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SHORE MORTGAGE®

Home loans are all we do

Please follow these simple steps to punch in and out at work and utilizing
the Attendance On Demand system.

1. Open Internet Explorer, you will see MYSOURCE
2. MYSOURCE will have the icon: Attendance on Demand. Click on icon

3. The Login Window will open

SHORE MORT

To access your menu information:
Please login with your Username and
Password that you use to log into the
computer in the boxes to the left.

Click here to reset your Destiny password

:v support.shoremortgage.com
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Login
Each employee will be prompted for their ID / Badge number, and a designated PIN number.
h‘y -
attendance Employee Self Service

ON DEMAND

Badge/ID |
PIN |

Login

Login - Enter your Badge or ID number and your PIN.



Activity Tab

The Activity tab within ESS shows any / all activity that you have performed while in ESS.

. a K
INFOJRONICS 3 . 1 5 . 36 P M _El_ChaﬂRa-r_ _Ellld Charles
. . ﬁ Barkley
Tue Dec § 2008 Log OFF 1
¥ Activity |* Time Card [* Schedules |* Benefits |* Archives ‘
Punch
Request Crparation Drescription Timestamo -
Time Off Logged into )
System Logged In Tue Dec-0% 08 3:15p
Logged into ,
System Logged In Mon Dec-01 08 %1295
Logged into ,
System Logged In Mon Dec-01 08 31283
Request Time Off Removed Leave Request of Tue Dec-02 03 Mon Dec-01 08 7:02a
Remest Time Off Removed | pave Remuest nf Tie Nec-02 03 Man Ner-01 08 7:02a ll
Time Off Requests
There are no requests for time off in the system,

Punch IN or OUT

Punch IN / OUT - Simply click the Punch button. This uses the server time for the transaction.

. Change PIM Charles
INFOJRONICS . . E—
3- 16-29 PM Refresh Barkley
Tue Dec 8 2008 Log Oft 1
* Activity |* Time Card |* Schedules |* Benefits |* Archives ‘
Punch
Request Cperation Deserigtion Timas=ma o
Time Off Punch Barkley, Charles J Transaction Accepted Tue Dec-02 08 3:18p
Logged into '
System Logged In Tue Dec-0% 038 3:15p
Logged into .
System Logged In Man Dec-0108 9:29a
Logged into :
System Logged In Mon Dec-01 08 31283

Remuest Time Off Remaved | eave Reauest af Tue Ner-02 08

Mnn Ner-01 08 T:07a

||

Time Off Requests

There are no requests for time off in the system,

You'll see the punch transaction information presented in the Recent Activity section. If you inadvertently punch
twice within the same minute, the punch will NOT be accepted and you'll see the Duplicate transaction
information.



Request Leave

Request Time Off — Simply click the Request time off button.

. Change PIN Charles
INFOJRONICS— 3-19:57 PM Refiesh  pariday
Tue Dec § 2008 Log O 1
Activi ime Car chedules enetits rchives
punch || Activity |* Time Card |* Schedules |" Benefits | Archi
Crperation Dresaription Timestzmp
Request =
Time Off Request Time OFF ﬁg;ﬂzyt.océ'u:arlcehs} Request 8:00 Time Off on Wed Dec-31 03 Tue Dec-0% 08 3:1%p

Status
Submitted

Dzt
Wed Dec-31 03

Reguest

Vacation

Enter Time Off Request

Date [12/31/2008

Select the day vou will be absent.

Portion of Shift [Beginning of Shitt (Arrive Later] |

Select the part of your shift where wou will be absent,

Amount of Time |g

Enter the amount of time ko take off. The minimum amount permitted is 1:00 (hours).

Personal Time [Vacation |

Select the type of personal time to use.
Notes Going to EBeach ;I
[~

Enter any notes ar comments.

2k Cancel |

Punch Barkley, Charles 1 Transaction Accepted
Logged into

System Logged In

Logged into

e Logged In

| naned into . =

3.00

>
w*

Tue Dec-09 08 3:16p
Tue Dec-09 08 3:15p

Man Dec-01 08 9: 293

[

Time Off Requests

Comments

Going to Beach Remove Reguest

Choose the Date for the request.

Choose Portion of Shift when performing a partial
day request. Choose from Beginning of Shift (Arrive
Later), End of Shift (Leave Earlier), or Middle of
Shift. If performing a full day, leave at default
setting.

Enter the amount of hours.
Select the type of personal time to use.

Enter any notes of comments for you manager to
see.



Monitoring Requests

WORONGS 3:19:57 PM i o

Barkley
Tue Dec 9 2008 Log OfF 1
Punch * Activity |* Time Card |* Schedules |* Benefits |* Archives |

Request Operztion Dieszrintion Timestzrp =
Time Off Request Time OFF I?arl_dey, Charleer Request 8:00 Time Off on Wed Dec-31 03 Tue Dec-03 08 3:19p
Going to Beach

Punch Barkley, Charles 1 Transaction Accepted Tue Dec-0% 08 3:16p

Iézg?:nﬂ T Logged In Tue Dec-0% 08 3:15p

Iéi-g%:ni Dk Logged In Maon Dec-01 08 9:2%

I nnned intn . . e o e -s j

Srtus Requast Dtz Commants
Submitted Vacation Wed Dec-31 08 3.00 Going to Beach Remove Reguest

Employees will also see any Leave Request activity on the Activity Tab and Remove Request, if their manager
has not yet approved or denied the request.

