
To use the Time Clock:      1) Click the Clock In /Out Button 
Remember:  Only 1 student can be logged-in, but there is no limit to the students who can CLOCK-IN 
Fact:   The student who is Logged-In is responsible for the cash drawer balance. When finished, LOG-OUT. 
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Once you Click Clock-IN:       
1. You will have to type your ID & Password 

Shortcut:  Just type in ID, then ENTER, then PASSWORD, then ENTER…….. 
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1. Click the Clock-in button (F6) 
2. Click OK to confirm. 
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To Clock-Out, repeat the process: 
1. Clock-Out (F12) 
2. Type in ID & Password 
3. Click Clock Out (F6) 
4. Click OK to confirm 
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To Print Employee Time Clock Reports: 
1. Go to Manager Center (F3) 
2. Double Click Employee Time Cards (4) 
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Warning, only Teachers can access this high level area: 
1. Log In ID & Password 
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Here you can view or print 1 or all of your employees time cards 
1. Tag (check mark) 1 or All to Print 
2. Edit their time if student forgets to Clock-in or out 
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Once you have tagged (checked) 1 or all your employees, you can print a time clock report. 
1. From and To any calendar Date 
2. Or...Choose a button for a quick range of dates: Today, Last Week, This Month, etc… 
3. See Reports link for examples of Time Clock Reports. 
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