Clockify Documentation

1. You will receive an invite via your UR email.

& clockify

Join Clockify

michael.dickerson@richmond.edu invited you to track time using Clockify.

ACCEPT INVITE

CAKE.com Inc, 2100 Geng Road, Suite 210, Palo Alto, CA 94303, USA, +1-855-738-8741

Questions? Just reply to this email or use contact form

2. Afteryou “Accept Invite” you’ll be redirected to a webpage to create your account.

clockify Login

Michael Dickerson invites you to track time on the Carrico
Center

Sign Up

1 agree to CAKE.com Ter
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3. Afteryour initial login, you’ll be on the “Time Tracker” page.
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6.

Change the input type to “Manual” entry.
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Enter the task you worked on.
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Select the corresponding project.
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Install Clockify and track time anywhere.
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Carrico Center: Assistance to Disabled Veterans
Carrico Center: Estate Planning

Carrico Center: Eviction Diversion Program

Carrico Center: Eviction Docket Review Program

Carrico Center: Housing Law Program

Carrico Center: Immigration Assistance Project

Carrico Center: Medical Legal Partnership with VCU Health
Carrico Center: No-Fault Divorce Program

Carrico Center: Pro Bono Legislative/Policy Program
Carrico Center: Pro Se Mediation Project

Carrico Center: Public Schools Projects

Carrico Center: Street Law

Carrico Center: Trans Law Collaborative

Other: Law Related Service
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7. Enter the time you worked on the task.

UPGRADE

Carrico Center
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8. Selectthe appropriate date.
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9. After entering all pertinent details, click the “Add” button to record the entry.
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10. After a successful addition, your entry will be displayed with the details you provided.
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11.To record other tasks, repeat steps 1-10 above.

»”

12.To logout, click the icon with your initial shown at the top right of the page then click “Logout
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13. Please to email Michael Dickerson if you have any questions.

14. In addition to website time tracking, Clockify offers a variety of apps to use across your devices.

e Android
e Phone |iPad
e Mac

15. Tutorial Videos:
e How to track time in Clockify
e Tracking with browser extensions
e Tracking time oniOS
e Tracking time on Android
e Tracking time on the Mac desktop app



mailto:michael.dickerson@richmond.edu
https://play.google.com/store/apps/details?id=me.clockify.android&hl=en_US
https://apps.apple.com/us/app/clockify-time-tracker/id1304431926
https://apps.apple.com/us/app/clockify-desktop/id1364502317?mt=12
https://www.youtube.com/watch?v=c7CmPLydefE&t=1s
https://www.youtube.com/watch?v=_Fss9qPUaLI
https://www.youtube.com/watch?v=oNHOv0ZYsiY
https://www.youtube.com/watch?v=ZP8o_4PBgNA
https://www.youtube.com/watch?v=UhRlzPC5RCU

