Clocking In/Out with a paycomr

=
@ Payroll

Click on the Clock for “Quick Punch”

Q Personnel Forms

@ Company Information
@ My Learning

2 . Quick Punch X

@ Current Status - out Day Under “Allocatlon”
@ Weo Time lock Click the drop-down arrow.

Allocation

3. e Select the department.

2 DO NOT select the “Home” allocation.

(None)
Dean of Students:Student Employment - [10-40-15600-5400]
Fine Arts:Student Employment - [10-10-11103-5400]

Home [0]

4. Click “IN DAY to punch in. Click “OUT DAY to punch out.

@ Web Time Clock @ Web Time Clock

Allocation Allocation

MORE w OUT DAY




