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VANTAGE Employee Instructions
Interactive Voice Response for Time and Attendance


	Step
	Vantage
	Employee Action
	Comment


	1
	
	Dial the Toll-Free (“800”) Number you were given (1-8 _  _ - _  _  _  -  _  _  _  _ )
	You’ll hear an introduction message either “Thank you for calling Vantage” or a custom message your Employer has recorded.

	2
	(Optional)
Vantage prompts you to select a language.
	Press the appropriate key.
	If your company has ordered multi-lingual prompts, you’ll be prompted to enter in the language (English, Spanish, etc.) you want to hear.

	3
	Vantage prompts for your Employee ID number
	Enter in either your Employee ID Number or your Social Security Number (depending on your company’s setup), using the number keys on the telephone.
	If you enter in an invalid-ID, you’ll be prompted to re-enter your ID Number.


	4
	Vantage prompts you to press a key.
	Press the number key on the telephone corresponding to what you need to do.  

Example:  “Press 2 to sign-in”.  Typical actions include:
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	Pre-tour check-in
	
	[image: image2.emf]5


	Create Shift
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	Clock in
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	Start Meal Break
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	Tour check-in
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	End Meal Break
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	Clock Out from tour
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	End Call
	

	
	
	
	
	
	
	
	


	5
	Vantage responds to your number entry in Step 4 based on the current time/date and your current work schedule.  Typical responses include:

	
	“Sign-In Confirmed”
	Vantage confirms your action in Step 4.

	
	“You are signing in late”
	Vantage may note an exception to your scheduled shift and instruct you to contact your Communications Center (Dispatch).

	
	“You are not scheduled at this time”
	Vantage did not find you in the schedule and may instruct you to contact your Communications Center (Dispatch).


	6
	(Optional)
· You may be given the option to either Page your Supervisor or record a message to your Supervisor’s Cell Phone.

· You may hear a message broadcast to all employees.

· You may hear a message sent to you.


	7
	Vantage plays “Thank you for using Vantage”, and then Vantage ends the Call.
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