POLICY AND PROCEDURE
                                            

MANUAL  
OPERATIONS 

CONSULTANT DIETITIANS                                       

TIMECARD

POLICY:

The H.M. Composite dietitians and staff will report their facility billing and hours worked in a standard manner.  All timecards are to be updated online weekly and on the last working day of the month. 
The custom computerized time and attendance system HMC uses is commonly called ON-TAP (Online Time, Attendance and Payroll.) This system is proprietary to HMC for the exclusive use of HMC staff and should not be shared with any other business, client or entity. 
        PROCEDURE:

1. Open an internet browser window and go to the HMC staff only website at www.hmcomposite.com/staff  

2. All employees have been assigned a login for the HMC staff only website:  

a. User name is your last name and is not case sensitive. 
b. Past word is the last four numbers of your social security number followed by a zero.

c. Staff may change their password, but the HMC office will not be able to assist you to recover a forgotten password. 
3. Click on the ON-TAP link on the staff only page to enter the 
program.  
There are two buttons on the “Main Menu” for the ON-TAP program: 
“Edit Your Profile” and “Timecard.”
4. The button marked “Edit Your Profile” is used to change your address, contact information, password or email address. If you change any of this information here, a notification is automatically sent to the HMC HR Department.  

5. On your profile page there is a drop down list of facility assignments. If you click on the facility name it will show the facility information such as address, phone and contact names.  

6. Begin entries on your timecard by clicking on the “Timecard” button.
7. Check the pay period at the top of the screen. Use the drop down arrow 
to select a different pay period. 
8. Date worked is entered by typing in the date as MM/DD/YYYY or click on the small calendar and then left click on the date desired.  (This calendar feature may not work in some browsers such as Firefox so just type in the date.) 
9. Time In and Time Out is recorded, including lunch breaks. 

a. Use the drop down arrows to select the start and stop times, including AM or PM.  The time out appears directly under the time in boxes.
b. California State law requires all employees working more than six hours to clock-out for a thirty minute lunch hour.  These are unpaid hours and are necessary for your rest and to comply with the labor laws.

10. Select the time description using the drop down arrows. Carefully select if these hours are billable or non-billable to a client or facility. This is a critical element of ON-TAP as it will attach the worked hours to other forms in the HMC billing system. 
a. New staff should ask their Regional Dietitian or trainer to assist with ON-TAP time designation so the billing to the facility is correctly designated. 

b. The HR Director, Office Manager or your Regional Dietitian can assist at any time if you have questions about ON-TAP or time descriptions.  

11. Use the drop down arrows to select the Facility Name for billable hours 
to individual accounts. 

a. No selection is needed (leave blank) if hours are not billable, PTO or holidays.   
b. Use a separate line for each facility or any non-billable hours worked on the same date.
c. ON-TAP will have a custom drop down list for the facilities where you are regularly assigned. If you are substituting for another employee or your listing is missing the name of your facility, click on the words “Other Facility” and then type in the name of the facility in the box provided. 

12. Mileage reimbursement is allowed when daily travel exceeds thirty miles per day. 
a. Enter round trip mileage. 
b. ON-TAP will automatically subtract for the commuting miles when payroll reimbursements are calculated.  
c. If you have special travel arrangements pre-approved by your supervisor, add a comment. 
13. Enter any other expenses to be reimbursed in designated columns by 
using the drop down arrows and typing in the dollar amount. All     
receipts must be received by the HMC Office prior to reimbursement.

14. At the top of the screen next to the date is a comment box where you 
can type additional information when needed. Examples include: 

a. Name of the dietitian you are covering for if not your assigned facility. 

b. Overtime may be billable or non-billable. On the timecard select overtime-billable or overtime-non billable using the drop down arrows.  In the comments area write the reason for overtime, such as annual survey, and who approved the overtime, such as the facility Administrator or your supervisor’s name.  Overtime is for specific reasons, must be approved in advance, and should be rare.
15. Once timecard entries for that date are completed, you must click the 
button marked “Save Entry.” 
a. If you leave this page or use the back button or go to the “Main Menu” before saving, the entry will NOT be saved on your timecard. 

b. If any entries are incomplete or miss entered, ON-TAP will give you an error message in red which must be corrected before you can proceed. 

c. Once you save the timecard entry, ON-TAP will total the hours worked in the next column. Watch this number to be sure you have selected the right time data

16. Use the “print” button to print a copy of the timecard. Timecards for several months previous will be stored in ON-TAP and available for you to view later, so it may not be necessary to print a timecard.
17. Timecards will be checked by an Administrator on a weekly basis.  Only   an Administrator can approve the timecard by checking the “OK” box to lock in the hours for that day and 
transmit these entries to the billing and payroll portion of ON-TAP. 
a. If you need to make a change in an entry that is not yet approved, use the “Edit” button and make your changes by typing over the incorrect data. Click “Save” when completed.  Incorrect entries may also be “Deleted.” 

b. Once the timecard entries are approved and marked as “OK” the “Edit” and “Delete” buttons will be inactivated for that line on the timecard. If you need to make a change in an entry that is all ready checked as approved and it is before the end of the pay period, you cannot delete or edit the line. Enter another line in your timecard for the same date with the corrected information. In the comments type “corrected entry for date.”  If further explanation is needed, send an email to the HR director or your supervisor.

18. At the end of the payroll time period when you are finished with all   entries click on the button marked “Submit Timecard.”  Read message and confirm for timecard submission.[image: image1.png]
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