


Scenario:  Dual responsibility employee WITH bus duties who works at school prior to a.m. bus 

duties 

1. To start the work day 

a. Log in to Employee Time Clock 

b. Punch 

c. Log out 

2. When it is time to depart for bus duties 

a. Log in to Employee Time Clock 

b. Click transfer  

c.





c. Select role that employee is transferring to (Ex.  select “custodian” since leaving 

bus driver duties and starting custodian duties) 

d. Log out 

9. To end the work day 

a. Log in to Employee Time Clock 

b. Punch 

c. Log out 

 

 

 

 

 

 


