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Clock In on Machine1.  

2.3.
 To Clock In, press the green Clock In button.  
 Enter your five-digit ID number on the numeric keypad.  

4.
 It will prompt you to verify; click Yes/Enter if your 

name appears. 
 If you have multiple job codes, it will then prompt you to 

make sure the correct job code is appearing. To scroll 
between job codes press the .(period) button to change it 

5.
to a different job code. (This is only applicable to those 

6.
working for two or more departments.) 

 Confirm by pressing Yes/Enter. 
 The screen should then say “clock-in successful” with 

your name. 

 

 

Clock Out on Machine 

1. To Clock Out, press the red Clock Out button. 
2. Enter your five-digit ID number. 
3. Verify by clicking Yes/Enter if your name appears. 
4. The screen should then say “clock-out successful” with 

your name. 
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Clocck In on Commputer 

11. To clock in, click the Clock In buutton. 
22. Enter youur five-digit IID number aand click OKK.  

  
  
  
  
  
  
 

33. It will theen display your name withh the time annd date of thee clock-in. Iff this 
informatiion is correctt, click Contitinue. If the iinformation iis not correcct, click 
Cancel aand try again.  
   
   
   
   
  
  
  
  
  
  
  

44. A screen will pop up to say Clockk Operation n Successful;; click OK. YYou are then set to begin work. If this 
screen dooes not pop uup, try clockiing in again.  
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Clocck Out on CComputer 

11. To Clockk Out, click thhe Clock Ouut button. 
22. Enter youur five-digit IID number aand click OKK.   

   
   
   
   
  
   
  

33. It will theen display your name withh the time annd date of thee clock-out. IIf this 
informatiion is correctt, click Contitinue. If the iinformation iis not correcct, click 
Cancel aand try again.  
   
   
   
   
  
  
 

 

 

 

44. A screen will pop up to say Clockk Operation n Successful;; hit OK. If tthis screen dooes not pop uup, try 
clocking oout again. 
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Viewwing Hours 

11. To doublle check yourr clock-in or out times, cllick View.   
22. It will proompt you to enter your fiive-digit ID nnumber. Clicck OK to entter. 

 

 

 

 

33. Then clicck View Houurs. (If you hhave a habit oof hitting thee Enter key oon the 
keyboardd, be warned that it will noot take you innto the viewiing page; insttead it will juust 
close the pop up.) 

 
 

44. This will bring up a sccreen that listts your hours for the weeek. If you wissh to view prrevious weekks, click on 
the back arrow buttonn in the loweer right hand corner. Wheen you are doone, click OKK and then OOK again to 
close it ouut.  
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