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CLOCKING IN/OUT FOR TIME TRACKING 

 

Click on “Clock In/Out” in Employee Access 
(Menu/Time Tracking/Clock In/Out) 
 
Make sure you are on the current day and click “IN” 
 
 
 
 
 
 
 
 
 
 
If you have multiple assignments you will have to select which one you are clocking in for. You will also 
see the “SWITCH JOBS’ button if you have more than one Time Tracking assignment.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
At the end of your shift, you will log back in and click on “Clock In/Out in Employee Access 
 
Then click on “GONE FOR THE DAY” 
 
 
 
You should see a Start Time and End Time under Time Transactions now 
 

To add, edit or delete 
previous time, use this edit 

button 


