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Roles Create New Role CLOSE d

PAGE PERMISSIONS
Q + i
Pages Full Access Read Only No Access
ROLE PERMISSIONS e Crews ® O O
Administrator Full Access Timecards, Crew Devices ® @) O
Full Access Full Access Timecards, Crew @ Work Bundles ® O O
¢ Bundles
No Access Employee Group:
© Jovs ® o) 0
View Onl Full Access Dashboard, Insi
¥ 9 Q sites ® 0O o)
Read Only Timecards, Crew
No Access Employee Group! FH Pack styles ® O O
&a  Users ® @) @)
+S  Roles ® @) ©®
e@ Employee Direct Deposit Info ® @)
+2)\ Employee Groups ® @) @)
[B H2A contracts ® O O
Q Groups ® O ©
! A Insights ® 'e)

e Control web application users’ access to run H-2A reports
via a dedicated user permission
o Note: user permission governs access to the report,
not access to “No Show” jobs
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H-2A Hours Offered: Contract Management

I
~@©<PICKTRACE H2A Contracts QAREFERENCEDATA2022 v &5 PaciricTME®PT) @ M@ @ EN @ QAP
== Dashboard Employers
: Q v + @
Q) Timecards
Employee Groups
= .
== rocuctionRECOrCs H2A CONTRACT EMPLOYER START DATE END DATE GUARANTEED HOURS
H2A Contracts
E Crew Scheduler
CA Contract 1 PrimoCorp CA 11/14/2023 12/02/2023 Weekly: 43h >
m Reports Mon: 5h Tue: 8h Wec
@ Payroll .
Contract CA 2 PrimoCorp CA 11/30/2023 12/30/2023 Weekly: 21h >

Mon: 7h Tue: 7h Wec

%» Onboarding OR Contract 1 PrimoCorp OR — — Weekly: Oh >
Mon: Oh Tue: Oh We
e Employees

Employers PrimoCorp WA Co... PrimoCorp WA 11/14/2023 11/19/2023 Weekly: Oh >
Mon: Oh Tue: Oh We

e Crews
D Devi Quanto CA Contract QuatroCorp CA 10/31/2023 12/01/2023 Weekly: 49h >
evices Mon: 7h Tue: 7h Wec
Test Audit Contract TriCorp CA 12/01/2023 12/09/2023 Weekly: 44h >
‘ Work Bundles Mon: 9h Tue: 8h We

0 Jobs

Sites

Pack Styles

e Create and manage H-2A contracts on a dedicated tab
under the Employers tool in the web application
o Note: each H-2A contract is linked to a specific
employer



S&-PICKTRACE

H-2A Hours Offered: Contract Management

ICKTRACE H-2A Contracts Edit H-2A Contract CLOSE
ishboard Employers Empl
Q >rimo Corp
mecards
Employee Groups
. H-2A Contract Name *
oduction Records H-2A CONTRACT Spring Contract
H-2A Contracts
ew Scheduler Start Date End Date
Contract 1 03/01/2024 a 05/31/2024 a
ports
GUARANTEED HOURS
yroll :
Spring Contract Mon Tue Wed Thu Fri Sat Sun
8 8 8 8 8 0 0
Summer

40

Winter Contract

X 73 Nathan Hedger
Winter Contract 2

1. When creating or editing a contract, set the start and end
date
a. Note: employees can only belong to one active
contract at a time

2. Set the guaranteed hours to act as the “contract stated
hours” in reporting

3. Manually add employees to the contract
a. Note: employees can also be added to the contract
via bulk or individual updates to an employee profile,
or via onboarding
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Contract Management

