Staff Portal Time Entry - Clock In/Out Method

Staff with a time entry method of Clock In/Outwill click the Clock-In button at the start of each
workday, and their time will be recorded.
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You have no time logged for this day.

At the end of the day, the staff person will click theClock-Out button to clock out. Their time will be
recorded.
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The Time Clock calculates the hoursworked based on the Time In and Time Out.
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Location Time In Time Out Hours Department Hour Type

E-Dance M 1:00pm 2:00pm 1.00 Ballet Regular

If the staff personis set to Yes for theCan split time between Departments setting on the Portal Settings
tab of their Staff record, a +Split option appears after they select the Clock-Out button.

The staff person can split their total hours for the time entry between as many departments or
locations as necessary. The split hours must add up to the total hours for the time entry before the
system will allow the split to be saved.
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E-Dance - 1:00pm 2:00pm 1.00 Ballet Regulas
Split Time
Total Time: 1.00
Time Dept Type
0.5 Ballet Regular
0.25 lazz Regular
0.25 Tap Regular
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Alert Message

When a staff person's time entry method is Clock In/Out (and you have the Attendance feature
activated), they will be alerted if they have classes at that location on that day with incomplete portal
attendance. They will have the option to go to the class and complete attendance or continue clocking
out.

Wait!

Some classes are missing today's attendance.
Click on the class below or the Go to Manage Classes button to complete attendance.

Tip: Use Class Filters in Manage Classes and set Attendance Status to Not Complete.

Classes
E Tumbling L3 - Wed 6pm

(© Continue with Clock Out
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