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Create a Homebase Account

HOMEBASE



] ]
I I l V I ta tI O I I homebase Product Customers Pricing More

Great teams
run on
Homebase.

Each student worker
in the Welcome T
Center will receive an S e il TS
invitation to join

can focus on their people.
Email address
Homebase.




Step #1:
Accept the
Invitation

* Once you receive your
invitation for
Homebase, Please click
onh "Set Your
Password."

* Note: Please read the
instructions on the
email carefully before
proceeding to
Homebase.

homebase

Hello,

Your manager has invited you to use Homebase - an app to help
manage your work schedule and keep track of your hours.

Set your password and sign in with your email address:
dennyikaS@gmail.com

710127



Step #2: Set Your Password

Set your password

should contain one letter, one number, and be at least 8
characters long




Step #3:
Get the
Most

Click on "No, Thanks,
I'll get it later" to
bypass this process.

I Dashboard

fomorrow, 3 PM - 7:30 PM
@ The Coffee Shop

COTECOw

NNNNNNNNNNNNNN

Teams love Homebase

Get the most out of Homebase with our mobile app

# Download on the GETITON
@& App Store [ Google Play

or

No thanks, I'll get it later



Step #4: Welcome to Homebase

mebase Schedule Timesheets Time Clock Messages Team Settings

My Week

Welcome back, Denny! ¢ su2s-um >

Your Week
GETTING STARTED
Scheduled Hours: 0.00
vs 0.00 last week

Get The App Scheduled Est. Wages: $0.00
vs $0.00 last week

Download The Homebase App

Actual Hours: 0.00
vs 0.00 last week
Your Schedule m Open Shifts Actual Est. Wages: $0.00

vs $0.00 last week

View All Timesheets

You don't have any scheduled shifts this week.
Upcoming Time Off

x You do not have any upcoming time off.
Shift Covers & Trades LS  Your Requests Y 9

Request Time Off

You haven't received any shift trades.



Merritt College Learning Center - New schedule published inbox x e B
Y Charlotte Victorian via Homebase <no-reply@joinhomebase.com> Mon,Jun27,:03PM Y% “
. tome ¥

homebase

Charlotte Victorian will orere what the week looke e
publish your schedule 06127 - 07031 Pulished b Mert Calleg Learing Certer
on Homebase weekly, 10:008m - 400pm (Psych/Embed)
and you will also 1100am - 4:00pm (Psych/Embed)
receive an email. 1100am - 4:00pm (Psych/Embec)

11:00am - 4:00pm (Psych/Embed)
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Step #1;
Log Into

Log in through:
https://app.joinhomebas
e.com/accounts/sign-in

Everything you need to manage &
pay your hourly team

Simplify and save time with scheduling, time clocks,

team communication, full-service payroll, and HR—all in

one place.

Learn More

Welcome back.

New to Homebase? Sign Up

oooooooooooo


https://app.joinhomebase.com/accounts/sign-in
https://app.joinhomebase.com/accounts/sign-in

Step #2: Time Clock

Click on "Time Clock," Located on the top left-hand side of the screen.

homebase Schedule Timesheets Time Clock Messages Team Settings

My Week

Welcome back, Denny! < Jul 25 - Jul 31 >

Your Week
GETTING STARTED
Scheduled Hours: 0.00
vs 0.00 last week

Get The App Scheduled Est. Wages: $0.00
vs $0.00 last week

Download The Homebase App

Actual Hours: 0.00
vs 0.00 last week
Your Schedule [T  Open Shifts ArHinIE W $0.00

vs $0.00 last week

View All Timesheets

You don't have any scheduled shifts this week.

Update Your Availability

Upcoming Time Off

: You do not have any upcoming time off.
Shift Covers & Trades Incoming Requests Your Requests vk 9

Request Time Off

You haven't received any shift trades.



Step #3: Launch Web Time Clock

Click on “Launch Web Time Clock" Located on the bottom Right-hand side of the
screen.

homebase Schedule Timesheets Time Clock Messages Team Settings

My Week e Clock

Homebase Time Clocks

7 m N =

Mobile Time Clock Tablet Time Clock Web Time Clock

‘ Show Me How /

Text me a download link Email me a download link Launch web time clock

Show Me How Show Me How




Step #4:
Launch
Personal

Click on
“"Launch
Personal."

11:26 PM

®

Which Time Clock Would You Like To Use?

000 @,
™ R

Shared Time Clock Personal Time Clock

Employees clock in with Clock in when you're
PINs on a shared computer. signed in, no PIN required./
Launch Shared Launch Personal

Remember my selection and don’t ask me this again




Step #5: Clock In

1:27 PM ®

®

Hi Denny!

