
Sending Messages and Recording Notes

Select Message Center1

You can send messages to all your employees at one time or to individual employees and you can 
record notes about employees in their employee record.

Create your message2

Send A Global Message to Your Entire Company

Send an Individual Message to an Employee

Enter the start date and end 
date you want this message to 
appear to all employees when 
they clock in.

Enter your message.

Click Save.

Select Employees1 Find the employee you want2
Click the Notes tab.
Enter the message you want the employee to see the next time they clock in.
Change the Show In Clock to ON.  Click Save.

When the employee clocks in they are 
shown your message and must click OK 
before they can clock in.
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Recording Notes on Employees

You can record notes about employees in their employee record and print the notes in a report.

Select Employees1 Find the employee you want2
Click the Notes tab.
Enter the note you want to record about this employee.
DO NOT switch the button to ON.  Leave the Show In Clock to OFF.  Click Save.

Print Employee Notes
You can print notes you have recorded for employees in the Reports section.

Select Reports / Employee Notes1

Filter the report how you wish2
Click the Go button.
Click Export to PDF to print.


