UTA: Clocking In & Out

ﬁ Employee Clock In

1. The websites used for clocking on/off
are located on secure PSAV servers
and cannot be accessed from an
employee’s personal computer. The
links can be found on the Applications
page of @PSAV. Choose the link for
the time zone where you are working:

Atlantic Standard Time
Eastern Standard Time
Central Standard Time
Mountain Standard Time
Pacific Standard Time
Hawaii Standard Time

Saskatchewan Time
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http://uta-atlantic.psav.com:8500/
http://uta-eastern.psav.com:8500/
http://uta-central.psav.com:8500/
http://uta-mountain.psav.com:8500/
http://uta-pacific.psav.com:8500/
http://uta-hawaii.psav.com:8500/
http://uta-saskatchewan.psav.com:8500/
http://uta-saskatchewan.psav.com:8500/

_ Employee Clock In (cont’d.)

2. In the badge number field enter your employee number followed by your first and last name initials.
(example: Allen Baker’s badge number would be 012345AB). Use uppercase letters for your
initials as the badge number is case sensitive.

3. In the location code field, enter in the location number where you will be working along with two
preceding zero's.* For example, if you are working at location #1105 you would enter OOI105.
* Canadian employees should enter CA before the location number rather than 2 zeros.

4. Choose Clock On. The site will automatically close.

Note: There is a lag time of a couple minutes before your punch will appear in your UltiPro Time

and Attendance timesheet.
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ﬁ Employee Clock Out

. To clock out, return to the time clock for the time zone you are working in.

2. Enter your badge number.

3. Choose Clock Qut.

ﬁ Employee Meals

Employees should be clocking in and out for meal breaks using the above instructions. However, if no meal
break is recorded, an automatic meal deduction of 30 minutes is deducted from your time during your

fifth hour of work. If you do not take a meal, notify your supervisor to have your timesheet corrected.

ﬁ Clocking In to Another Job Code (Union Employees)

This function applies only to union members who perform work under various job codes.

. Enter your badge number and location number.
2. In the union job code field, enter the code for the job you will be working. If you are unsure of

the job code, access the list of Union Job Codes located on the UltiPro page of the HR @PSAV

site.

3. Choose Clock In.
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http://intranet.psav.com/HumanResources/UltiProDocuments/UTA_Union%20Employee%20Job%20Codes%20and%20Time%20Clock.pdf
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