
 

Clocking In and Out on the Time Clock 
 
Two options for logging into Time Clock: 

1.​ Manual entry of Employee Number 
i.​ Select Use Code 
ii.​ Type in “0” then the 5-digit employee number  

2.​ Scan barcode on Employee Badge 

 

After logging in by either of the two options, you are brought to the Clock In/Out screen. At the top of 
the screen, it will state your current status and then also have your time reported for both the day and 
the week on the right-hand side. You will select the In button to clock in. After selecting in, you will 
receive a pop-up box that states “Your Status is In” and then auto logs you out of the Time Clock.  

 

The District will be requiring that you clock in and out for your Lunch. Therefore, you will login via 
either of the two methods. You will then see Status: In at the top of the screen. You will then select 
the Lunch button to clock out for your unpaid lunch. Once you select the lunch button, it will then auto 
clock you out again of the Time Clock.  
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When you return from your lunch, you will log in again. You will then see Status: Lunch at the top of 
the screen. You will then select the In button to clock back in from your unpaid lunch.  
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Clocking In and Out with Multiple Jobs on Time Clock 
 

After logging in by either of the two options, you are brought to the Clock In/Out screen. At the 
top of the screen, it will state your current status and then also have your time reported for 
both the day and the week on the right-hand side. You will select the In button to clock in.  

 

When you have multiple jobs that are Time Tracking, you will then receive another screen 
where you will need to select the job you are clocking into. You will notice in the screenshot 
below that one says Educ Office Prof while the other is for SMR A+. 
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Once you are clocked in and you go to the Clock In/Out screen, you will then have an 
additional button available to you that will state Change Job. If you go from being clocked in 
at one job right to the next, you can then select Change Job, and the screen with your eligible 
Time Tracking jobs will show again. 
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Editing Time Tracking on Time Clock 
IMPORTANT NOTE: Editing via Time Clock is not available on Time Clocks that are labeled 
CNP at the end of the Time Clock Screen. 

 

 

After logging into the Time Clock, you will notice at the bottom of the screen there is a button 
that states History. You can select this button to review your time that has been reported. 
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This will show you the current week and also the previous week. It summarizes it per day by 
the amount of time reported as In and as Lunch. Therefore, to review what you will be paid, 
you should just review the top row for each date. If you need to review time before those 
weeks, you will need to use the arrow button in the top left corner to move historically back 
another week.   

 

If a specific date needs to have its time edited, you will need to select the date and then select 
the View Day in the bottom left-hand corner. This then brings up a screen with all the clock-ins 
and outs for the date. You have three options for your time.  
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1.​ You can add time – an example of this is if you forgot to both clock in and out for lunch 

 

 
 

2.​ You can select a line and edit a transaction – you can adjust the clock in or our time 
 

 
 

If you go to change your time, it will bring up the below screen – top is the hour that is being 
selected, ensure you select AM or PM as intended, and then the bottom segment is the 
minute adjustments.   

 
 

3.​ Delete an entire entry for a day – both clock in and out 
 

After everything has been edited, you will want to select save on the respective date. If edits 
need to be completed for multiple dates, you will need to select back and select a new date to 
make edits.  You will want to ensure your supervisor is aware of why manual editing of your 
time was needed.  
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Submitting Timesheet Week on Time Clock 
After clocking out for the final time for the work week (Sunday - Saturday), you will be required 
to submit your timesheet week for approval.  

IMPORTANT NOTE: You must enter Time Off in Skyward for the week before submitting. If 
you submit your Time Tracking Timesheet the week prior to Time Off, you will not be paid for 
your Time Off transaction. If you have submitted a Time Off Transaction and it has not been 
approved, you will have to wait for your Time Off transaction to be approved prior to being able 
to submit your timesheet for the respective week.  

 

If you are not clocked in, you will have the Submit Time in the Bottom Right corner. 

 

If you are clocked in, you have the option to do Out Submit Time, which would clock you out 
and then bring you to the submission screen. Otherwise, if you are looking to submit for a 
different week, you can also select Submit Time to submit for the prior week.  
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Once you have selected the Submit button, you will be brought to the Timesheets 
Submissions screen. This will list all unsubmitted timesheets. It defaults to select the latest 
date timesheet on the screen, which may be in the future. If you have either approved Time 
Off transactions or Holiday pay coming up in the coming weeks, it will automatically create a 
timesheet week for you, and then this will be the one defaulted.  

For example, in the below screenshot, Monday, May 26th is a Holiday for the District; therefore, 
our Test Employee will receive 8 hours of Holiday pay. However, the employee will need to 
clock in and out Tuesday-Friday; therefore, you need to ensure that when you are submitting 
the proper week’s time, you will need to review the dates being submitted as well as the 
amount of time that is being submitted for payment. After you have reviewed the week, you 
are ready to submit to ensure that the respective week is highlighted in blue, and then select 
the Submit button in the bottom right-hand corner. 
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