
Time Management Guide 

Login (Franchisee/Supervisor): 

Go to: https://payalitycloud.payrollservers.us  

On your home computer or Laptop go to the website listed above.  

The screen will look like this: 

Use the username and password we have provided to you and click “Login” 

 

 

Once you log in the screen will look like this: 

 

https://payalitycloud.payrollservers.us/


 

Setting up employee webclock logins 

For your employees to clock in you will need to set-up theirlogin. 

To do this, go to “Employee setup” 

 

(PLEASE DO NOT ADD ANY NEW EMPLOYEES USING THE “ADD NEW EMPLOYEE OPTION” NEW 

EMPLOYEES NEEDED TO BE ADDED DIRECTLY TO OUR PAYROLL SYSTEM BY YOURSELF, OR A MEMBER OF 

THE PAYALITY TEAM) 

This will now take you to a page that looks like this: 

 

(please note that the employees listed here are the active employees we have at your store(s). Please 

contact a member of Payality’s team if you are not sure how to terminate employees in our system) 

To start, click on an employee’s name. 

 

 



The screen will look like this: 

 

To set-up the employees username and password to clock in, click on “Edit” as shown below  

 

 



First, you will-assign the employee their “login/numbers” this will be their username. It can be as few as 

one character and many franchisees are using the same ID that the employee uses to login to the 

register or the last 4 digits of the employee’s social security number.  

 

 (a second box will appear next to the first, you do not have to put anything in here) 

Next, is the employee password. (this same process can be used to reset an employee’s password if they 

forget it) 

SwipeClock uses what is called a “self service password”. This means you will give the same simple 

password to all your employees. The first time they clock in, they will reset this password to something 

permanent, this way you will not have to worry about remembering everyone’s passwords. 

To do this we need to click on “set/reset password” 

 

 

The example password used was “Pass1234” (DO NOT USE.) Passwords must be at least 8 characters 

long. Franchisees will often use a similar format, but replace the “1234” with their store number. 

They also must include letters and numbers. Please make sure employees are aware of this. 

Once this is done, click on “save and exit” 

 

This will take you back to the screen with all your employee’s names. (it can take about 40 seconds) 

 

 

 



 

Editing employee’s hours. 

From the Main Menu, go to Time Cards and choose the Current Period (you do have the option of 

viewing prior periods by clicking on Previous Period or Select Other Periods) 

 

This screen will display your employees Missed and Edited punches. Employees with missed punches will 

have a number in the M column.  

 

 

 

 



 

To begin editing, click on the employee. 

 

This will take you to their timesheet for the full pay period: 

 

For employees who worked a full shift and took a meal break their hours will appear similar like this: 

 

Please note that each time an employee clocks in and out it will appear on a row. In the example above, 

the employee  

When an employee misses a punch, you will get this message: 

 

To fix this, we will need to click on “edit” next to the row with the missing punch. 



 

Enter in the time they were supposed to clock out, and make sure the “out type” is set to “out” and not 

“meal start”. 

 

Finally, click on “save” 

 

 

When an employee needs to be paid sick time: 

Under “category” switch the “regular” to “sick” (this can also be applied to other forms of hours, 

including meal premiums if you have requested that option be added to your swipe clock) 

 

If you have requested grocery deductions be added to your swipe clock, you will follow the same 

process, but you will select “grocery deduction” and enter the amount under “amount” 

 

 

 

 

 

 



Finalizing and approving hours  

Once you have edited all your employee’s hours for the pay period, you will need to contact Payality to 

let us know we can use these hours for your week’s payroll. First, you will “Finalize Payroll by following 

the instructions below, then please call us or text us at 559-296-3024 to let us know the hours are 

approved by you. 

Finalizing Payroll: 

1. Select the “Last finalized Payroll” Button from the dashboard screen.

 

 

2. Next please select the pay period you want to finalize (If there are multiple pay periods, please 

select the most recent pay period that you approve, and all previous pay periods will also be 

approved

 



 

What your employee sees when they clock in: 

Employees can login from the in-store computer or tablet at the following link:  

https://payalitycloud.payrollservers.us/webclock  

 

Or By navigating to our link on the ISP: 

 

https://payalitycloud.payrollservers.us/webclock


The employee will now enter the username and password you have provided them. 

 

Note that the site id is necessary, and we will provide you with this. It will be saved by your device, so 

employees will not need to remember this number. 

     They will now click on “WEBCLOCK” 

The employee will be prompted to change their password the first time they login  

 

After clicking “reset” and if the password was valid, it will give them this screen: 

 

Now they will be able to use their username and password to clock in: 



 

 

Single Sign-0n from Payroll (OPTIONAL) 

You also have the option of signing into our payroll system and accessing time management from there 

without needing to sign-in twice.   

The setup for this is simple: 

First sign into Payroll  (see Payroll Management Guide) 

 

Click on the Gear symbols in the top right-hand corner as shown above.  



The following screen will appear. Scroll down to the area titled SwipeClock credentials.  Enter the time 

management username and password that was provided.  

 

Once you click “Save Settings” you will be able to click “Time and Attendance” at the top of the page. 

 

Now you are able to access both sites by only logging into our payroll management system. 

https://rpo.payality.cloud/RPO/Login/Login.aspx 

https://rpo.payality.cloud/RPO/Login/Login.aspx

