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Employer’s Use of Web Clock
Quick Reference Guide

Employer / Admin http://pinkpayroll.com/timekeeping.html Employer Login
Supervisor http://pinkpayroll.com/employee-login.html Supenisor Lagin

Employee http://pinkpayroll.com/employee-login.html

Administration Info:

IP address filter: How to:

Your IP Address:

Auto email: daily timecards reports will auto email every day to Payroll Administrator

Reports Menu:

On the Reports Menu, you will use:

SwipeClock Online
Timekeeping
Date: 8/24/2009
Login: socalgym

Report Menu

Summary Report sacal Gymnastics

Daily Auto Email Report
Detail Report
Deta” RepOI’t Download Activity Files
Employee Export
Labor Code Reporting
Payroll Settings
Single-Day Report
Summary Report 4—

Summary Report
{Unformatted)

Summary Spreadsheet
Punch Notes

Time Cards 4————

Back To Main Menu

Time Cards

Summary Report:

Print, Sign and fax or email to us to authorize Pink Payroll to calculate and issue payroll.

SoCal Gymnastics

Payroll Summary 8/16/2009 through 8/31/2009
* Name Total Hrs Category
1 Employee, Numberi 3.50 Regular
2 Employee, Number2 9.40 Regular
Totals 12.90

Category Total Hours
Regular 1z.90
TOTALS 12.90

I HAVE REVIEWED THIS SUMMARY REPORT AWD THE RECORDS FROM WHICH IT WAS CREATED, AND HAVE WERIFIED AND DO CERTIFY THAT THE DATA AND CALCULATIONS
CONTAINED WITHIN THIS REPORT ARE COMPLETE AND CORRECT T THE BEST OF MY KNOWLEDGE,

SIGNATURE X YOUR NAME

TODAYT'S DATE: Monday, August 24, 2009 YOUR TITLE
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PAYRO

When you print the Report it will look like this:

Detail Report

Your Company Hame

|| Payroll Summary 871672009 through 8/31/2009

# Name Total Hrs Category

1 Employee, Mumberl 3.50 Regular

2 Employee, MumberZ 9.40 Regular
Totals 12.90

Category TotalHours
Regular 12.90
TOTALS 12.90

I HAVE REVIEWED THIS SUMMARY REPORT AND THE RECORDS FROM W HICH IT
W AS CREATED, AND HAVE VERIFIED AMD DD CERTIFY THAT THE DATA AMD
CALCULATIONS COMTAIMED W ITHIM THIS REPORT ARE COMPLETE AND
CORRECT TO THE BEST OF MY KNOWLEDGE,

SIGMATURE YOUR NAME
X

TODAY'S DATE: Monday, August 24, YOUR TITLE

Z009

(web browser shows “Punch Report” as title)

This is for your records to save details of the hours reported in your files:

Time Cards

Sun 2716 Mon 8517 Tue 5718 Wed 8713 Thu 5720 Fri 5721 Sat S/2E
Employes, Numberl Mon 2/24
HOUE COUNT 1000a-200p .
Re o P Sun 8723 LUNCH-0030 Tus 5/25 Wed 8726 Thu 8/27 Fri 8/28 Sar 8729
TOTAL HOURS 3.50 HEZ 3.50

Sun 8730 Mon 8731

Sun 8716 Mon 8717 Tus 8/18 Wed 8719 Thu 8/2Z0 Fri 8/71 Sat 8/FF
;E'E;OZE;TN'MHZ Mom 8/74 | Tue 8/25
Re ar o a0 Bun 37523 Begul 070% | Becul OZ15 |Wed 8/F6 Thu 8727 Fri 8728 Sat 8523
TOTAL WOURS 9 a0 HEZ 7.15 |HBRS E.2%

Sun 8730 Mon 8731
Tatals:

® Regular: 12.90 hours
® AllL: 12.90 hours

You may change the employees time card (also called “punches”) in the “Time Card screen under the Reports Menu.
This screen is not shown here.

Pink Payroll -

Employers Use of Web Clock - Quick Reference Guide
8/24/2009



EMPLOYEES TIME CARD INFORMATION

This page can be printed and given to employees

Employees — Entering Time on the Web Clock

Log In Here:  http:/pinkpayroll.com/employee-login.html

Employees “Time Cards”

Suggestion: Employees Sign and Turn in to Employer.
For Employer record only, do not turn in to Pink Payroll

Employee logs in at same site, by choosing: Yiew and Print TimeCard

The “TimeCard” will look like this:

SoCal Gymnastics
| Employee, Numberl £/16/2009 thru 8/31/2009

Date In Out Lunch Hours
Sun B/16
Mon 8/17
Tue 8/15
Wed 8/19
Thu 8/20
Fri 8/21
sat 82z -
Total hours clocked, week of 8/16 to 8/22: 0.00
Sun 8/23 - -
Mon 8/24 10:00a 2:00p -30min 3.50
Tus 825 - -
Wed 8/26
Thu &/27
Fri 8/28
Sat 8/29 -
Total hours clocked, week of 8/23 to 8/29: 3.50
Sun 8/30 -
Mon 8/31 -
Total hours clacked, week of /30 to 3/5: 0.00

3.50 Regular hours 3.50

Total Hours: 3.50

Employees Pay History

Employees may access their pay history through our website. They will need their first pay stub to sign up.

They will go to http://pinkpayroll.com/employee-login.html and choose

Employee OnLine Pay History

We have an instruction manual on the site, at the button:

Instructions for Registering Online Pay History
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