< Employees ONBOARDINGORG v @ M & EN @ R&D T
Hire new employee
INFO Start Date
03/26/2024 )  Rehire Date ()
First Name * Middle Name Last Name *
CLICK TO ADD Compensation /hr
EMPLOYEE
SSN PHOTO
By checking this box, you agree to receive SMS messages at the number
anguage Preference * rovided regarding your employment. Message frequency may vary.
Date of Birth * m Lsﬁ\“’(;‘fync . P {¢] gy ploy! g q y may vary.
Ranis Standard message and data rates may apply. Terms & Conditions.
Privacy, Policy. Text HELP for help. Text STOP to unsubscribe.
Gender v Ethnicity v
[} H-2A Employee H-2A Contract v
PASSPORT
Default job v
Passport number Country of issuance v
Edit Checkin ()
Issue date Expiry date Edit Settings »
@ Compensation is an optional field that will set a floor for what an
CONTACT employee will earn. If a job is set up to pay $15 an hour, and an
employee has a compensation of $20, the employee will be paid $20.
Address Search v The employee always earns the larger amount.
Address 1 CANCEL SAVE
< Employees INFORMATION DOCUMENTS Employment Info CLOSE
mi Employee Group
Seco Corp Default Seco Corp b4
DANE REYNOLDS
72 AltID Crew*
224 Crew A v
Title
PERSONAL INFORI i E
Crew Leader e fllreiDate e
SSN:
Date of birth Start Date () Rehire Date ()
Gender
DR Ethnicity: - . X X . .
\J By checking this box, you agree to receive SMS messages at the number provided regarding

Language preferent

Default job

CONTACT INFORM

Phone:

Email
B UPLOAD PHOTO

Address

7/ EDIT

EMERGENC

your employment. Message frequency may vary. Standard message and data rates may apply.
Terms & Conditions. Privacy Policy. Text HELP for help. Text STOP to unsubscribe.

H-2A Contract
H=2AEmployes Winter Contract 2 v
PAYROLL INFO
Job v Site v

faYa N

employee

Designate the H-2A contract when hiring (creating) an

Update the H-2A contract when editing employment info

on an existing employee

a.

Note: employees can only belong to 1 active H-2A

contract at-a time
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1+ Uploac Hire Date
Start Date
Action L P f
Update anguage Preference
H2A Employee
H2A Contract 5
3, or click to select
Employee Group
Crew
() To clear any > inthe cell
Title
Phone Number
A DOWNLOAD TEMPLATE
Email
Physical Address
Mailing Address

Emergency Contact

M N (o) P Z
H2A Employee I H2A Contract Employee Group Crew Title
IRUE ICAContract 1 Lﬂfault PrimoCorp CA Alpha CA crew

CA Contract 1

Contract CA 2

OR Contract 1

PrimoCorp WA Contract 1
Quanto CA Contract

Test Audit Contract

1. Designate the H-2A contract when bulk creating
employees

2. Designate the H-2A contract when bulk updating existing
employees
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Onboarding Setup

Non H-2A H-2A

Employer *

Primo Corp v

Employee Group *

Default Primo Corp v
H-2A Contract
[ Spring Contract X A

Winter Contract

Crew A v

Job Category *

4014044 Dot 1 inao Ciinmany icore of Coviaina Cicbhina ond Do toa s VAol

e Designate the H-2A contract when onboarding
employees
o Note: employers have the option to add both H-2A
and Non H-2A employees to a contract
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Test Audit Contract

9D
M1 TriCorp CA
MODIFIED BY DATE/TIME OPERATION
A~ QAPickTrace Dec 13, 2023, 1:42 AM
Modified field Before edit After edit
End Date 12/09/2023 12/10/2023

v QA PickTrace Dec 12, 2023, 11:19 PM
~ QA PickTrace Dec 6, 2023, 10:04 AM

Modified field Before edit After edit
Guaranteed Hours Monday 8.00 9.00
Guaranteed Hours Weekly 43.00 44.00

CA-Abby CA-Smith

9
M1 PrimoCorp CA B CAa001p aw Default PrimoCorp CA
MODIFIED BY DATE/TIME OPERATION
A QAPickTrace Dec 13, 2023, 4:08 AM
Modified field Before edit After edit
I H2A Contract CA Contract 1 —

A~ QAPickTrace Dec 13, 2023, 3:36 AM

Modified field Before edit After edit

IH2A Contract Contract CA 2 CA Contract 1

v QA PickTrace Dec 13, 2023, 3:32 AM

v QA PickTrace Nov 27,2023, 2:47 AM Update )

1. View contract edit history

2. View changes to contract assignments in employee edit
history
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Create New Job CLOSE

