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Clocking In 

1. Once you have logged into the system you will be brought to your dashboard, pictured below. 

 
2. You will then click clock in and will get the below pop-up. Click continue to confirm clocking in.

 



3. You will then get the below pop-up confirming you clocked in. Click OK. If you do not get this 

pop-up you are not clocked in. 

 

Clocking Out 

1. From the dashboard you will click Clock Out. You will then get the below pop-up confirming you 

want to clock out. Click Continue.

 
2. You will then get the below pop-up confirming you clocked out. Click OK. If you do not get this 

pop-up you are not clocked out. 

 

 

 

 

 



Missed Punches 

1. If you missed clocking in and go to clock out (or vise versa) you will get the below screen.  Click 

continue

 
2. You will then need to correctly add you in and out punch on the below screen. A note as to why 

you missed a punch is required. 

 
3. If you missed your clock out punch, you will get the below message and will follow the same 

steps as above. 

 
 



Viewing Punches 

1. Click the 3 lines in the top left corner of the screen. Then click view hours. You will then see your 

hours based on your punches.

 

Adding Notes (incorrect punches) 

1. Notes are required if you punched in incorrectly. To add notes, you will navigate to viewing your 

punches as noted above.  

2. You will then click on the notes icon. In the pop-up you will add a comment as to why your 

punch is incorrect. Ex: computer updating and clocked in late, etc.  

 
3. Click save  

 

 


