
 

 

 

 

SALARY EMPLOYEES ONLY  
 

1.)  Log into Paycom, on the desktop app, as an employee.  
 

2.)  Locate the Time Management tile. 

 
3.) Select Web Time Sheet. 
 

4.) Select ADD PUNCH. 

 


���� Desktop Guide:  

    How to Record Hours in Paycom 
 

https://www.paycom.com/


 
4.) Select or enter the required details for a salary employee.  

 
     These are: 

• Date 
• Screen will default to IN. OUT is not needed for salary employees.  
• Time that starts your work day. An IN or OUT time is not needed for lunch. 

 
        Select ADD PUNCH. 
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4.) Review your Web Time Sheet.  
 
The Web Time Sheet will display date, hours worked, and time in and out. You may edit changes, 
before the week is up.  
 

• REMEMBER: 
Salary employees will only need an IN TIME punch on the date worked. Please disregard the 
missing punch notification for any out time punches.  
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