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How to record a punch (clock in/out)



How to record a punch (clock in/out) continued



How to record a Labor Transfer
Use the dropdown arrow to make a selection.
Click the TRANSFER button.
Click SUBMIT when done.



How to approve your timecard
Click APPROVE TIMESHEET Click OK to Confirm
If needed, you can also click UNAPRROVE TIME SHEET.



Timecard edits & approvals – Supervisor 
Click My Team to access employee assigned timecards.
Click the plus button to begin timecard edits.



Timecard edits & approvals – Supervisor 
continued

Edits and Approvals continued:
* Click START or END to edit time as needed.
* Click SAVE ENTRY or DELETE ENTRY to confirm edits.
* Click APPROVE TIME SHEET.


	Slide Number 1
	How to record a punch (clock in/out)
	How to record a punch (clock in/out) continued
	How to record a Labor Transfer
	How to approve your timecard
	Timecard edits & approvals – Supervisor 
	Timecard edits & approvals – Supervisor �continued

