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IMPORTANT NOTICE!!!! 
 

Effective with pay period 8, Check Date April 12th, 2019, ALL paper checks will be mailed 
directly to the Team Memberôs home from ADPôs Alpharetta, Georgia location. 

 
Please allow 3-5 business days for receipt. 

 
To avoid delays, enroll in direct deposit or request a paycard before Friday, April 6th! 
 
V Enroll in Direct Deposit by Friday, April 6th, 2019 via MyWay ï My Payroll tile ï Direct Deposit Menu. 

 
V Contact the Payroll Department to request a pay card by Wednesday, April 3rd, 2019 via one of the methods 

below: 
o Submit a case via MyWay (Submit a Question to Payroll). 
o Email the Payroll Department at Payroll@hackensackmeridian.org 
o Call the Payroll Hotline at 551-996-3575. 

 
Team Members must verify their home address is correct and submit any corrections by Friday, April 6th! 

 
Address changes can be made via MyWay ï Team Member Self-Service tile 
 
V Click on Personal Details 
V Click on Home Menu option ï your address will appear on the right-hand side of the screen. 
V Click anywhere within the Address box. 
V Update your address with the corrections. Ensure your information is entered correctly. 
V Click Save 

 
 

mailto:Payroll@hackensackmeridian.org
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PSOFT Time and Labor 
Team Member Responsibilities and Information 

 
Team Member Responsibility for Recording Hours Worked 
 
ü All Team Members are required to record hours worked daily via one of the time collection devices. 
 

o KABA Clock 
o KABA IVR System (Telephone Time Entry) = only eligible to Team Members who do not work at a designated location 
o PSOFT Web Clock via MyWay 

 
ü Recording Hours Worked:  

 
o Non-Exempt Team Members MUST punch IN/OUT for all jobs 
o Non-Exempt Team Members MUST perform cost center transfers for all jobs when working in cost centers outside their home cost center 
o Non-Exempt Team Members MUST punch IN/OUT for call-back for both all jobs when applicable 
o Exempt Team Members MUST punch IN/OUT for Additional Jobs ONLY (non-Primary jobs).  
o Exception: Facilities requiring exempts to punch as ñpresentò for regulatory compliance should do so for all jobs this requirement applies to. 
o Excludes Physicians = All Physicians are paid by the hours reported on the Time Study Report timesheet. Refer to the PSOFT Physician Time 

Study Reporting training guide. 
o Performing Cost Center transfers versus ñCall-Backò at the clock 

o Use the cost center transfer option at the clock when you are working in (floating to) a different cost center 
o Use the ñcall-backò option at the clock ONLY when you are ñon-callò and are called back.  
o Being asked to work a ñfull shiftò due to an absence is different than being ñcalled backò while on-call. Speak to your Leader if you are 
unsure if the ñcall-backò option applies to you. 

 
ü Common Errors that prevent Team Members from punching IN: 

 
o Your schedule is missing or not current (NOTE: All schedules are updated at the clock every 15 minutes) 

o Ask a designated person within your department to override the restriction profile at the clock so you can punch IN. 
o OR; notify your Leader immediately so your punch can be recorded via manual entry on the timesheet. 

o Your biometrics is not working properly  
o Ask your Leader to redo your biometric scanning 
o If the scanning could not be done after multiple times, ask your Leader to request a PIN # from the Payroll Dept. 

Á Note, only your Leader can request a PIN #. 

¶ When scanning simply cannot be done, Leaders can requests to obtain a PIN # for their team members by submitting a 
case via MyWay (Submit a Question to Payroll). 
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PSOFT Time and Labor 
Payroll Processing Timelines, Responsibilities and Information 

 

Schedules 
 
V All exempt Team Members are paid by schedule up to their standard hours per pay period.  

 
V All Schedules and Absences from all sources must be approved by Payroll Monday at 9:00 am to be processed and paid for the 

current pay period. 
 
o PSOFT Time and Labor   

 
V Hours on timecard with ñHIGHò exceptions must be corrected for the hours on that day to be calculated and processed. 

 
V Hours with LOW and MEDIUM exceptions should be reviewed for accuracy and ñallowedò or ñcorrectedò. 

 
V Physicians must ñSUBMITò all electronic time study reports to be paid. 

 
V Payable time approved for payment by 1:00 pm. on Payroll Tuesday is what is sent to payroll for processing. 

 
 

  Important Deadlines:  
 
V All Schedules and Absences must be entered and approved by 9:00 am on Payroll Monday. 

Á Absence corrections/additions are not available for entry or correction on the timesheet so everything must be accurate 
by the 9:00 am close. 

Á Any hours relating to absences entered after the 9:00 am deadline must be submitted to Payroll as a payroll adjustment 
and will be processed on the next regular payroll 

 
V All Payable Time (timesheets) must be approved by 1:00 pm on Payroll Tuesday. 
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PSOFT Time and Labor 
Payroll Adjustments Timeline 

 
 
Payroll Adjustments: 
 
V All payroll adjustments will be processed on the next regular payroll. 

 
V In extenuating circumstances or when a team member is missing 16 hours or more, an adjustment received by Monday at 4pm 

will be processed on a weekly off-cycle payroll and payable on Friday. 
 

V Manual checks in-house are no longer processed or available.  
 

V Any off-cycle adjustment that produces a paper check in the absence of direct deposit or a paycard will be mailed directly from 
ADPôs Alpharetta, Georgia on Thursday. Please allow 3-5 days for receipt. 

 
 

 
TIPS for accurate pay! 
 
V Punch IN/OUT every day as expected to avoid missing punches. 

 
V Review the training guides provided to familiarize yourself with using the KABA clock, IVR or Web Clock. 

 
V Review your timesheet often throughout the pay period and partner with your Leader to correct any missing punches or 

missing hours by Friday before the pay period closes on Saturday. 
 

V Ensure your schedule for the pay period is correct. 
 

V Submit absence requests timely.  
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KABA Clock Instructions 
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KABA Clock Instructions 
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KABA Clock Instructions 
Clocking IN for Regular Shift or Clocking IN for Call-Back while On Call 

 
 
 
 

                     
 

 

Clock IN for Regular Shift Clock IN for Call-Back while On Call 
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KABA Clock Instructions 
Clocking IN with Cost Center Transfer 
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KABA Clock Instructions 
Clocking IN with Cost Center Transfer 
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KABA Clock Instructions 
Clocking IN with Cost Center Transfer 
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KABA Clock Instructions 
Clocking in ñCall-Backò while On Call with Cost Center Transfer 
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KABA Clock Instructions 
Exempt Present Punch (Applies to Exempt Team Members ï Primary Job ONLY 

 
V Only Team Members that are required to report their presence for compliance reasons should use the Exempt Presence Punch clock IN. 

 
V You will see the EPP Time Reporting Code on the timesheet when this is used. 
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KABA Clock Instructions 
Clocking OUT 
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KABA Clock Instructions 
Clocking OUT 

 

       
 

  


