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Logging In 

 Navigate to https://secure4.saashr.com/ta/6167049.clock?NoRedirect=1 
 Enter your Username and Password. 
 Select “Login” 

 



The first screen will direct to a Virtual Code Settings page. You must retrieve a code by sending the code to your e-mail 
address. Confirm your e-mail is correct to the best of your ability due to the partial visibility.  

 If so, select “Send Email” button. 
 Check your e-mail for the code. It may take a few minutes to receive, but no longer than 5 traditionally. Once 

received, enter the code into the “Enter Code” field.  
 Check the box beneath the “Enter Code” field in order to set this particular device to a “known device” if you will 

use this computer, tablet, or phone to login frequently. If this step is skipped, you will need to retrieve a code 
next time you log in.  

 Click “Continue” to login. 
o Note: If your browser is set to clear every day, you may have to retrieve a code every time you log in.  

 



Punching In 

 Navigate to https://secure4.saashr.com/ta/6167049.clock?NoRedirect=1 
 Enter your Username and Password. 
 Select “Punch” to clock in or out. The system will know if the punch is an in or out punch based on the last punch 

time. 

 

 

Requesting a Change to your Timesheet 

Login by using your Username and Password (Instructions Above). 

Once logged in, navigate to “View Timesheet” hyperlink within the Clock Widget. 

 

 At the top right of the timesheet select the “Change Requests” button 



 Select the appropriate type of change  

 

 For example, if you are looking to “Add Punch In” for a forgotten punch, select “Add Punch In” 
 Select the appropriate date and enter the punch time. 
 Select “Submit”.  
 Once Submitted, your manager will receive a notification to approve or reject your request.  

 

  



Requesting Time Off 

 Once logged in, navigate to and select the menu at the top left of the screen. Under Favorites and “My Account” 
find “My Time Off Request” and select. 

 

 Select the Time Off Type from the drop-down menu and select “Start Request” from the right side of the screen. 
 Fill in the Request Type and Date.  
 Submit Request. 
 Once Submitted your Manager will be notified to approve or reject the request. 


