
 

Clocking In/Out with     
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        

 

 

 

 

 

 

 

 
Click on the Clock for “Quick Punch” 

 Select the department. 
        
DO NOT select the “Home” allocation. 
 
 

Click “IN DAY” to punch in. 

 Under “Allocation”  
 Click the drop-down arrow.  
 

Click “OUT DAY” to punch out. 
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