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Clock In and Out From Your Desktop 

There are typically two ways to click in or out from the application. This job aid provides guidance on both.  
 

Clock in from your login page 

1. Open your company’s login page from your web browser. 

2. Enter your username and password. 

3. Select Punch In or Punch Out. 

4. Verify your punch was accepted using the confirmation message. 

 
Note:  
The labels on your buttons may be different from what is presented in this job aid. 

 
 

Change cost centers from login page 
Your company may require you to indicate when you are changing your work location, department, or job. 

5. From the company login page, enter your username and password. 

6. Select Change Cost Center. The company cost center tree displays. 

7. Use the + and – icons to locate and select your desired cost center.  
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Clock in from your timesheet 
 
Navigation: My Info > My Time > Timesheet > Current Timesheet 
 

1. Select Clock In or Clock Out. 

2. Verify your punch was accepted using the confirmation message.  

 

 

Change cost centers from your timesheet 

3. From the timesheet, select Change Cost Center. 

4. In the Change Cost Center window, select Select From List. 

5. Select Browse and choose the desired cost center. 

6. Select OK. 

7. Verify your punch was accepted using the confirmation message.  
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Liability/Disclaimer 
UKG makes no representation or warranties with respect to the accuracy or completeness of the document or its content and specifically disclaims any responsibility or representation for other vendors’ software. The 
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