
Time & Attendance Instructor Clock in/out Steps 
 

 Go to the previously installed Workforce Mobile app.               

 *Unless you log out, you should remain logged in going forward.* 

 

 

 

 If for any reason, you need to log in again, enter your username and click next. 

 

 

 

 

 Select Town of Manchester, CT-Prod. 

 



 Enter your password and click Sign In: 

 

 

 

 

  You will need to authenticate next. 

 

 

Click Here 



 Enter the number provided and click Yes. 

 

 

 

 

 

 

 

Here 



  This will be the next screen you see. 

   

 

 

 

  You will see a screen like this with dots scrolling under login…that is a good thing!  

It is loading and bringing you to the main page! 

  

Click Here 



This is what your main screen will look like, click on the bottom tab (timecard):

 

 

 

 

 

 

 

 

 

Your Name Will Be Here 



This is where you will add your hours: 

 

 

 

 

 

 

 

 

 

Your Name Will Be Here 

CLICK HERE TO ADD TIME 



On this screen, click on the Start Time to enter the time your class begins:  

(*If you are adding time for another day, be sure to also update the Start Date above) 

 

 

 

 

 

 



On this screen, enter the number of hours the class is held for. 

                       

 

 

 

 
 



 

On this screen, enter the Position Title & Location (I.e. Rec Leader/LL) in the section called 

comment. Once this entry is completed, click on the  button. 

 

 

 

 

 

 

Position Title & Location 



Continue this process for each shift. 

 

 

 

 

At the conclusion of the pay period, once all of your instruction time has been entered, 
please review your timecard:                       

 

 

 

 

 

 

Your Name Will Be Here 

1st Click on Details 



Once reviewed, if all is accurate, please begin the approval process. 

 

 

 

 

 

 

 

 

 

 

 

Your Name Will Be Here 

Click on this Icon 



When you click on that icon, a small window will pop up seeking your initials – please enter 
them and click on submit: 

 

 

 

 

                         

 

 

 

 

Your Name Will Be Here 

Your Name Will Be Here 

 



 

 

After clicking submit this initiates the approval process for the supervisor and director’s 
approvals. *If you have any changes after you initial your timesheet, please send an 
email to your supervisor!! You have officially submitted your timecard! 

 

 

 

Your Name Will Be Here 

You’ve approved & now it’s in the approval workflow! 


