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Apply Clock In Clock Out on Behalf 
 

 

 

 

 

 

Step 1 

Step 2 

Step 3: Select employee number. 

Step 4: If want to add a new clock, click on “Add” button. If want to modify 

current clock, click on “Edit” button. 

Step 5: Enter all clock data. 

Step 6: Click on “Update” button. 



 

 

 

 

 

 

 

 

 

 

 

You will see below message when apply successfully. 



 

How to Check Clock Application Status? 
 

 

 

 

 

 

 

 

Step 1 

Step 2 

Step 3: Select employee number. 

Step 4: All pending clock application will appear here. 

Scroll from left to right to check status. 

Clock application status. 



 

How to Cancel Clock Application? 
 

 

 

 

 

 

 

 

Step 1 

Step 2 

Step 3: Select employee number. 

Step 4 

Step 5: Click on “Cancel” button. 

Your clock application cancel successfully if you see below message. 



 

How to Edit Clock Application? 
 

 

 

Step 1 

Step 2 

Step 3 



 

 

 

 

 

 

 

 

Step 4: Modify your clock data as above screen 

and click on “Update Clock”. 

You will see this message when update 

successfully. 


