Clocking In and Out and Submitting Hours

1 Click "MENU"
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2  Click "Time"
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3  Click"Check In"

Enter Time View

My Time Off

This Week {0 Hours)

Time Off Balance
Last Week (0 Hours)

Select Week

Time Clock

Check|in Check Qut



4  Make sure your time type is correct.

You are checking in. Please enter your work details.

Worker  * Sophie Giant {1000713)

Date * 06/25/2024
Time * 12:07 PM

Time Zone  GMT-05:00 Eastern Time (Indianapolis)

Time Type *‘ X Worked Time

Details

Cost Center ‘

5  Select the appropriate option.

Check In

You are checking in. Please enter your work details.

Worker  # Sophie Giant (100013}

Date * 06/25/2024

Time R O Worked Time

() Travel

Time Zone

N e
() Training

Time Type * | Search

Details

Comment




6  Click "OK"

Time Zone  GMT-05:00 Eastern Time {Indianapolis)

TimeType * X Worked Time

Details

Cost Center

Job Profile

Comment

7 Click "Done." You have now clocked in.
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You have successfully checked in at 06/25/2024 12:07 PM.



8  Click "Check Out" to clock out.

Enter Time View
This Week (0 Hours) My Time Off

Time Off Balance
Last Week {0 Hours)

Select Week

Time Clock

2 Checked In at 12:07 PM

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

Please select a reason for checking out. You will be checked out once you click OK.

Worker  * Sophie Giant {100013)
Date * 06/25/2024
Time * 12:08 PM

Time Zone  GMT-05:00 Eastern Time (Indianapaolis)

Reason

O Meal
@ Out




10 Click "OK"

Please select a reason for checking out. You will be checked out once you click OK.

Worker  * Sophie Giant {100013)
Date * 06/25/2024
Time * 12:08 PM

Time Zone  GMT-05:00 Eastern Time {Indianapolis)

Reason

O Meal
o Qut

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

On behalf of: Sophie Giant (100013)
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You have successfully checked out at 06/25/2024 12:08 PM.

View My Calendar



12 Click "Review"
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13 Scroll through to review your time for the pay period.

By clicking the Submit button, you indicate that all hours reported are true and complete and that all reported time com-
plies with our policies.

Following date range will be submitted for approval.

June 15 - 28,2024 :0.25 Hours

Total for June 15 - 28, 2024

Total Hours 0.25
Regular Hours 0.25
Time Off Hours 0
Qvertime Hours 0
Differentials 0



14  Click "Submit." Your time will route to your manager for approval.

Following date range will be submitted for approval.

June 15 - 28,2024 :0.25 Hours

Total for June 15 - 28, 2024

Total Hours
Regular Hours
Time Off Hours
Overtime Hours
Differentials

Lumpsum Dollar Payments

0.25

0.25

v



