Show Me How

to Manage My Time on Kiosk

TIME AND ATTENDANCE

STEP 1 2:17:52 PM
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Enter your identification number (Social Security number, badge number, etc.). 1 5 5
Then, click the green arrow.
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STEP 2 To allocate your time, make the appropriate selection(s) from the drop-down menu(s). Use the “Show All Clock
Buttons” option to ensure you are clocking in/out appropriately using “In (Day])" or "Out (Day)."

A message confirms your recent punch.
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2:18:51 PM
Forgot to clock infout? Submit a New/Missing Punch Request
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Visit the Help Menu for the most up-to-date version of this guide. n payCO m-
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