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Clock Punch: for non-exempt hourly; clock IN & OUT 

Employees will record time worked by clocking in and out of a function 
using the time clocks. Employees must clock out of their regular 
assignment at their home location prior to clocking into a function. 

If an employee fails to clock in or out of their function, time can be entered 
manually in TEAMS. 

Function Pay - Time Card Editing 

1. Access the punches through Clock Punch Verification. 

 
2. Search the desired time frame. Select “function” for type to omit any punches that 

are for regular assignments. 
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3. All “function” punches will be designated with an “F” for the Type. 

 
4. Select the record you would like to approve and select “Build Selected Time 

Cards”.  

 
Double click on any record to make revisions to the punches. Enter a comment for 
any manual punches entered. 
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Function Pay – Add Record 

1. Select “Add Function” button.

 
Function Pay - Time Card Approval 

1. Select the Weekly Approval tab.  

 
2. Enter the week ending date for the week you are approving and select “function” 

as the type to omit punches for regular assignments. 
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3. To approve, select “Approve All Time Cards” or double click the record and 
select the date you wish to approve. Select “Approve Selected Time Cards”. 

 
 

 


