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- ==l Clocking In and Out

Your timesheet and the home screen allow you to record the start and stop times of
your work day. Your organization may require you to “clock in” and “clock out” at the
beginning and end of each day as well as for meals and other breaks to ensure that
you are paid accurately for time worked.

Job Aid

Clocking in and out from your timesheet

1 Click Show Menu, click the My Info tab, and navigate to My Time > Timesheet > Timesheet.

2 If you allocate your time to different departments or jobs, you may need to clock into a cost
center other than your default cost center. Click Change Cost Center.
NOTE: This button may be worded differently depending on your company’s preferences.

3 Choose the applicable cost center/department.

4 If you are using your default department to clock in, click Clock In. Your punch is saved
automatically.

5 In the From field in your timesheet, confirm the in-punch is recorded.

6 To clock out, click Clock Out. Your punch is saved automatically.

7 A confirmation message appears when you clock in/out or change cost centers.

= GKTCS Solutions Feedback ﬁ .Q.o @
< Timesheet Edit Change Requests
B < | Time Shest: Septernber 24, 2012 - October 07, 2078 » This |5 Your Current Timesheet
——--—— -,
n—- @ CHAMGE COST CENTER —E

Timesheet Exceptions Intemal Debug View Calc. Detail Calc. Summary Counters Summary By Day

Cost Center In Date Fram Faw Total Calc. Total Schedule Exceptions
£ monza G} x Customer Service Representati Mon 24 -~ fije 8:092 e 1:17p iy 5:08 5:00 sarm-5pm
QO & x Customer Service Representati ~ Mon 24 ~ e 219 el 5:08p e 2:46 2:45
Day Tatal: 754 745
1 tieoe e x Customer Seniice Benreseniat] @\ THe 26 ¥ve  &0la e 11-37a F1 el 330 Sam-5prm
E¥- Change Cost Centers @ Success (1) Hide Al
RowsOnPage 10~  FRowsl-4 ') ko 2 1 ﬂ—— a Punch saved.
Cost Full Hame
starts with ~

Did you know?

III Location 1/Dept 100/ Customer Service Representative o Your Organlzatlon may have rUIes
for when you can clock in and out.
III Location 1/0Dept 10040nline Customer Support Be sure that yOU are aware Of these
1 Location 2/Dept 100/Customer Service Representative rules when recording your time.
III Location 2/Dept 10040nline Customer Support r
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Clocking in and out from your home screen

1 Click Show Menu, then click the Ellsltii=l Home option (found at the bottom of the menu).
2 If you allocate your time to different departments or jobs, you may need to clock into a cost
center other than your default cost center. Click Change Cost Center.
NOTE: This button may be worded differently depending on your company’s preferences.
3 Choose the applicable cost center/department from the Cost Centers drop-down menu, then
click Save.
4 If you are using your default department to clock in, click Clock In. Your punch is saved
automatically.
Click View Timesheet and confirm in the From field the in-punch is recorded.
To clock out, click Clock Out. Your punch is saved automatically.
Different confirmation messages appear when you clock in/out or change cost centers.

~N O O1

Home Change Cost Center

Cost Canters

@ Clock BB} View Timesheet (3 Location 1/Dept 100/Customer Service Re v

08:3T AM

[EDT]
ql ? ? @ Hooray!
‘9 You clocked in at 08:37am
B @7
CHAMGE
CLOCKIN CLOCK OUT COsT
Hooray!
You transterred successtully a1 09:00am
< | Time Shest: October 08, 2018 - October 21, 2018 | » This Is Your Current Timesheet
0y cLockin W ¢5) cHance cosTcenTer W (D cLock ouT
Timesheet Exceptions Intemal Debug View Calc. Detail Calc. Summary Counters Summeary By Day

Cost Center In Date Frorm Faw Total Calc. Total
1 «mons [ +] e % Customer Service Representati Mong ~ {1y 5b 1) 0:00
Dav Tatal 00 000

© 2019, KRONOS INCORPORATED Page 2



