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You can use WebTimeClock as you would use any standard time clock. To clock in,
simply login to NELCO WebTimeClock and click the “Punch In” clock icon with the
green start arrow. To clock out, click the “Punch Out” clock icon with the red stop
square.

If your company wants to track your lunches and breaks, then you will use lunch and
break buttons. The “Out To Lunch” icon has a lunchbox with the green start arrow,
and the “Back From Lunch” icon has a lunchbox with a red stop square. Break icons
are the “Out On Break” icon which is a coffee cup with a green start arrow, and the
“Back From Break” icon which is a coffee cup with a red stop square.

NELCO WebTimeClock gives you the ability to monitor your weekly hours with a
running total unlike many traditional time clocks. Please refer to the reference page for
an explanation of each feature.
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I. Employee User:

A. Punch In/Punch Out

To clock in/out for the work day the click the appropriate punch image.

B. Lunch In/Lunch Out

To clock out/in for lunch select the appropriate lunch image.

C. Out On Break/Back From Break

When taking a break click the appropriate break image. Breaks may or may not be paid, please ask your

supervisor.

D. Add a Note

If you miss a punch you can add a note for the administrator by clicking on the notebook icon in the far right
column of the punch view table. The link will open a pop up window with a text area for you to add your note.

After adding your note, please click save, or cancel if you do not wish to add a note.

E. Legend

The legend will help explain the meaning of the colors, and letters in the punch view area.

F. Pay Periods

You may select a previous pay period to view your history of punches. When you select another pay period,

the detail will be displayed in the punch view area.