Clock in to start your shift

Clock In

ncliide tablet and mobile ap
SO INClude tabpiel anda mobile apps







Step #1: Time Clock

Click on "Time Clock," Located on the top left-hand side of the screen.

homebase Schedule Timesheets Time Clock Messages Team Settings

My Week

Welcome back, Denny! < Jul 25 - Jul 31 >

Your Week
GETTING STARTED
Scheduled Hours: 0.00
vs 0.00 last week

Get The App Scheduled Est. Wages: $0.00
vs $0.00 last week

Download The Homebase App

Actual Hours: 0.00
vs 0.00 last week
Your Schedule [T  Open Shifts ArHinIE W $0.00

vs $0.00 last week

View All Timesheets

You don't have any scheduled shifts this week.

Update Your Availability

Upcoming Time Off

: You do not have any upcoming time off.
Shift Covers & Trades Incoming Requests Your Requests vk 9

Request Time Off

You haven't received any shift trades.



Step #2: Launch Web Time Clock

Click on “Launch Web Time Clock" Located on the bottom Right-hand side of the
screen.

homebase Schedule Timesheets Time Clock Messages Team Settings

My Week e Clock

Homebase Time Clocks

7 m N =

Mobile Time Clock Tablet Time Clock Web Time Clock

‘ Show Me How /

Text me a download link Email me a download link Launch web time clock

Show Me How Show Me How




Step #3:
Launch
Personal

Click on
“"Launch
Personal."

11:26 PM

®

Which Time Clock Would You Like To Use?

000 @,
™ R

Shared Time Clock Personal Time Clock

Employees clock in with Clock in when you're
PINs on a shared computer. signed in, no PIN required./
Launch Shared Launch Personal

Remember my selection and don’t ask me this again




11:51 PM @

C_P_,
Ste p #4 : Ready to clock out?

Your shift started at 11:50 PM

Clock Out

You can view your completed timecard in timesheets
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https://hcm.peralta.edu/psp/PCCDHPRD/?cmd=login
https://hcm.peralta.edu/psp/PCCDHPRD/?cmd=login
https://hcm.peralta.edu/psp/PCCDHPRD/?cmd=login

OYyo Apply & Enroll About Safe Peralta Build Peralta Foundation Directory
Tanaiate Page? ¢

Peralta Community

S STUDENTS .  FACULTY & STAFF « COMMUNITY & DISTRICT «
College District

Get answers to your COVID-19-related questions at Safe.Peralta.edu

BACKT

YOUR FUTURE

AT THE PERALTA COLLEGES
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Go to Peralta.edu

Peralta.edu
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Click on "Human Capital
Management”



Peralta Human
Capital Management
(HCM) System

LANEY
COLLEGE ﬂ

BERKELEY \
CLTY COLLEGE c

MERRITT
COLLEGE OF m COLLEGE
ALAMEDA

Peralta Human Capital Management (HCM) System
User ID

Website Link: "%

hTTpS-//hC'“ QZPG% er Password
du/psp/ PCCDHPRD/?C
md=login

Forgot Password


https://hcm.peralta.edu/psp/PCCDHPRD/?cmd=login
https://hcm.peralta.edu/psp/PCCDHPRD/?cmd=login
https://hcm.peralta.edu/psp/PCCDHPRD/?cmd=login

: To retrieve your login information,
Retrieve your send an emaill
|Ogin to pssuppori@peralta.edu. Be sure
information to include your name and student ID
number.
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My Delegated Authorities

Employee Health Tracker

Company Directory

$EXy 0 G\
0 S hod B

Payroll Personal Details Benefit Details e-Forms
|

N —
ier Osie 1

Last Pay Date 07/14/2022

Video Tutorial

How to log in and navigate the Human Capital Management
(HCM) System

Guide for Time Entry & Submission Student Workers

Employee
Self
Service


https://www.youtube.com/watch?v=Fkjr9OIbjoo
https://peralta.instructure.com/courses/41699/pages/how-to-log-in-and-navigate-the-human-capital-management-hcm-system
https://peralta.instructure.com/courses/41699/pages/how-to-log-in-and-navigate-the-human-capital-management-hcm-system
https://drive.google.com/file/d/1ch-w9TM03JUaPr_hg-Gm5ZcFGsuTU89e/view?usp=sharing

