
TIMEKEEPER Procedures 
 

Non-exempt employees are required to clock-in and out daily. Employees 
performing after school tutorials, etc. must also clock-in and out in order to be 
paid for these duties. Listed below are steps to follow to clock-in and out: 

 
 

• Once at the computer you will click on the TIMEKEEPER icon 
 

• If you do not have a TIMEKEEPER icon on your computer you can access it 
through the SECURE STAFF on our website at www.comancheisd.net. 

o Click on SECURE STAFF and log in. 
Login  Password   _ 

o Click on COMANCHE ISD APPS SERVICES 
o Click on TIMEKEEPER 

 
 

• Under NAME click on the drop down list and select your name 
 

• Under EMPLOYEE NUMBER type in your employee number 
 

• Under JOB CODE click on the drop down list and select the appropriate job 
code 

 
• Under TIMEKEEPER ACTION select Clock-In (see attached) 

 
• Under ADDITIONAL INFORMATION nothing is needed unless there is a 

reason for being late, etc. 
 

• If you want a copy of the information you are submitting to be emailed to 
you select the "SEND ME A COPY OF MY RESPONSES" box. 

 
• Click SUBMIT (see attached) 

 
• Follow the same procedures to clock-out 

 
 
 
 
 
 
 
 

http://www.comancheisd.net/


 
 
 

 
 
 



 
 
 
 
 
 

 
 



 


