
 

Student and Temporary Hourly Employees 
 

How to clock in/out using the Web Clock 
 

Log into LOUIE – Self-service and do the following steps 
 

1. Select Time Reporting  

 

2. Select Web Clock 

 

 
3. Click on the Magnifying glass 

If you do not have more than 1 job skip to step 6  

 



4. Select “Look Up” to view available jobs 

 

5. Select the appropriate job you are clocking in for 

 

 



6. Select “Punch Type” (in or out) 

 

7. Select “Enter Punch 
You may add a comment before you enter your punch if you wish. 

 

 

 

 



8. Once you have entered your punch you will receive the 

following message – Select yes if you want to stay logged into PeopleSoft.  If you 

do not want to stay logged in select no then be sure to close your browser window to end 

the session.  Closing the browser will ensure that you are logged out of the NAU Central 

Authentication system and allow others to use the computer or device. 

 

Repeat the same process to Clock Out at the end of your shift 

 

 

 

 

 

 

 

 

 

 

 



How to view your Timesheet  

 

Log into LOUIE – Self-service and do the following steps 
Note:   when viewing the timesheet you will see exact clock in and out times but 
NAU uses the 7 minute rounding rule calculating the punch time at the nearest 
quarter of the hour. 

1. Select Time Reporting  

 

2. Select Timesheet 

 

3. If you have more than one job, select the job 

record/position timesheet you wish to view 

 



4. Review punches – if any missed a punch contact your 

supervisor to add missed in/out times appropriately 

 
 

 


