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You may see either a Green Button or a Red Button: depend on your current punch status: 

      

To Clock in is a two-step task: 

(If you need enter a brief Note, please do so at Note line before clock in) [ If you enter detail notes, 

please use PC/laptop for this task] 

Click the Green button then the Clock in Blue button (as shown below) 



     

 

To Clock out is a one-step task: 

 

To read your Time Card (to confirm your punch record): Still under Time and Attendance screen. 



 

 

  

[ End of SOP ] 

 


