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Fax: 540-245-5115 
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Verona, VA 24482 

A u g u s t a  C o u n t y  
P u b l i c  S c h o o l s  

The Substitutes 
Step-by-Step 

Guide to Clocking 
In Using the 

Timeclock System 

 All individuals working in the Augusta 

County Public Schools system, must be 

fingerprinted and background checked. 

 Prior to being paid, payroll must receive 

a completed federal W4, state VA4 and 

Form I-9. 

 Employees clock in immediately prior 

to beginning work and clock out at the 

end of their shift. 

 All time in Timeclock is rounded to the 

nearest 15 minutes. 

 If you experience clocking errors, notify 

the Building Administrator to make  

corrections. 

 Substitutes are paid on the 15th of each 

month for all time worked in the previ-

ous month.  Payments are made by di-

rect deposit to the individuals personal 

bank account. 

 

T i m e c l o c k  
R e m i n d e r s  



To clock in, begin by clicking on the Timeclock 

icon on your computers desktop.  This will 

bring you to the login screen. Enter Badge 

Number and PIN Number and click, LOGIN.  

Your BADGE Number is the first 3 letters of 

your last name, followed by the last 4 digits of 

your SS#. 

Your PIN # is the last 4 digits of your SS#. 

Once logged in to Timeclock, click the top 

button on the left hand side of the page la-

beled, CLOCK IN.  

Click on the job code for the type of sub posi-

tion (100 for Teachers, Counselors & Librarians; 

500 for Aides, Clinic Aides & Clerical). 

Once job code is selected, click OK and the 

SUBSTITUTED INDIVIDUAL SELECTION box will 

appear.  Choose the location by clicking the ‘+’ 

sign to the left of the initials. 

 

The system will display a list of employees at 

that location.  Select the employee you are 

subbing for and click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

You will receive a message stating that your 

CLOCK OPERATION WAS SUCCESSFUL. Click OK 

and EXIT to return to the login screen. 

When your shift is over, perform the clock out 

function. Log into the Timeclock system and 

click on the CLOCK OUT button. 

You will receive a message saying that your 

CLOCK OPERATION WAS SUCCESSFUL. Click OK 

and EXIT to return to the login screen. 


