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Punching in and out using the website 

 
 

 

DO NOT 

USE 
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To edit punch time, click on the My Timecard tab. Then click on EDIT for the 
punch you want to correct. 

 
 

 
 

To delete a punch, click on the red [x] and then click OK when asked. 
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To add a punch, click on the green [ + ]. 
 

 
 

 
 

To add vacation, sick, or holiday hours, click on the green [ + ] and then click the 
Punch Type drop down box.  Select Benefit. 
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Select the type of benefit hours you want to add.  

 
 

Add the total number of hours you want to add for that date.  Save. 
 

 
 

To log out, click the down arrow by your name at the top of the screen.  It will 
drop down to show the Logout.   

 

 
You can also click through pay periods by clicking the arrows. 
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After logging out on your last day of work in the pay period, you must review and 
approve your timecard before your supervisor can approve it to be paid. After 
checking to make sure that all your time is correct and that you haven’t missed 
any punches or including any benefit hours, scroll down to the bottom of your 

timecard and click APPROVE TIMECARD. 

 
You can also print a copy of your timecard for your records by clicking PRINT. 

 
 

If, after approving your timecard, you remember a correction you need to make, 
click UNAPPROVE TIMECARD. 

 
This will unlock your timecard for you to make changes.  However, once your 

supervisor approves your timecard, you will no longer be able to unapprove it and 
make changes. 

 


