
VERITIME INSTRUCTIONS
CLOCKING IN/OUT AND VEIWING TIME WORKED



Step 1:  Scan In using the Scanner attached to the laptop 
or Kiosk,  OR Enter your Frontline ID/Phone Number and 
PIN.  Then click on Log In.  

**Wait for the satisfaction of the “SUCCESS!” message, 
and you’re done.** 

Clocking In









Step 1:  Scan Out using the Scanner attached to the 
laptop or Kiosk,  OR Enter your Frontline ID/Phone 
Number and PIN.  Then click on Log In.  

**Wait for the satisfaction of the “SUCCESS!” message, 
and you’re done.** 

Clocking Out









Step 1:  Scan In using the Scanner attached to the laptop or 
Kiosk,  OR Enter your Frontline ID/Phone Number and PIN.  
Then click on Log In.  

Step 2:  If you have multiple positions or work multiple 
locations, you may be required to specify your duties and 
locations of work.  Click Continue…

**Wait for the satisfaction of the “SUCCESS!” message, and 
you’re done.** 

Clocking In with Multiple Positions 
and/or Locations











Step 1:  Scan Out using the Scanner attached to the laptop or 
Kiosk,  OR Enter your Frontline ID/Phone Number and PIN.  
Then click on Log In.  

Step 2:  If you have multiple positions or work multiple 
locations, you may be required to specify your duties and 
locations of work.  Click Continue…

**Wait for the satisfaction of the “SUCCESS!” message, and 
you’re done.** 

Clocking Out with Multiple Positions 
and/or Locations











Step 1:  Log into AESOP as usual with your AESOP Username 
and Password.  

Step 2:  In the Upper Left Hand Corner, Click on the Absence 
Management Drop Down Box

Step 3:  Click on Time & Attendance (Formerly VeriTime)

Step 4: Click on the Time Sheet Icon

How to View Time Worked



Step 5:  Click on the Calendar Icon under your Name.

Step 6:  Under the Date Range; Scroll Down to choose Custom Date 
Range.

Step 7:  Enter the Beginning Date and the End Date of the Pay 
Period.  

Step 8:  Click “Change Date”.

**This will allow you to view all of the dates within that Pay 
Period.**

Step 9:  To view a specific date, Click on the Down Arrow 
(To The Right of the Total Hours Paid Column)

**Each Date should have a Clock In and a Clock Out Time 
Recorded**



PLEASE NOTE:
If a date is missing a Clock In or Clock Out Entry: 
Please add a comment explaining missed time, 

OR

Please Contact:
Julie Mendelke at 847.506.6903

(jmendelke@sd25.org) for Facilities
OR

Michele Arrigo at 847.758.4885
(marrigo@sd25.org) for Food Service

mailto:jmendelke@sd25.org
mailto:marrigo@sd25.org
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ONCE AGAIN:
If a date is missing a Clock In or Clock Out Entry: 
Please add a comment explaining missed time, 

OR

Please Contact:
Julie Mendelke at 847.506.6903

(jmendelke@sd25.org) for Facilities
OR

Michele Arrigo at 847.758.4885
(marrigo@sd25.org) for Food Service
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mailto:marrigo@sd25.org

