
                                                                                                                                           

Clock in/Out Guide 

Introduction: 
Touch includes a built-in clocking system that allows the till to be used for recording 
operator working hours. This information can be viewed through the Back Office Operator 
Hours Report, which provides detailed clocking records in an A4 report format. 
 
This feature is also supported by CES Intelligence, which includes its own Operator Hours 
Report that can be viewed and analysed directly within Intelligence. 
 
Back Office Settings: 
Go into the back-office settings and type the word CLOCK into the search filter and it will return the 

results shown below with the various Clock In functions.  

 

• Use Operator CLOCK Functions?  - This setting enables the Clocking In function and must be 

set to YES to enable the clocking in function.  

• Show a reminder for operators to Clock In after Sign on? – If set to YES the reminder 

message below will show when an operator signs on if they are not already clocked in.  

                       

 

 
 



                                                                                                                                           
 

• Sign Off after using CLOCK-IN/OUT Functions? – If set to YES Touch will sign off after the 

CLOCK-In or CLOCK-OUT buttons are used. 

• Automatically CLOCK IN when signing on? – If set to YES the operator will automatically be 

clocked In when signing on to Touch if not clocked in already. 

• Confirm Clocking IN/OUT? – If set to YES the messages below will be displayed when 

clocking in or clocking out.  

 

 

 

• Number of minutes before automatic CLOCK OFF? – This setting is used to automatically 

clock off operators after the set number of minutes.  

Button Commands: 
The following button commands are used for clocking in and Out.  

• CLOCK-IN – Clock in the active operator                                                                                          

• CLOCK-OUT – Clock out the active operator                                                                                            

• CLOCKEDINOPERATORS – Opens a screen to display operators that are currently 
clocked in                                                                                             

• CLOCKINOUTEDIT – Manager function to edit operator hours, requires the operator 
function enabled in the operator allowed functions.  

• BOREPORT*OPERATOR HOURS – To run the operator hours report in sales mode. 
 
 
 
 
 
 
 



                                                                                                                                           
Clocked In Operators: 
The screen below will be displayed when using the CLOCKEDINOPERATORS button 
command. 
 

                                                                                          
 

Clock In/Out Editing: 
The screen below will open when the CLOCKINOUTEDIT button command is selected. This button 

command uses the Supervisor Override feature, allowing authorised supervisors to add, edit, or 

delete operator clock in/out entries. 

Supervisors can use this function to correct missed clock in’s amend incorrect times, or remove 

invalid entries where necessary. 

 



                                                                                                                                           
Operators Hours Report: 
The operator hours report can be run in sales mode using the button command 
BOREPORT*OPERATOR HOURS or run in back-office >Financial>Operators section.  
 

 

 

Below is an example of the operator hours report 

 


