CAPITAL

VACATIONS

ATTENTION: NEW TIME CLOCK SYSTEM

If you have not received your new credentials to clock in/out, please contact your manager.

Instructions for Logging into the WebClock and Employee Portal

Your timekeeping system has an Employee Portal where you can view your time card and perform other
functions, like requesting time off or requesting a time edit.

INITIALLOGIN

Regardless of whether you are accessing the Employee Portal or the WebClock, you will be asked to reset
your password the first time you log in. Your employer will provide you with an initial login and password.

Follow the instructions in this section if you are logging into either the WebClock or Employee Portal for

the first time.

Employee Login

WEBCLOCK

EMPLOYEE PORTAL

. Access the WebClock/Employee

Portal login page using the following
web site:
https://clock.payrollservers.us/#/clock/
web/login

Enter your timekeeping username and

password. The Site ID field can be left

blank, but you can leave it as if there is
already a number in the field.

. On either the WebClock or Employee

Portal, you will be asked to reset
your password. Passwords must be at
least 8 characters in length and have
2 character types (i.e., upper case and
lower case letter, number, letter, etc.)


https://clock.payrollservers.us/#/clock/web/login
https://clock.payrollservers.us/#/clock/web/login
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INITIALLOG IN

Regardless of whether you are accessing the Employee Portal or the WebClock, you will be asked to reset
your password the first time you log in. Your employer will provide you with an initial login and password.

Follow the instructions in this section if you are logging into either the WebClock or Employee Portal for
the first time.

1. Once you reset your password, you
will be asked to log in again. Your new
password will be valid for the WebClock,
Employee Portal, and the mobile app if
you are using it.

To clock in or make any other type of
punch, choose WEBCLOCK on the login
page.

CLOCKIN CLock ouT 2. To check your time card, request

time off, or view your schedule, click
EMPLOYEE PORTAL*. Accessing the
Employee Portal does not record a
punch on your time card. You must click
WEBCLOCK in order to punch the clock.
However, if you have WebClock, you can
access the clock from your Employee
Portal Dashboard.

Q C'OCked ln There is a 20 second time out on the

WebClock page; if you do not make
Hi William B, you clocked in at 2:38pm a punch within 20 seconds, you will
automatically be logged out and need to
log back in to complete your punch.
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