Directions for Recording Hours Worked (Punching In/Out) in Skyward
1. Signin to the software using your assigned username (your last name) and password.

If you have access to more than one portal, you may need to click the ™V icon next to
the ’ﬁ\ icon and select Employee Access from the Home drop-down menu.

You see a screen with tiles, such as
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Employee Profile Payroll Check Clock In/Out
History

2. Click the Clock In/Out tile. Alternatively, you can navigate to == > Employee > Time Tracking,
and then select Clock In/Out under Features.
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You see the Clock In/Out screen, which displays your current status, totals, and time
transactions.

Under the Current heading, you see your current Status, Start Time, and the Duration of your
current Time Transaction.

Under the Totals heading, you see your total time tracked for the day, Break total, Lunch total,
and Weekly total in hours and minutes.

Under the Time Transactions heading, you see a date field, which defaults to the current date,
and your existing time transactions for the selected date. You also see your Start Time, End
Time, Status, Duration, Pay Type, and Position for each time transaction.



In the image below, the Clock In/Out screen displays an employee's current position details and a
time transaction history.

3. Click one of the status options at the top of the screen. In, Lunch, Out.

If you have multiple Assignments or Assignment Pay Types set to allow time tracking
transactions, and you click In, the Select Job window displays. If you choose this option, continue

to the next step.

If you do not have multiple assignments or assignment pay types set to allow time tracking
transactions, and you click In, your current status updates to In and the start time updates to the
time you clocked in. The system automatically creates a time transaction and you have
successfully clocked in.

If you click Out, your current status updates to Not Working and the system adds the time you
clocked out as the end time in the time transaction. You have successfully clocked out.

4. Click the Q icon to the left of the Job/Assignment you wish to clock in for.
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You return to the Clock In/Out screen, which displays position details for the job you selected
under the Time Transactions heading. You have successfully clocked in.

You can click Switch Jobs between the Current and Totals headings to modify the job you wish to
be clocked in for. If you wish to specify a different building than the typical building your current
job is located, continue to the next step. If you do not need to modify the building information, no

further steps are required.

In the image above, the Clock In/Out screen displays an employee's current position details and
time transaction history, as well as an option to clock in under a different job.
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