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Clocking in Using Time Clock 
 You can use this feature rather than scanning 



*Your Name* 

1. Click Clock In or 
Clock out 2. Clock In Time will 

appear here 



Viewing Your Timesheet 
 You can review your timesheet (clock in and clock out) using this 



This is your Work Schedule on 
File in Veritime 



Enter Comment 

Entering Time Manually 

Click Save 

This feature should NOT be used on a regular basis 

 Enter Time 





Entering Comment 

  Add Comment 

Enter a comment anytime you work outside your regular work schedule or manual entry 

Click Save 



  Add Comment 



 Select Date 

Select Location/Job Type 

Adding a Time Sheet 

Click OK 





Review Timesheet at the end of the 
week 



Review past Timesheets 
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