Instructions for Time

Entry with Deputy

Express Employment Professionals uses Deputy, a third-party time entry system, to capture time

worked and provide accurate pay.

Using the Deputy Mobile App

These instructions are specific to entering time via the Deputy mobile app.

1. You must have an account with Express at Portal.ExpressPros.com to
access Deputy. After your account is created, you can use the same login
credentials in the Deputy app. If you need to reset your password you will
need to use the same email address as your Portal.ExpressPros.com account.

2. Download the Deputy app from the Apple App Store
or Google Play. Visit Deputy.com for operating
system requirements.
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5. Clock In and Out for Breaks — When
you are ready to start break, select “Start
Break and choose Meal break or Rest
break” in the app. Select “End Break” to
end your break and begin working again.

smartphone at the start of your shift.
From the Home Screen select “Clock in.”

4. Select Area — The location where you are
working should display.
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6. End Shift — At the end of your shift,

open the Deputy app and select
”X” icon next to Start Break
and then select “Clock out.”

’ 11:38

av

@ Time

Leave

Availability

Q© Tasks

My tasks

(1]

All locations v

Om

Team Member v

Start break

off

o 56t BB \

Working at Team Member - PST (GMT-8)

Add leave

Home  Newsfeed Schedule Timesheets  People
\ Job tasks

/)

Cancel Clock out < Questions

11:38 AM - 11:44 AM sm List California Attestation Meal Break
Select One Answer

| was given the opportunity to take a 30-
minute uninterrupted meal break before
the end of my fifth hour of work and if
applicable a secend one before the end of

Jevyn's Aztec Emporium

Team Member my tenth hour of work.
Meal Break (unpaid) v

1 min taken at 11:40 AM - Comment

11:41AM

Leave a comment

\ J \_

(s iy (a3 501

J

e Leave Requests and Availability — Do not submit leave requests or

availability through Deputy. This feature has been disabled for Express
associates. Please contact your Employment Specialist at your Express
office to request leave or update your availability.
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