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User Guide

Time clock & scheduling for your team



For Managers & Owners

1. Create your company & sign in

Tap Get Started to create your company, or Sign In with your Company ID,
username, and PIN. New companies begin on a free trial. Billing is managed
on the web at app.ponchi.app.

2. Add your locations

Go to More > Locations > New Location and add each site where your team
works. Locations are what GPS and geofencing check against when
employees clock in.
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Sign In

Company ID

5-digit company code

Username

your username, lower case only

PIN

4~6 digit PIN ©

+ New Location



3. Add positions

Go to More > Positions > Add Position (Bar, Cleaning, Dining, Kitchen,

Monoger). Positions are used in scheduling and in your labor and payroll

reports. gy o ..
B Barsupport / W
C  Cleaning /
D  Dining area / W
K Kitchen /W
M  Manager s/ u

© B ® 2 O mn

o E quests More

4. Add your team

Open Employees > Add Employee. Enter each person’s name, position, and Q Search by nameror .,
role (Employee, Manager, or Admin). Long-press an employee to
deactivate or remove them.

Mary Brown

Employee (3
mary - Kitchen

Linda Davis
linda - No position

Abigail Miller p——
abigail - Kitchen

Employee 5

Jack Smith
admin0071 - No position

Admin 5

Jessica Wilson
jessica - No position

Employee (3

g-press an employee to deactivate or delete

O B B8 2 Q 8

Employees
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5. Choose how employees clock in it

< App Settings

Go to More > App Settings > Clock In / Out and pick a verification method:
Selfie Only, GPS + Geofence Only, or Both. You can also enable selfie on
clock-out and break tracking. o cockmron

CLOCK-IN VERIFICATION METHOD

©; Company Settings i Manager Permissions

@ Selfie Only
Employee takes a selfie photo

© GPS + Geofence Only
Must be within radius to clockin

@ @i+ ® Both Selfie & GPS

Selfie required AND must be in range

Selfie on Clock Out

«
Employee must take a photo when clocking out
= Breaks
Break Tracking «
Show Start/End Break buttons
" Scheduling
1]
as
More
I @] <

6. Set up Kiosk mode (optional)

Use More > Kiosk Station to turn one shared device into a clock-in station.
Employees tap a PIN to clock in, take breaks, and clock out. Exiting kiosk
mode needs an Admin PIN.

; My cafe

Welcome, Linda!
Bar

)

Clock In
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7. Build the schedule Ee

In Schedule, tap New Shift and choose the employee, position, day(s), and < s = Jun14) 2026 >
times — single or multiple days. Tap Post as Open for shifts employees can Week overview
claim. Al Schedule can suggest shifts for you. e WS e

9:00 AM
Abigail M.
500PM
9:00AM 9:00AM 9:00 AM|
Linda D.
500PM 5:00PM 500PM

9:00 AW|

MaryB.
5:00PM|

3 View Fullscreen

Monday, Jun 8 +Add

Abigail Miller
9:00 AM - 5:00 PM - Kitchen

@

O B & =2 Q 8

Schedule

8. Approve hours & requests

Requests shows time-off, swap, and availability requests to approve or etne )\ 88
deny. Clock Sessions lets you review clock-ins and add a missing one. Mary Brown Al
Approve hours before they reach payroll.

Submitted Jun 4,1:09 AM

2 @o

Abigail Miller Approved
Thu, Jun 11 - 9:00 AM - 5:00 PM
“Giving away shift"

nitted Jun 4, 1:08 AM

Abigail Miller Approved
Wed, Jun 3 - 9:00 AM - 5:00 PM

tted Jun 3,9:10 PM

Mary Brown Approved
Sun, Jun 7 - 9:00 AM - 5:00 PM

© Claiming Shift

o I 8 =2 Q &8

Requests

9. Run reports & export payroll ¢ Reponts

Open More > Reports. Switch between Hours, Payroll, Overtime, Attendance, Ouerie ) Attendance )\ Bt
By Position, Patterns and Edit Log; choose Daily/Weekly/Monthly/Custom. osy T

Tap Export Excel for a payroll-ready file.

$257.00
Total Gi y

Abigail Miller

Kitchen - $15/hr - 8 days $257.00
15.8%h 1.25h

Jack Smith

Cleaning - $0/hr - 10 days $0.00
26.22h 9.35h

Regular o1
Mary Brown $0.00

Kitchen - $0/hr - 4 days

O @ B =2 Q =0

More
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10. Message & recognize your team

Use Messages for chats and team announcements, and Recognition to give [ & svercsmiion | (0 sronymous recaact |
shout-outs (Team Player, Star Employee) or collect anonymous feedback.

& Team Player
Jessica Wilson recognized by Jack Smith

J ¢ Star Employee
Mary Brown recognized by Jack Smith
"Good work"

J© Star Employee
Abigail Miller recognized by Jack Smith

"Test"

1. Onboarding checklists & documents

Under More > Checklists, build onboarding lists (W-4, I-9, direct deposit,
handbook) and assign them to new hires. Uploaded files live under All i boaring ik =
Documents. s

12. Manage your subscription

Open More > My Account to see your plan, trial days left, and usage. To -
change billing, go to app.ponchi.app on a computer. Switch the app B artars
language between English and Espafiol here.

@© 9 days remaining in your free trial

Usage
Employees 5/25
—

Locations 0/00

@ Manage your subscription at
app.ponchi.app

¢ Refresh status

Language

=L

More

O @ B =2 Q =0
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For Employees

1.Signin
Enter the Company ID, username, and PIN your manager gave you. If your
workplace uses a shared tablet, just tap your PIN on the Kiosk screen.

Sign In

Company ID
5-digit company code
Username
your username, lower case only
PIN

4-6 digit PIN ©

2. Clock in & out

On the Clock screen, tap Clock In. You may be asked for a selfie and/or to T
be on-site (GPS). Tap Start Break for breaks and Clock Out at the end of Team e

your shift. 2 Team

)

Clock In

+ Selfie required
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3. See your schedule & hours Ee

My Schedule shows upcoming shifts and available shifts you can claim. My e
Hours shows your hours this week, this month, or last 30 days. 17.1h 0.0h

Total Hours e Break Time

Wed, Jun 3 5.00h
9 In 3:52 AM © out 8:52 AM

Wed, Jun 3 1.62h
910 11:05PM G 0wt 12:42 AM
Wed, Jun 3 0.02h

9 In12:43 AM > out 12:45 AM

Wed, Jun 3 1.25h
5 1n 2:05 AM G 0wt 3:21 AM

Wed, Jun 3 9.25h
910 3:21 AM > 0ut 12:36 PM

O 8 € 2 @ 3

MyHours

4. Time off & availability

Use My Availability to set when you can work, and Requests to ask for time
off or to swap, give away, or claim shifts. Your manager approves these.

Wed, Jun 24 APPROVED
£ Specific date - Not Available

Tue, Jun 9 APPROVED
5 Specific date - Not Available

Thu, Jun 11 APPROVED
£ Specific date - Not Available

Wed, Jun 10 DENIED
S Specific date - Not Available

Tuesday APPROVED
& Recurring - Not Available

Thursday DENIED
[ Recurring - Not Available

@ =

y H ts Me More

©
8
G
N
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