
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 

 
Clock Functions for Hourly Employees 
Clock Face 

There will be nine buttons. Each button will prompt you to swipe a badge or enter a number to access the function. Some 
will require further action.  

 
 

Manually Enter Badge ID 

 
 
 
 

Accepted Punch Notification 



 
 
 
 

Secondary Job Button Selection from a List 

Select Base Job when clocking back into your primary job. Alternatively, select the option that is available. 
 

 
 
 
 
 

Requesting Time Off Button Series 
 

1. Type Selection 



 
 
 
 

2. Day Type Selection 

 
 
 

3. Date Selection 

 
 
 
 

4. Error Message for Negative Balance 
 
 



 

 
 
 
 

Timesheet Change Request Button Series 
 

1. Select type of change request 

 
 
 
 

2. Type Verification 

 
 
 



 
3. Enter time for punch change request 

 

 
 
 
 

4. Accepted Notification 
 

 
 
 
 
 
 

View Punches Button 
 



 
 
 
 

Out of Grade Button (automatic notification) 

 
 
 
 
 

View Accruals Button (totals) (third row) 
 



 
 
 
 
 

View Hours Button (series) 

 
1. Select date range 

 

 
 
 
 
 
 

2. Date totals 
 
 
 



 
 
 
 

3. Date totals after clicking on the ‘I’ for detailed information 
 

 
 
 

View Hours Button (series) 
 

1. Select date range 
-Select Timesheet dates 
-Notification for Current Timesheet 
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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 terms and conditions of your agreement with us regarding the software or services provided 
by us, which is the subject of the documentation contained herein, govern this document or content. All company, organization, person, and event references 
are fictional. Any resemblance to actual companies, organizations, persons, and events is entirely coincidental. 
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