How to Submit Hours on Timecard in ESS

Creation Date: May 08, 2025

Created By: Gitty Schnitzler

# Log into hub.empeon.com

1. CLICK ON THE MAIN MENU

11:15 AM

Sarah Smith

11:15 AM

-] Clock In

& Transfer

s empeon


https://app.tango.us/app/workflow/0dfc896a-24c0-472b-bbfe-4a2e9f3589d8?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://hub.empeon.com/app/be54ebab-116e-44b1-8326-1d10fab3e1e4/home

2. CLICK ON 'TIMECARD'

11:15 AM
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s empeon



3. CLICK ON 'EDIT'

11:15 AM

Timecard

May 4, 2025 - May 17, 2025

s empeon



4. CLICK ON '‘ADD PUNCH'

11:15 AM

cancel  Edit Timecard

Add Punch j

Add Punch

s empeon



5. SELECT CLOCK IN AND CLOCK OUT TIMES

11:16 AM

cancel  Edit Timecard

o

1:00 PM e 7:00 AM

Add Punch

Add Punch

Add Punch

Add Punch
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6. CLICK ON 'SAVE'

11:16 AM

cancel  Edit Timecard

1:00 PM e 7:00 AM

e empeon



7. CLOCK IN AND CLOCK OUT HAS BEEN SUBMITTED!

s empeon



