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The Time Clock will display your name, along with your current status, and
hours for the day/week.

To clock in, press the button next to “In”. If you only have one job, the system
will clock you in automatically to that job. Your normal work day is labeled
Scheduled Pay.

If you have multiple jobs, choose the job you are working by pressing the button
next to the job. Note: you will need to log into the Time Clock each time you
want to change your True Time Status, or change jobs.

You will also need to clock out for lunch each day. To clock out for lunch
swipe your card and press the button next to “Out to Lunch”.
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When you select “Gone for the Day Submit Timesheets”, you will see a list of
Timesheets awaiting Submission. Press ENTER to view your timesheet for the
week.

1 Settings |

Timesheets Awaiting Submisgion

Select a timesheet using the UP and DOWN arrows
and press ENTER to view that timesheet.

Start Date End Date Total Time
8/8/2016 8/14/2016 26h 30m

3

The time clock will display total hours worked and total scheduled hours. If you agree
with your total hours listed, press F1. Your timesheet is then submitted to your
supervisor for approval.

Settings

Timesheet Submission

08/08/2016 - 08/14/2016
26h 30m
Paid Hours Off:
Timesheet Total:  26h 30m
Scheduled Hours: ~ 30h 00m
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View/Submit This Weeks Time Sheet N
Time Sheet for J 09/21/2015 - 09/27/2015
Period Summary |5,,,,m,tT,mE
Sheet
Type Pay Note Hours
WORK CONT (SCHOOL LEVEL ADM ASST) 0h 47m [ Print )
Total Hours: ___Oh 47m T
Hours Paid:  Oh 45m
Daily Totals
Status Note Hours
Wednesday 09/23/15
9:39 AM - 9:42 AMIN oh 03m
09/23/15  Totsl Hours: Oh 03m
Th 09/24/15
9:57 AM - ™ Oh 44m
09/24/15 Total Hours: Oh 44m  Hours Paid: Oh 45m
Adjustments
No j For This Ti




