E-Clock Mobile Instruction (Students)

» Login to E-Clock using your student ID number and Pin (last 6 digits of your college ID number).
> https://etowntime.ourhcm.com/EssLogin.aspx?ClientID=I8 1B70H95&ee=
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> Onceyou are logged in the screen to clock in/out will appear. You will want to select the action.

Payroll Web Clock
o IN = This button will clock you in for the day to your home Hello!
department. 03/05/2025 11:25:02 AM
o Clock Out = This button will clock you out to the last in punch.
o In Again = This button will clock you in again for the day for any
additional times you work for your home department.
o Return from Lunch = If you are required to take a lunch, this
button will clock you back in from lunch to your home Clock IN Clock Out
department.
o Dept Transfer = If you work for multiple departments on
campus, you will use this button to transfer into the additional
department that you work for on campus (see additional In Again Return from Lunch
instructions).

Department Transfer
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» Once you select one of the icons, a message will appear on the screen confirming the action you selected

Thank you [

"Clock IN" punch saved successfully at 03/05/25
12:55:42 PM.

and the time of the punch.

Ok

2  @etowntime.ourhcmecom G

» When you select the option for Department Transfer, another screen will appear with a drop-down menu
option.

» You will then select the department that you are transferring to.

» Once selected, click OK.

> A message will appear on the screen confirming the action you selected and the time of the punch.
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1021 - Biololgy-FT HRLY/

Nz ey Thank yo. S

"Department Transfer" punch saved successfully
at 03/05/25 12:58:13 PM.

Payroll Web Clock
Hello!
1022 - BIOLOGY_S-
03/05/2025 12:57:05 PM ILEEWS IPM

1023 - BIOLOGY_STU_-
PeP  gummer

Department Transfer ° J n Ok

1027 - BIOLOGY_PT_Hrly

vOK xCancel 1029 - BIOLO-
GY_OC_Temp_Hrly

1041 - BUSI-
NESS_FT_Hrly_STU_Non-
FWS

1042 - BUSINESS_S-
TU_FWS

1043 - BUSINESS_STU_-
Summer

1047 - BUSINESS_P-
T_Hrly

1049 - BUSI-
NESS_OC_Temp_Hrly
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> If you would like to confirm that your timecard has been updated, select the menu icon (three lines)
near the top right corner. Then select Time card near the top of the list.

» This will provide you with two tabs forthe current pay period. You have the ability to review prior
timecards and the upcoming weeks timecard.

03/02/2025 - 03/15/2025 <

B  Show Calculated Hours

W e cory I

Week 1 (03/02-03/08)  Week 2 (03/09 - 03/1

&

) Schedules
E- Week 1 Punch Type Pay Code IN -0UT
= Sun  Apsent REG
LELEEN
@ Accruals
= Mon  apsent REG
@ Availability 03003 g
B Be . Tue  apcent REG
03/04
(i)
« Check In
- =hd Wed  apsent REG
03/05
& Change PIN (i)
= Thu  apsent REG
03006 @
=1 Fri  Absent REG
03/07
o
= Sat  Hours VAC 8.00
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If any additional time needs to be added or corrected on your timecard, please contact your supervisor. If you
have any questions, please email payroll@etown.edu.
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