Job Category
v
No show

JRATION T.. Naihia

Absent Spanish Name

atic
Description

inexcused absence

(i) Hours accrued on this job will not be used for minimum
wage adjustments or overtime calculations.

e Create jobs in the No show, Sick, and Vacation job

categories
o Note: Hours associated to these jobs count towards
“missed hours” in the calculation and reporting of
hours offered and are meant to capture hours where
an employee could have worked but did not
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< Check in
Checked in
L
1 Move Crew = ‘=o' =
Site
Shane's Farm -
Location
w
Block C-Other
Job
No Show -
H LIST
11 v Q v G g 7 B = B
E 4 ALT ID CREW 1 9 AM 10 AM
hbe CA-Watson CAa010p Alpha CA crew No Show €
Parker CA - Parker-1CA
7:40 AM PST - 10:40 AM P...

e Check employees into the No show, Sick, and Vacation job
categories
o Note: timecards associated to these jobs count
towards “missed hours” in the calculation and
reporting of hours offered
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PickTrace Reports (10)

Organization Reports

My Reports

Archived Reports

General Payroll +:

This report creates a row per timecard and a section per employee. This report is
intended to allow you to audit and follow along with how PickTrace calculated an
employee's payroll.

H-2A Hours Offered Report +:

This report creates a section for each employee and compares the hours offered to
the hours guaranteed on employees' H-2A contracts for each day in the date range

Access the H-2A Hours Offered Report in the PickTrace
Reports section of the Reports tool
o Note: access to this report in the web application is
controlled by a dedicated user permission
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H-2A Hours Offered Report

Title
H-2A Hours Offered Report

Start End
04/01/2024 a 04/01/2024 G

FILTERS

ALL H2A NON-H2A

&> DOWNLOAD | PDF v PREVIEW

1. Set the date range for the report
a. Note: a daily summary of hours worked and missed
will be shown for each day in the date range
2. Filter the report to the desired employee and contract data
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H-2A Hours Offered Report 02/01’2024 to 02/09/2024

Onboarding Org:

H2A:H2A
Contract Total Employees Total Hrs Offered Total Hrs Worked Total Hrs Missed Contract Term
Contract 1 1 64.02 8.08 55.93 02/01/2024 - 02/29/2024
Winter Contract2 1 12/01/2023 - 03/01/2024

1. List of H-2A contracts with employee activity matching
the specified filters and date range

2. Total number of employees on the contract with activity
matching the specified filters and date range

3. Total hours offered to the employees on the contract
matching the specified filters and date range
a. Note: the hours offered is the sum of hours worked
and hours missed

4. Total hours worked by employees on the contract
matching the specified filters and date range

5. Total hours missed by the employees on the contract
matching the specified filters and date range
a. Note: hours missed come from timecards tied to jobs
in the No Show, Sick and Vacation job categories and
represent opportunities when the employees could
have worked but did not
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Name Dane Reynolds

Employee ID 224

PickTrace Number 72

Employer Seco Corp

H-2A Contract Name Contract 1

H-2A Contract Start Date 02/01/2024

H-2A Contract End Date 02/29/2024

H-2A Contract Stated Hrs/Pay Period 35

Hrs Stated Since Contract Start 52.00

Hrs Offered Since Contract Start 64.02

Percent of Contract Stated Hours 123.12%

Report Dates Hrs Offered Hrs Worked Hrs Missed Reason
02/01/2024 8.0 8.0 0
02/02/2024 8.0 0 8.0 Inexcused Absence
02/03/2024 0 0 0
02/04/2024 0 0 0
02/05/2024 0 0 0
02/06/2024 8.0 0.08 7.92 Inexcused Absence
02/07/2024 16.0 0 16.0 Inexcused Absence
02/08/2024 24.0 0 24.0 Inexcused Absence
02/09/2024 0.02 0 0.02 Inexcused Absence
02/10/2024 0 0 0

e R I R T

1. Total number of hours stated on the specified H-2A contract between
the contract start date and the end of the report date range

2. Total number of hours offered to the employee between the contract
start date and the end of the report date range

3. The percent of the contract stated hours that have actually been
offered to the employee between the contract start date and the end of
the report date range

4. The name of the job in the No Show, Sick, or Vacation job category that
is interpreted as the reason for the employee not working those hours



