Team Punch/Bulk Punch

If you have a need to be able to manage timesheets for an entire team, these can be
managed in bulk by using Team Punch/Bulk Punch.

Permissions
For a supervisor to manage Team Punch / Bulk Punch, permission must first be set up.

To set up Team Punch/Bulk Punch permissions, an administrator must go to the individual
profile page for the supervisor, click on Time and Attendance, and set up access to various
time sheet operations.

Supervisor Role

This is a Time and Attendance Supervisor
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Managing Team Punch/Bulk Punch

If a supervisor has access, they will see a blue button on the dashboard under the “Needs
Attention” section, labeled Team Punch.
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Clicking on the Team Punch button will bring up a modal window.

Needs Attention

€ Not Clocked In

Deanna Mann
Syn ift From HeartlandPos

0 start: Thu, Sep 30 at 12:00 AM

iew Timesheet | Ignore

Deanna Mann
Scheduled to start: Fri, Oct 1at 12:00 AM

Clock In | View Timesheet | ignore

@ Not Clocked Out

Deanna Mann
Synced Shift From HeartlandPos

Scheduled to end: Thu, Sep 30 at 12:30 PM
Clock Out | View Timesheet | ignore

Deanna Mann
Scheduled to end: Fri, Oct 1at 6:00 AM

Clock Out | View Timesheet | ignore

template that you wish to use:

Q

Team Punch

Select Timesheet Template
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Clock In & Out Only Timesheet

SGY Templ

=> Needs Approval

Timesheets Waiting for
Approval

Deanna Mann
01/03/2021 - 01/09/2021

Approve | Reject | View Details

Deanna Mann
12/27/2020 - 01/02/2021

Approve | Reject | View Details

Deanna Mann
12/20/2020 - 12/26/2020

Approve | Reject | View Details

Deanna Mann
12/13/2020 - 12/19/2020

Approve | Reject | View Details
Deanna Mann

12/06/2020 - 12/12/2020

Approve | Reject | View Details

% Display Settings

Team Status

List View Map View 't

@ ciocked in

M Deanna Mann
o Clocked In Aug 28, 2023 12:50 PM

@ ciocked out

Joe Smith
Clocked Out Aug 25, 2023 4:48 PM

Select the timesheet


https://support.heartlandhelpcenter.com/hc/en-us/articles/12390903938445
https://support.heartlandhelpcenter.com/hc/en-us/articles/12390903938445

This will bring up a screen with settings for setting up the specific clock-in time for your
team.

Please note that employees can be included on a team timesheet if any of the following
criteria are met:

e Theycurrently have a “Punch Time Entry — Ul Block”

e They are the supervisor entering the information



Team Punch X

Select Timesheet Template

SGY Templ v
® In Transfer Break Resume Out
Start Time = TimeZone *
Eastern Daylight Time (GMT... v
Jobs
Select ajob v
Comment
Employee Name Status Job Select
Deanna Mann @ Clocked In Select a job v

Choose whether you are clocking your team in, transferring them, setting a break, resuming
after a break, or clocking them out.



Then, choose the date, time, and time zone, select a job, and leave any comments about
the shift you desire.

Team Punch X

Select Timesheet Template

SGY Templ v
® In Transfer Break Resume Out
Start Time = TimeZone *
Eastern Daylight Time (GMT... v
Jobs
Select a job v
Comment
Employee Name Status Job Select
Deanna Mann @ Clocked In Select a job v

By default, allemployees on a team are selected and assighed the job you set. You may
deselect any employee using the checkboxes on the left, and change the specific job for
each individual employee.



Editing Bulk Punches
To edit bulk punches, under Team Management on the left menu, choose Team

Timesheets.

Next choose the Bulk Punch tab from the menu on the top.
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A REPORTS
08/28/2023 8:02 PM Vinesh: 08/28/2023 4:02 PM Clock In Z o
ADMINISTRATION A 08/28/2023 7:51 PM Vinesh: 08/25/2023 3:51 PM Clock In 1 2
08/28/2023 7:51 PM Vinesha Perara 08/28/2023 3:50 PM Clock In 1 =@

Choose the date for the timesheet and select the Edit icon on the right. Here you may make
any necessary changes to existing timesheets for one or many employees.



