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Time Stamp employees punch in and out over the web on a time entry screen in
WorkForce Central.

Hourly employees enter their time using Time Stamp instead of clocking in and out.
The date and time are based on the time of the datebase server.
Entering Time — you cannot change your in and out punches. Only managers can make

changes to in and out times. Once you click Time Stamp, the system will
automatically record the current time of the database server.

To record time using Time Stamp:

e Select Time Stamp from the navigation bar.

e Click Time Stamp to record your start and stop time.

e The system will record your in or out punch automatically.

e Click on Time Stamp. The current time on the database server will be recorded.

¢ You will receive a confirmation stating your punch was successful.
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