
 

 

Payroll Support  

Punching on the Web 

 

To Web Punch: 
• Click on any UKG icon or link 

 

• If you’re at an Intermountain facility, or working over 
secure access, you’ll be automatically signed in 

o If you’re not on secure access, you’ll be asked to 
sign in using PingID 

 

 

• Find the My Timestamp widget in the My 
Information workspace 

 

 

 

• Select the type of punch you are submitting 

• If you need to transfer your time, see instructions below 

 

 

 

 

• If you’re submitting an out punch, a new window with 
question(s) about your meal break will open; click your 
answer and enter additional information if requested  

 

• Press Submit  
 

Note: If you have a missed punch or need to enter a missed shift (in 
and out punches) please use the Fixing Missed Punches job aid. 

Note: If you have direct reports, you will 
need to click the add new tab icon and select 
My Information.  

https://m.intermountain.net/kronoswfmanage/BasicCaregiverResources/Documents/FixPunchOnline.pdf
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• Verify that your punch was created 

o If you have missing punches, there will be an 
alert in the verification message 
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To Float a Punch on the Web 

 

• Click Transfer then click Clock In  

• The Transfer Selection window opens 

• Using the drop-down menus, select the BU 
Department or Work Rule you need; only fill in 
fields that are different from your scheduled job 

• If you don’t know what to put in a field, leave it 
blank 

 

 

 

• Once you have entered your transfer information, 
click the Punch button 

 

 

• Verify your punch was created; 
transfer information will be 
included at the bottom of the 
verification notice  

Note: Use this option only if you are authorized to web punch and you’re working 
in a department or job code that isn’t part of your regular schedule.  
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