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e Your username is the first letter of your first name plus your full last name;
i.e. John Smith’s username would be “jsmith”

e Your Password is the 2-digit month and 2-digit day of your birthdate; i.e. if
John Smith’s birthday is January 15, his password is “0101”



‘How to change your password

e Once you have logged in for the first time you are able to change your
password to whatever you would like by clicking on the lock symbol in the

top right of the screen.
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'How to Clock In/Out

e Once you have logged into the system you will be taken to the Employee
Clock In/Out screen.

e In order to Clock In, you simply click on the Clock In button.
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e When you return to the main screen it will now display that you are clocked
in to the system and you are free to sigh out.
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e At the end of the day you will follow the same steps to login and clock out of
the system by clicking on the appropriate clock out button.
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