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Logging In
1. Open your internet browser and 
 enter your company’s site URL into the 
 address bar.

2. Enter your Username and Password.

Resetting Your Password
1. Click on the Forgot? link to the right  
 of the login form.

2. Enter your username or email address 
 and click the Reset button.

You will receive an email containing 
instructions for how to reset your 
password and log in to your account.
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Submitting Your Time
1. Scroll down the left toolbar until you find  
 Submit Time.

2. Select the Submit Time button in the lower  
 left corner of the window.

2. Review your hours.

3. Check the days you want to submit.

4. Select Submit in the bottom left corner.
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Clocking In 
By clocking in and out from on My Time Card, you will 
record a time stamp that will mark the beginning and end 
of the time entry, the day, or the shift. 

If the admin has added Job Codes or Customers to the 
account, you will be required to select a job code before 
you clock in. Make sure that the job code you select 
corresponds with the task that you will be performing at 
the time.

Select a Job Code 
1. Review the job code list available in your Time Card.

2. Click the green play button next to this code. This will 
 clock you in.

3. If you do not have any customers or jobs assigned to 
you, there will be a green Clock In button.

Switching Job Codes
You’ll want to switch job code when you start 
working  
on a different project, task or customer.

1. While already on the clock, review the list of  
 available job codes on My Time Card.

2. Select your desired job code by clicking on the 
 green play button or just the text of the job  
 code itself.

This will switch you, effectively ending your first time 
entry by adding a start time, then creating a new 
time entry with this start time.
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