How To Add Locations

Locations are used by you and your employees to indicate where they are working and

what location they are putting time towards.

Step 1: Navigate to the Locations List on the Navigation pane to the left.
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Step 2: Click Add Location in the upper left corner to add a new location.



How To Add Locations

Step 3:
.
1. Enter the Location name. —— e v
2. Enter the Location ID if you use it (or if S e e T e el
your accounting package uses it). If you I%:T%
don’t use ID numbers, don’t worry, they o WA
aren’t required. Cortzcrame: | |
Contact information
3. Enter the street address for the e % -
Location if you know it, along with the e '| i
City, State, and Zip Code. This | |
information will be used to acquire a " i —
GPS fix on your jobsite. This means that ey : 3
when employees punch in from their Conmerts
mobile devices, you’ll be able to tell if
they were on site or not.
Step 4: Select the GPS tab at the top of the screen.
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Step 5:

1. Click Get Lat/Long from Street
Address If you Wa nt to ass'gn the E3 Close kg Save and Close k) Save and New g% Basic View @ Assign JobClock 2 Help
Latitude & Longitude associated with the | S| =etesinstomion [y 575 pesiies [ orbimss [ Caren
street address. e [ saraswroooon] | (et La/ongtiom seet Acaess b

Longitude: 118 7133670090 w .

2. You can manually edit the Latitude &
Longitude by clicking Edit. This Is best GeQfne: _
used for Locations with no address.

3. Adjust the GEOFence Radius up or
down from the default of .25 miles to
designate the overall size of the job site.

When finished, click Save and New at the top of the window if you have more Locations to
add. Click Save and Close when you are done.



