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Hoag has partnered with RightSourcing to streamline the timekeeping process under the RightSourcing
program using the Wand Vendor Management System (VMS).

All workers are required to use the Wand system for logging their completed timecards. Timecards must
be submitted by 9:59pm PT each Sunday for the previous Sunday - Saturday work period. For example, for
the work week of 01/26-02/01, timecards need to be submitted by 02/02 at 9:59pm PT.

Wand has a dedicated helpdesk available 24 x 7 to assist with logins and system issues:
Wand Helpdesk: Email: helpdesk@pro-unlimited.com Phone: 1-888-368-9141

All other questions should be directed to your employer for proper resolution.

If you would like, you can watch a quick video tutorial of the directions in this guide by clicking the links
below:
Streaming recording link:

https://prounlimited.webex.com/prounlimited/Idr.php?RCID=df9b3ac30a232f3d93aled3c04bbebca

Download recording link:

https://prounlimited.webex.com/prounlimited/Isr.php?RCID=f1161be614090ea994bebc6bch49b5af

Creating an Hourly Timecard in Wand:
To get started, log-into Wand.
https://prowand.pro-unlimited.com/login.html

Navigate to the “Add Time & Expense” section and click the “Type” drop down

“* MY ACCOUNT “+ OMLINE HELP - CONTACTUS -~ LOGOUT

YL WAND

.vHome »Resume »Requisition +Time & Expense »Reporting

Richards, Gloria - Standard Role Tuesday July 30. 2018

View:

Add Time & Expense

Pending Time & Expense ¥
To enter time and / or expenses, please select

; from a requisition listed below
Mo information is availzsle for the szlected catzgary

Req# 11647286

In The News
No rews
Req#: 11547286

Type: Flesss select one \d

Reqg#: 11647286

Flease sslect one v

Flzaze sslect one

[ Expense

From the type drop down select the “Time” option

Type:

Then select the appropriate date range for the week worked
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Reg#: 11647286
Type: Time v
Date Range: | Fleasze select ons v

Flease select one
07/27/2019 - 08/0272019
07/20/2019 - 07/26/2019
07/12/2019 - 071872019
07/0&/2015 - 07N 272019
06/29/2019 - 07/05/2019
05/22/2015 - 0&/ZE/2019

Date Other:

The days of the week will be listed. Find the day you worked and click “Add New” next to total hours

_Day/Nate Billing Motes Status Notes Status
Sunday Fanding
11711772019

e e
Start End Type | [ Mo Lunch Break Taken
0 Total Hrs |
Dl

Custom Fields
Coat Cerner: Pleade selat ong v

0 Total Hrs

Donsifata Billing kntoc Efatiec Nntoc LT

Enter the first segment of the shift from the start time to the beginning of the lunch period. For the type, select

“Labor” for regular hours. If you worked holiday hours you would want to select the appropriate rate type in the
drop-down for the shift segment.

Day/Date Billing Motes Status MNotes
Sunday
1A 72019
S S
Start End Type [J Mo Lurech Ereak Taken
|;- ¥ | |':':' ¥ | |"'\| ¥ | |'&' v I |':':' ¥ I |='\I ¥ | Labar v D lete
Lurich Defaulc
Guaranteed Hours
4 Total Hrs -|:Id.'r_,- I
an Ca
Reg Hrs OT Hrs DT Hrs Orientatian

Click “Add New” to add the lunch segment of the shift.

*If the you did not take a lunch, click the “No Lunch Break Taken” box and do not add the lunch segment
line. Any missed meal periods muct be pre-approved by your Hoag manager.
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Day/Date Billing Motes Status Notes Status
Sunday Pending
111772019
P P
— End i [@ Mo Lunch Break Taken
[= ¥ (oo w]flam w][iz_ w] oo %] [pm_ ¥] [Labor v Delete
[z ][ ¥|[em ¥][ ¥]| (o ¥ [pv ¥ [umen ¥ Delete
Dedawtt
4 Total Hrs
Click “Add New” to enter the last segment of the shift
T T T T
Start End e [0 Mo Lurch Break Taken
[ ][ w)[am_ ¥][z ¥]| [ ¥]| [pm_ ¥]| [Labor v Delete
[tz w] oo w][em_ w][s ¥ (oo ] [pm ¥ [Lumen v Delene
!I ¥ [ F| e ¥ [ v | [ v ]| [P ¥ [cacer v Diclete
Defaul
& Total Hrs

The total hours for the day that you have entered will populate below the shift segments. Ensure the total number

of hours is correct and allocate the hours in the applicable “Regular” or “Overtime” box.

Start End Type @ ol
[= ¥ f[oo ¥ [am ¥ [z w] (o ¥]| [rm_ ¥] [Labar ¥ | Delete
|"' v I I':':' hd | |='\| v | | ¥ | |'I-Z- ¥ | I’\I v | |_|.-.-- L | Dclete
¥l [E ¥ ][ ¥ [@ %] [w ¥] (G ¥] ool
Ddaulc
& Total Hrs

R Hrs OTHrs DT Hrs

| B |/l ] Delete

Custom rieids

If any of the hours were Holiday or on-call, additional boxes for that rate type will populate. Ensure you have
allocated those hours in correct box, if applicable. Not everyone will have to allocate On-Call or Holiday.
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Day/fDate Billing Motes Status Notes
Sumday
1A 72019
S i
Start End Type [0 Mo Lunch Break Taken
[= ¥ (oo ][ ¥ [z ¥]| [0 w]| [pm_ ¥] [Labor ¥ | Delete
[z ¥]|[eoc w][em ¥]|[s ¥ | [co ¥ [pv_ ¥ [rumen v | Delete
| ¥ [eo ¥|[rm_ ¥]][s Y| [oo ¥ [pm_ ¥ [Labar ¥ | Delete
E ¥][w w|[m ¥|[z Y| [wo ¥|[erm_¥] [onca ¥ | Delete
Dedow
10 Total Hrs
Reg Hrs OTHrs DT Hrs On Call
F 1 E b ] -
Custom Fields
Cost Cerner: | Please selec one L |
-] + o + o + 2 = 10 Total Hrs __Add Maw
|_DawiDate Billine Mntes Staties Mot

In the Cost Center drop down, select the cost center listed. If you have multiple cost centers in the drop down, pick
the applicable department for where the shift was worked.

*|f you do not see any selection in the cost center drop-down, reach out to your employer for resolution.

10 Total Hrs Add Haw

Reg Hrs OT Hrs OT Hrs On Call

1 E ] E ] E

Custom Fields

Eost Canmer, 107004580971 0700-48002 *Patient Financial Servi ¥

S 10 Total Hrs

Continue entering the shifts for the week on the applicable days. Once all time has been entered scroll to the
bottom of the page to submit your timesheet and click “Submit.”

| certify that the timecard submitted is an accurate record of the time worked,
(_cancet ) (_swomn )
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