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Payro

CLOCKING IN/OUT FOR TIME TRACKING

Click on “Clock In/Out” in Employee Access @
(Menu/Time Tracking/Clock In/Out) Clack In/Out

Make sure you are on the current day and click “IN”

[ Iz

CURRENT TOTALS
Status Mot Working Fri 05/01/2026 o
To add, edit or delete
Start Time Scheduled Hours
Duration Break previous time, use this edit
Lunch button
Weeldy 12h 6m
TIME TRANSACTIONS l
€ Previous Day ‘DS;’UUEUZEFHday | Mext Day =»

# Edit

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.

Select Job
ASSIGNMENT PAY TYPES
Pay Type Description Assignment Type Descriptions Building Descriptions Fiscal Year | Start Date | End Date
@ select Overtime Hours District Admin Asst Il PAYROLL 2025-2026 0T/01/2025 (06/30/2026
Q select Pool Hours District Admin Aset Il PAYROLL 2025-2026 07/01/2025 06/30/2026
GONE FOR THE €3 Close
DAY
CURRENT TOTALS
Status In SWITCH JOBS Fri 05/01/2026 Om
Start Time 09:48 AM Scheduled Hours
Duration Om Break
Lunch
Weekly 12h 6m

At the end of your shift, you will log back in and click on “Clock In/Out in Employee Access @

Clock In/Out
. « 2 |
Then click on “GONE FOR THE DAY N I GONE FOR THE
DAY

You should see a Start Time and End Time under Time Transactions now

TIME TRANSACTIONS

T 1 T2

Start Time | End Time Duration | Status Pay Type Position Type Comment
I 09:48 AM 10:04 AM 0:16 I-1In Cwvertime Hours Clerical Support 2420 BHR
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