
Punching in and out using the SmartPhone App 

1) Download the app: 

 
 

2) Open the app and enter the Company ID.  You will only need to do this the 
first time. 

 



3) Log in to the app: 

 
 

4) Punch in. 

 
 
 



To edit or add punches or approve timecard 

 
 

Select Timecards 

 
 
 



Select Timecard 

 
 
 

 
 
 
 
 

To approve 

timecard 

 

To see daily 

detail 



Approving timecard 

 
 

Please note that you cannot unapprove your timecard using the mobile 
app.  You will need to log into the website. 

 

 

 



To edit time 

 
 

To add a punch 

 

 



 
Select “Add Punch” 

 
 

Enter time and click “Add Punch” 

 
 



To enter Vacation, sick, or holiday hours, click on “Add Benefit Punch” on 
the “Add Punch” screen. 

 
 

Select the type of benefit hours you would like to add. 

 
Add the amount of hours and click “Add Benefit Punch” 

Click on this to select 

the type of hours 



[Type a 

quote 

from the 

document 

or the 

summary 

of an 

interestin

g point. 

You can 

position 

the text 

box 

anywhere 

in the 

document

. Use the 

Drawing 

Tools tab 

to change 

the 

formattin

g of the 

pull quote 

text box.] 

To log out 

 
 
 
 

 


