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ABOUT THIS DOCUMENT

The clock on/clock off feature is a great way to 
track employee attendance, as it enables you to 
record the exact hours worked by each employee. 
Employees clock on when they start their shift 
and clock off when they finish, so that their start 
and finish times are recorded accurately.

If you switch on the automatic clock on/clock off 
feature, employees will be automatically clocked 
on when they log into Shortcuts, ensuring that 
employees won’t forget to clock on when they 
start their shift.

The clock on/clock off feature is particularly 
useful for businesses that use the Walk-in 
Manager, as only clocked on employees will be 
allocated visits.
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1
Click on the main menu.

2
Click on the performance 
icon.

3
Click on the relevant 
employee picture to select 
the employee.

A
You can use the find 
employee button to 
quickly find a specific 
employee.

4
Click the clock on/clock 
off button.

5
Click yes to clock on/clock 
off.

CLOCKING ON AND OFF IN THE PERFORMANCE 
SCREEN

1

2

3A

4

5



Page 2

1
Click on the setup menu.

2
Click on the configuration 
icon.

3
Click on the sales setup 
menu.

4
Click on the Point of Sale 
icon.

5
Tick the ‘auto clock on 
employees at logon’ box.

6
Click done. Employees 
will then be automatically 
clocked on when they log 
into Shortcuts.

USING AUTO CLOCK ON
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A
Employees who are 
currently clocked on will 
have a clock icon next 
to their name on the 
Appointment Book.

CLOCKED ON EMPLOYEES ON THE APPOINTMENT 
BOOK
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1
Click on the main menu.

2
Click on the Walk-in 
Manager icon.

3
Click on the relevant 
employee at the bottom of 
the screen.

4
Click the clock on/clock 
off button.

CLOCKING ON AND OFF IN THE WALK-IN MANAGER
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1
Click on the main menu.

2
Click on the Walk-in 
Manager icon.

3
Click on the relevant 
employee at the bottom of 
the screen.

4
Click the away button to 
mark the employee as 
away.

5
When the employee 
returns, click on the 
employee again, then click 
return.

A
The colour of the 
employee’s button 
indicates their status.

Darkest: not clocked on.

Dark: currently away but 
still clocked on.

Light: currently clocked 
on. 

Lightest: due to start a 
shift but not yet clocked 
on.

MARKING EMPLOYEES AS AWAY / RETURNED
If an employee is away for a short time (e.g. performing reception work), they can be marked as ‘away’ so that they won’t be allocated visits.  This will be recorded in your 
employee attendance records.
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