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Using the Time Clock Swiping Device 

Entering time via the time clock device is accessible at kiosks located around the 
University of Chicago. By using the touch screen display and your UChicago 
Card, you will be able to clock in and out of your work related activities in just a 
few steps.  
 
Review the steps below to properly enter time for work related activities through 
the time clock device. 
 
Display Screen 
 

 
 
Keypad 

 

    

Using the Time Clock Swiping Device 

For workers who swipe their UChicago card to clock time 

Quick Reference Guide 

(Last Revised 2/28/2018) 

Keep in mind 

 If you work on a schedule, you will be 
given a six minute grace period on either 
side of you start and end times. 

 If you are on an open schedule, you will 
not have a six minute grace period. Also, 
on an open schedule, you will have to 
clock in and out for lunch. 

 You are paid according to the data on 
the timesheet, not directly off the clock 
data. There may be slight differences 
between time shown in the clock data 
versus the timesheet due to a six minute 
grace period at the beginning and end of 
your scheduled work time. 

 If you forget to check in or check out, 
consult with your time approver or HR 
partner immediately. 

Information needed 

 UChicago Card 
 
 Swipe Clock Kiosk  
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To Clock In 
 
When you record time via the time clock swiping device, the system records the current time and respective action.  
Please use the following steps to clock in using the touch screen or keypad: 
 

1. Press the “Clock In” button on the key pad or touch screen 

 

         
 

2. The worker will be prompted to “Swipe Your Badge”. Have the worker swipe their 
badge through the magnetic strip reader to the right of the clock. 

 
 

3. The screen will now display a message stating the worker has successfully clocked in.  
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4. Please hit the “Enter” button to accept the swipe, and return the display back to 

the main screen otherwise the terminal will time-out automatically in 3 seconds. 

 
 
To Clock Out 
When you record time via the time clock swiping device, the system records the current time and respective action.  
Please use the following steps to clock out using the touch screen or keypad: 
 

1. Press the “Clock Out” button on the key pad or touch screen 

    
2. The Employee will be prompted to “Swipe Your Badge”. Have the employee swipe their 

badge through the magnetic strip reader to the right of the clock. 

  
3. The Employee will get a message stating they have successfully checked out. 
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4. Please hit the “Enter” button to accept the swipe to the clock bring back the main screen or 
the terminal will time-out automatically in 3 seconds.   

 
 
 

FOR ASSISTANCE CONTACT: 
Shared Services Office: Service Desk 
Submit your question here 
Call 773-702-5800, M-F 8am – 5pm 
 

https://uchicago.service-now.com/sso?id=ssc_sc_cat_item&sys_id=2cc0e21213c8030027255eff3244b024
mailto:XX@uchicago.edu

