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2.2. Non-Exempt Employee Job Aid: Punching In &
Out

1 Login to LoboTime. Navigate to the 'Punch' tile.

The following steps apply to both punching in and punching out.

Note: For instructions on logging into LoboTime, refer to the Non-exempt Employee
Job Aid: General Access & Dashboard.
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2 Click "Punch In".

3 The 'Punch' tile will show a white checkmark inside a green circle to indicate a
successful punch-in. You will also see your punch time upon a successful punch.
Click "Close".

--End--


