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Clocking

1. Enter your badge number (tap badge on physical clock) or enter Banner+ number including the +

2. Use the “CLOCK IN” and “CLOCK OUT” buttons

10/31/2020

06:39:18 PM

Select Company | Miami University 1

Badze/ID Mumber | +123456

LEAVE - MEAL RETURN - MEAL
BREAK BREAK
LOG ON TO DASHBOARD

3. Select Continue on the Confirmation screen

10/31/2020 06:58:59 PM Hello C Test2Jobs

Confirmation (Clock In)

Cancel Centinue
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4. If you have more than one position, select the position you are clocking into from the list, then

select Continue. Clocking Out does not require selecting a position.

10/31/2020 07:00:12PM Hello C Test2Jobs N

Select Position (Clock In)
Search Q

Showing 2 records of 2

Select IDT Description Group

21973900 shift Lead

® 21974000  StudentSpecialist

5. If your position requires selecting a location, select the appropriate location from the list and

then select Continue

Select Position Location (Clock In)

Search Q
Showing 7 records of 7
Select  Codet Description Description
® RHD9-045 MARTIN DINING HALL

O RHD9-012 WESTERN DINING COMMOMS
) RHD9-0556 BELL TOWER PLACE

9] RHD9-068 BELL TOWER MARKET

) RHD9-095 MAPLE STREET COMMOMS

) RHD®9-314 DIVIDENDS

O RHD®9-224 ARM PULLEY DIMER

6. Select Ok on the “Clock operation successful” window
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! Clock In operation successful

Breaks

o Use the “LEAVE - MEAL BREAK” and “RETURN - MEAL BREAK” buttons for unpaid breaks.

Approving Hours Worked

1. Use the LOG ON TO DASHBOARD button (Web Clock or Smartphone App only)

2. Click View menu, then select Hours

3. Hours worked in the current week will be displayed. To view hours in the previous or future

weeks, click the Prev or Next options

4. Review all hours listed for the current pay period. If the hours are correct, click the box next to

the time segment worked to indicate your approval.

Hours  Schedules LastPunch = Accruals Messages

VIEW HOURS

Navigate Period
4 >
Prev  MNext

10/17 - 10/30

Download

Showing 3 records of 3
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TimeIn
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Actual Time In Time Out

® x 10/28/202009:00AM  10/28/202008:59 AM  10/26/2020 12:00 PM
® x 10/26/202001:00PM  10/29/202012:39FM  10/29/2020 05:00 PM
® x (m] 10/30/202009:00AM  10/30/202008:57 AM  10/30/2020 01:00 PM
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Actual Time Out

10/28/2020 12:01 P

10/2/2020 05:02 PM

10/30/2020 01:01PM

Hours

3:00

4:00

4:00

shift Total

3:00

4:00

4:00

Day Total
3:00
400

400

Week Total

Position

21874000 - Student Specialist

21974000 - Student Specialist

21574000 - Student Specialist

Regular OT1 OT2 Leave
1100 000 000 000

Total
11:00

Pasition Location

RHD$-043\MARKET 5T AT MACCRACKEN

RHD$-043\MARKET ST AT MACCRACKEN

RHD$-043 MARKET ST AT MACCRACKEN
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