Employee Health Tracker

Not Recorded

Payroll

|

P \
\Of

Last Pay Date 07/14/2022

Time

v Employee Self Service

My Delegated Authorities Company Directory

&y 0

S Lo

Personal Details Benefit Details

@

Click on "Time"

e-Forms
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Q



< Employee Self Service

Enter Time
07/01/22 - 07/31/22

@ Reported 78.00

@ Scheduled 168.00

Weekly Time Summary

FEa

o
o

-

Enter Time

Time n Q

*Select a Job  Tutor Ill - Empl Record (#0) - Department (#653)

Time Summary
07/01/22 - 07/31/22

Sick Leave - Hourly
6.00 Hours

Regular
72.00 Hours

Leave / Comp Time

2510

Balance Hours

Click

Exceptions Weekly Time
07/25/22 - 07/31/22

O @ Reported 12.00

® Scheduled 40.00

Payable Time

Last Time Period 06/01/22 - 06/30/22

Total Hours 57 Hours

on "Enter Time"



< Time Enter Time N Q 4o ¢
Job Title Tutor Ill
< 1 July - 31 July 2022 3
Month Period - PS Delivered
Scheduled 168.00 | Reported 78 Hours
View Legend Print Timesheet ] [ Save for Later } m
4 Week4of5 »
Schedulet vjew previous week 12.00 Hours
*Time Reporting Code / Time Details 22-Friday 23-Saturday 24-Sunday 25-Monday 26-Tuesday 27-Wednesday 28-Thursday
Scheduled 8 Scheduled OFF Scheduled OFF Scheduled 8 Scheduled 8 Scheduled 8 Scheduled 8
Reported 0 Reported 0 Reported 0 Reported 6 Reported 6 Reported 0 Reported 0
o
6.00 6.00 ’ 4= \ ’ = ‘

©]

o i

=) ©] ©]

menu.

Comments {2
Make sure that you select "REG-Regular” on the drop-down



< Time Enter Time N Q 4o ¢
Job Title Tutor Ill
< 1 July - 31 July 2022 3
Month Period - PS Delivered
Scheduled 168.00 | Reported 78 Hours
View Legend Print Timesheet ] [ Save for Later } m
4 Week4of5 »
Schedulet vjew previous week 12.00 Hours
*Time Reporting Code / Time Details 22-Friday 23-Saturday 24-Sunday 25-Monday 26-Tuesday 27-Wednesday 28-Thursday
Scheduled 8 Scheduled OFF Scheduled OFF Scheduled 8 Scheduled 8 Scheduled 8 Scheduled 8
Reported 0 Reported 0 Reported 0 Reported 6 Reported 6 Reported 0 Reported 0
o ©
1+ (=)

o i

REG - Regular
Comments { O ‘ ‘ O \

Enter your hours

] (KK [© \o

nder each

6!



Submit

£ Time

Job Title Tutor Il

View Legend

Enter Time

1 July - 31 July 2022

Month Period - PS Delivered
Scheduled 168.00 | Reported 78 Hours

1)

Q A

Print Timesheet H Save for Later

4 Week4of5 »
Schedulet yjiew previous week 12.00 Hours

*Time Reporting Code / Time Details

REG - Regular v

Comments

22-Friday 23-Saturday 24-Sunday 25-Monday 27-Wednesday 28-Thursday
Scheduled 8 Scheduled OFF Scheduled OFF Scheduled 8 Scheduled 8 Scheduled 8
Reported 0 Reported 0 Reported 0 Reported 6 Reported 0 Reported 0
o
6.00

O]

©

|

[©] ©]

=

=

[+] [=]

Click “"Submit" for your hours to be verified and

approved.



Approve

< Time Enter Time n Q A

Job Title Tutor I

4 1 July - 31 July 2022 >

Month Period - PS Delivered
Scheduled 168.00 | Reported 78 Hours

View Legend Print Timesheet ] [ Save for Later ] m

4 Week4of5 )
Schedulet iew previous Week 12.00 Hours

*Time Reporting Code / Time Details 22-Friday 23-Saturday 24-Sunday 25-Monday 28-Thursday

Scheduled 8 Scheduled OFF Scheduled OFF Scheduled 8 Scheduled 8
Reported 0 Reported 0 Reported 0 Reported 6 Reported 0
: R -
REG - Regular v 6.00 6.00 \ e ‘ ‘ -_—
Gommen =) =l =) = =] =3 =]

Green "Check Marks” indicates that those
reported hours were approved



Learning Center
Coordinator

Charlotte Victorian

Office: L-125

Email: cvictorian@peralta.edu
Ph: (510) 436-2443



mailto:cvictorian@peralta.edu