Once the request has been either approved or denied by a manager, the employee can easily see the status of
the request. Approved requests will also appear in the employee’s schedules.

Time Off Requests

Status Reguest D=tz Comments
Approved Vacation Fri Aug-29 08 3.00 Going to the Beach.

Time Off Requests

Status Reguest D=tz Comments
Denied Vacation Fri Aug-29 08 3.00 Going to the Beach.



Time Card Tab

The Time Card tab within ESS allows an employee to view their current and previous pay period time cards,
Hours Summary, and Adjustments that have been made.

. Change PIN Charles
NEOJRONICS x n B —
INFOIRONICS— 3-21:10 PM 275 Barkdey
Tue Dec 9 2008 Log 1
B ¥ Activity |* Time Card |* Schedules |* Benefits |* Archives
Prev. Period  Curr. Period  Approve Time Card  Help
Request

* Day by Day " Audit Trail |

Time Off * Timecard |* Period Hours

Date In Out In Out Amount  Schedule  Exceptions
Sun Mov-30 08

Mon Dec-01 08 7:00z  3:30p 8.00 7:003/ 3:30p
Tue Dec-02 08 7:00z 3:30p 8.00 7:00z/ 3:30p
VWed Dec-03 08 7:008  3:30p 8.00 7:00z/ 3:30p
Thu Dec-04 08 7:008  3:30p 8.00 7:00z/ 3:30p
Fri Dec-05 08 7:00z 3:30p 8.00 7:00z/ 3:30p

Sat Dec-0o 08




Schedules Tab

The Schedules tab within ESS allows you to view your schedules.

Change PIN  Charles
Refresh  Barkley

OGS 3:22:56 PM

Tue Dec § 2008

» _ [ » » » F
Activi ‘ Time Card Schedule: Benefits ‘ Archives ‘
Punch l chedules

Prev. Month  Mext Month  This Month  Help

Request Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
Time Off | weekof T 40,00

e 73/3:30p  |@ 73/3:30p |@73/3:30p  |@7a/3:30p @ 7a/3:30p

o
1]

Week of 40.00
R 7a/3:30p 72/3:30p 72/3:30p 72/3:30p 72/3:30p
Week of 40,00
RGE0 B Flex 8.00 [ Fex8.00 [B@Fex8.00 [@@Fex8.00 [BEFex8.00
Week of 40,00
Rt MHFex8.00 [BFex8.00 [Fex8.00 [EHFex8.00 [WFlex 8.00
Week of - | 32.00
R @73/2:30p  |@7a/330p  |@ 7a/3:20p @ 73/2:30p

Benefits Tab

The Benefits tab within ESS allows you to view your current benefit balances and benefit earnings and payment
history.

: Change PIN  Charles
NFOJRONICS :
INFOIRONISS 3:23:27 PM il Barkey
Tue Dec 9 2008 Log O 1
punch Y Activity |* Time Card |* Schedules |* Benefits |* Archives
Help
Request

* Personal

Time Off Y sick |* Vacation

Sick activity from Tue Jan-01 08 to Wed Dec-31 08
{earliest adjustment date is Dec-30-1393)

Date Credit Debit Balance
Tue Jan-0108  Balance In 40.00
Sun Mar-30 08 20,00 Sick Sun Mar-30 03 20,00
Thu Jan-0109  Balance Out 20.00



Archives Tab

The Archives tab within ESS allows you to view any past timecards.

NGNS 3:24:17 PM

Tue Dec 9 2008

Change PIN Charles
Refresh Bar
- arkle
Log Off \"'r

» - [ — 3 4 4 2
Activi Time Card Schedules Benefits Archives
Punch Yy
Select another Pay Period  Help
Request chewine nariad Fram Sun Auadn 08 ta St Aund 08
Time Off - ) -
* Timecard |* Feriod Summary |* Audit Trail |
Date In Out In Out Amount  Schedule
Sun Aug-10 08
Maon Aug-11 08 701z 3:30p 7.88 7:008 3:30p
Mon Aug-11 08 7.08 Regular
Tue Aug-12 08 7:003 4:34p 9.07 7:00a/ 3:30p
Tue Aug-12 08 9.07 Regular
VWed Aug-13 08 7:008  3:30p 8.00 7:00a/ 3:30p
Wed Aug-13 08 8.00 Regular
Thu Aug-14 08 7:008  3:30p 8.00 7:003 3:30p
Thu Aug-14 08 8.00 Regular
Fri Aug-13 08 g:003 4:31p 8.02 7:008/ 3:30p
Fri Aug-15 08 6.95 Regular
Fri Aug-15 08 1.07 Overtime
Sat Aug-16 08

Simply select Select another Pay Period to view different historical timecards.

Exceptions

Tardy

Left Late

Tardy, Left Late
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