CLOCKING IN AND
our>

crociane (
-7

Forgot to clock infout?
Request New Punch

1.0pen the Paycom app on device.

2.Navigate to the Time Monogement
tab.

3.Choose Web Time Clock.

4.Choose IN DAY at the start of your
shift. W4 You are inside >ofence.

S.For those that clock in/out for lunch, | " Time Management

ou would choose IN LUNCH at the .
Ztort of your lunch ! Web Time Clock Spdons

-@ Web Time Clock

| #lfWeb Time Sheet (Ready Only)
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2.Navigate to the Time
Management tab.

3.Choose Web Time Clock.

4.For those that clock in/out for
lunch, you would choose OUT
LUNCH at the start of your

You are inside the geofence. lunch. .

S.At the end of your shift you

choose OUT DAY.

Forgot to clock infout?
Request New Punch

'@ Web Time Clock

Q Last Punch - In Lunch at 0:00:00

reduces timecard issues.
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limit unauthorized overtime and

More Options

Clocking in and out on time helps
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	Clocking In
	Open the Paycom app on device.
	Navigate to the Time Management tab.
	Choose Web Time Clock.
	Choose IN DAY at the start of your shift.
	For those that clock in/out for lunch, you would choose IN LUNCH at the start of your lunch.
	Clocking in and out on time helps limit unauthorized overtime and reduces timecard issues.

	Clocking Out
	Open the Paycom app on device.
	Navigate to the Time Management tab.
	Choose Web Time Clock.
	For those that clock in/out for lunch, you would choose OUT LUNCH at the start of your lunch.
	At the end of your shift you choose OUT DAY.
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