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Clocking In and Out and Submitting Hours

1 Click "MENU"

https://scribehow.com
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2 Click "Time"

3 Click "Check In"
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4 Make sure your time type is correct.

5 Select the appropriate option.
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6 Click "OK"

7 Click "Done." You have now clocked in.
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8 Click "Check Out" to clock out.

9 Click the "Out" field if your shift is over, of "Meal" if you are clocking out for a
break.
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10 Click "OK"

11 Click "View My Calendar" to see a detailed view of your time.
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12 Click "Review"

13 Scroll through to review your time for the pay period.
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14 Click "Submit." Your time will route to your manager for approval.


