Logging in to Pro Workforce Management

e Navigate to www.office.com and sign in with your County credentials.
¢ From the ‘Menu’ select ‘Apps’ then select the Pro WFM icon.

m Pro WFM +

Pro WFM Homepage — Punch

This is your homepage. You can select ‘Punch’ to punch in or out.
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http://www.office.com/

This is how a successful punch looks:
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Adding Paycodes

If you need to add a paycode to your punch, you will click on the row you need to add
your paycode and select the one you need from the dropdown. You will need to enter an
‘Amount’ after you select a paycode.

B 3 Tt x o+ - o x|
|
« g A = k ftimekeeping#/my yTimecard * O & & o @

B @ el [ dwpor [ Coumy [ Webste [ Appicstions (3 Téer [ UK [ mwmeripsste [ adsbe @ 3 @ fncing @ Change banageme

[E] PayPeriod G Load
= v - <
Schedule n Transfer out Pay Cade Amount Shift Daily period Absence
+
+ ot I E00AM I 200 P vi
/ 100 PM [/ 500P &00 00 &00
l l
) . BOND
o116 w0 e
+ ! ! MT 1.0
+ h 90 PM [} 500w [l CMT 1.5 200 &00 16:00
coMP 1.0
+ I |/
comP 1.5
1 E
+ i i o0wm l excess vac 500 so0 200
+ Thu e N sooam [ 2007w J| FURLOUGH
LEAVE ADC
+ N - I . e
LEAVE CONF
+ i s3srm e39em || Lgave P r 200
Frisi I 800 I SEO0RM LEAVE HLP
LEAVE JURY
] 100 PM T SRR e P 00 o0 a0:00
sstazn LEAVE WOP a0
MILWOP
sunsizi 000
MILWP
venaz2 I - [ 100N pes gk
I T00eM I e SHIFTA 00 ™ o0
SHIFTB
Tiesr2s I S00AM I 12000m
N - I - 00 s sa0
wedaize I s00Am [ frov
! cal n

ElPaso County * Information Technology Department Excellence* Professionalism™ Integrity* Creativity ~— 2



Adding Transfer Codes

Select ‘Add Transfer’.
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Select ‘Add Labor Category’.
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Here you can add either an ‘Activity’ or ‘Task’. Under ‘Task’ type ‘fmla’ and available
options will populate. Make your selection and select ‘OK’ on the bottom right.

% Transfer
Add Labor Category

@ Add Activities ~

@ Add Task ~

Q  fmia- ®

GGOV-EMPLOYEE-FMLA-CONS
EMPLOYEE FMLA - CONSECUTIVE

GGOV-EMPLOYEE-FMLA-INT
EMPLOYEE FMLA - INTERMITTENT

Next, you will select ‘Apply’ twice on the bottom right corner. Your transfer code will be
saved in the ‘Recent Transfers’ going forward. Then select ‘Punch’.
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Approving Your Timecard

To approve your timecard, select the arrow pointing right, in the ‘My Timecard’ tile.
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