
 

   
 

How to Manage Employees' Orientation Hours 

Employees clocking into orientation: 

• Employees will select the Orientation soft key on the time clock and then swipe. 

 

• When the shift is over, the employee MUST select the Punch soft key before swiping. 

 

  



 

   
 

Leaders managing orientation hours on the timecard 

• Select the Manage Timecards tile from the home screen 

• Verify the time frame and location.  

 

• Select the date row that corresponds to the worked orientation hours. 

• Select the cell in the Transfer column. 

• Choose Select from the dropdown menu. 

• Select Add Work Rule 

• Select Orientation 

• Select Apply 
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