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MAIN USER SCREEN 

1. Log In – Select your name from the Log In button, scan your employee number or use the quick 
login buttons below if they have been set up for you. 

 

2. Click the ‘Clock In’ button.  On the next screen. 
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If there is a set of questions linked to the Time Capture department profile, then these will be displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

3. Answer all the question then click the ‘Submit’ button.  If you fail any questions that compares your 
answer to valid range (eg:  In the above example the question ‘What is your body temperature in 
Celsius?’) the following message will be displayed. 
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4. Click the ‘Start Job’ or the ‘Start Assembly’ button. 

5. A popup screen will appear.  Select the appropriate order number.  

6. Click on the look up and select the job number for the work. 

7. Enter/Select the Step.  This will default to your usual department. 

8. Enter/Select the labour code.  This will default to your usual labour code. 

9. Click ‘Back’ to go back to the main screen ready for the next person to use. 

10. When the job is finished Log In and you will be presented with the screen above.  Click ‘Finish’. 

CLOCK OUT AT THE END OF THE DAY 

At the end of the day ensure you ‘Clock Out’. 

If you are finishing a job at the end of the day, ensure you click ‘Finish’ before ‘Clock Out’. 

Note : If your Team Leader has assigned tasks for you in advance you will need to click on the selected 
task and accept it to start work. 

 

 

 

 

 

 


