just
click OK

Assistant Copywriting
Consultant
Tiesday, Januwary 30
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© Clock out for the day ] _

Take a break:

)

¥} Masl Break &z Fast Break

‘I

View past tima

Before clocking out for the day, you must enter any
meal breaks taken by clicking "Meal Break." If no
meal break was taken, you must click on "Meal Break
Note" and type in "No Meal Break was Taken" along
with an explanation. Once a meal break has been
accounted for, you may clock out by clicking "Clock
Out" in the app as shown to the left.




5:17 o el +

You're clocking out at

05:17 PM

& Request same-day pay

Once you clock out, a screen will appear asking if
you'd like to 'Request Same Day Pay. Please note
that you must be eligible for same day pay to use this
option. If you don't see this option, you can contact
payroll to have it enabled.

¢ Frickay, March 8

Friday, March &

Clogk in B:55 AM

Ast break 1:30-1:48 PM

Fienl reak 00315 FM
Sign hera

For managers only
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& Sign here

Once you confirm your hours, the screen on the left
will appear for you to obtain your supervisor's
signature. A supervisor must enter their name and
sign off on your timecard. This image will be stored
with your timecard for verification of who the approver
was. The client will then reapprove all hours, having
seen the supervisor's signature.

(A Supervisor must sign)




