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1. Go to http://www.uwgb.edu/hr and click the HRS Web Clock (Student Only) link.   

 

2. Click the University of Wisconsin – Green Bay radio button and then click the Select button. 
 

 

http://www.uwgb.edu/hr
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3.  On the next screen, enter your UW-Green Bay username and password and then click the Login button 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

4. If you have more than one job, you will be taken to a page requiring you to choose which job you want to enter time 
for.  You should look at the Working Title, Empl Rcd Nbr and Department Description columns to determine which 
job to pick.  When you have found the job you want, click on the Job Description.  If you don’t have more than one 
job, skip this step. 

 

 

 

 

 

 

 

 

 

 

 

 

Student Employees – use 

your student account & 

password (same account as 

SIS, D2L, Outlook) 

Grad Assistants – use your 

faculty/staff account & 

password (not your student 

account and password) 
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5. Select the appropriate punch type from the Punch Type drop down menu. 
o In:  Select "In" to clock in. 
o Out:  Select "Out" to clock out. 

 

6. Click the Enter Punch button.   

7. You will be brought to a confirmation screen, click the OK button: 
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8. You will then be brought back to the Punch Screen, scroll down and click the Self Service link 

 

 

9. IMPORTANT - Click the Sign out link in the upper right hand corner (pictured below) and close this web browser. 

 

 

IMPORTANT – MAKE SURE TO SIGN OUT OF THE HRS SYSTEM AND CLOSE OUT OF THE WEB BROWSER 

***Repeat these same steps to Punch Out (make sure to select the Punch Type of Out in Step 5) 


