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PAYCOR TIME USING A KIOSK 
 

https://time.paycor.com/Kiosk/160952  
(SAVE THIS LINK IN YOUR FAVORITES) 

 

Enter your Augustana ID Number as your Badge Number, which is your employee ID without the 

preceeding zeroes.  

 

Enter your PIN Number, which are the last 4 digits of your Social Security Number. 

 

Click Punch 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Status Type:  

“Auto” – will take into account your prior punch to know if you are clocking “In” or clocking “Out” 

“In” – will document the time punch as a clocking in for the day/shift; at the end of the shift if you use 

clocking “in” then you must select “Out” 

“Out” – will documen the time punch as clocking out for the day/shift; this should be used if you began 

the shift by selecting a status type of “In” 

 

NOTE: IT IS RECOMMENDED TO USE “AUTO” 

 

Click Submit.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You are now clocked in (or out)! 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PAYCOR TIME: USING THE WEBSITE 

 

LOGGING IN TO PAYCOR USING SSO (Single Sign On) 

 

https://augustana.edu/paycor   
(SAVE THIS LINK IN YOUR FAVORITES) 

 

 

Augustana is using Single Sign On which will link to your Augustana username and 

password through DUO. This is similar to Colleague, ARCHES and Reporting Services.  

 

 

Enter your Augustana Email Address and Password (not your Paycor Username and 

Password) and then verify using DUO.  

  



This is your Homepage! 

 

Now you can “Create a Punch” under the “Punch Clock” menu 

 

  



Status Type:  

“Auto” – will take into account your prior punch to know if you are clocking “In” or clocking “Out” 

“In” – will document the time punch as a clocking in for the day/shift; at the end of the shift if you use 

clocking “in” then you must select “Out” 

“Out” – will documen the time punch as clocking out for the day/shift; this should be used if you began 

the shift by selecting a status type of “In” 

 

NOTE: IT IS RECOMMENDED TO USE “AUTO” 

 

Activity Type (OPTIONAL):  

“Work” 

“Meal” 

“Break” 

 

Punch Notes (OPTONAL) 

 

 

 

 

 

 

 

Click “Punch” 
 
 

 

 

 

 



REPORTING A MISSED PUNCH 

 

The quickest way to alert your Supervisor that you missed a punch is to go to your 

Homepage. 

 

Click on Report a Missed Punch. 

 

 

Enter the fields  circled in red.  Note:  Under Status Type, “Auto” is the default, leave on 

Auto. 

 

 



 

 



After you enter your Missed Punch information, you will see this message on your 

Homepage. 

 

 

 

  



ACCESSING YOUR TIMECARD 
 
 

To access Timecards: sign in, on the home page, click Profile Summary  
 

Then click Time > Timecard. 
 
 
 
 
 
  



You can review your time card for accuracy and raise any adjustments or issues with 
your supervisor. You can also print a copy of your Timesheet or Request Time Off 
 

 
 
Timecard Settings and Functions: 

 Navigate between periods using the Previous Pay Period and Next Pay 
Period buttons on either side of the date at the top right.  

 

 

 View a specific date by clicking the Pay Period menu. Click Custom Date 
Range.  

 

 

 

 



The Period Summary section at the top of the time card can be expanded by clicking 
anywhere in the Period Summary bar or by clicking the down arrow at the far 
right.  Note the Period Summary does not update until the Timecard saves, because 
processing needs to occur to make sure all earnings are accurate. 
 
 

 
 
 
The “Period Summary” will show Time Off Summaries and other time.  
 
 
TO PUNCH FOR A MEAL BREAK  

 

IF YOU ARE USING THE KIOSK TO PUNCH THEN ENTER A PUNCH BY 

ENTERING AUTO OR PUNCH OUT. THESE INSTRUCTIONS ARE FOR WEBSITE 

PUNCHING ONLY 

 

On your Homepage, click Create Punch. 

 

 



 

 

The following screen will pop up. 

Click the dropdown arrow under Activity Type. 

 

 
 

Under Activity Type, the choices are Work, Meal or Break.  Please choose Meal.  Click 

Punch. 

 



After you click Punch, it will show up under Recent Punches on your Homepage. 

 

Although it does not designate that it was a “Meal” punch on your Homepage, the 

“Meal” symbol does show up on your Timecard. 

 

 

View from Homepage: 

 

 
 

 

 

View from Timecard: 

 

 
  



OPTIONAL: DAILY AUDIT DETAILS 
 
 
Note: To see a more detailed view of a day’s punches, under the date section on the 

timecard, click the vertical ellipsis , then click View Daily Audit. This opens 
the Timecard Daily Audit view, which shows Active and Deleted punches. 
 
 
 
THIS IS AN OPTIONAL STEP TO VIEW YOUR TIMECARD.  THIS STEP IS NOT 
REQUIRED. 
 
 

 
 
 
 
The “Daily Audit” will show a large amount of information related to your reported time 
 
 
 
 
 
 



PAID TIME OFF 
 
When requesting Paid Time Off (PTO) or Vacation (VAC) please refer to the 
“Requesting Paid Time off in Paycor” guide.  
 
The guide includes important information in regards to requesting, changing and 
deleting a PTO or VAC request.  
 
 
 
 
 
 


