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Getting Started with Zenefits TimeKeeper 
The Zenefits TimeKeeper App for iPad allows hourly employees to quickly and easily clock in and out in 

real-time.  Employees will be able to enter their time from any location where their employer has set up an 

iPad with the TimeKeeper App. 

How to Clock In and Out

1. From the main screen, tap the Tap to begin link.

2. Begin typing in your name into the search box. When it appears, tap your name.

3. If this is the first time you’re using the iPad TimeKeeper, you will need to verify your identity and 

create a PIN.  

4. To verify your identity the first time you use TimeKeeper, enter the last four digits of your Social 

Security Number.  

5. Enter a four digit PIN.  The PIN you create is the same one you will use every time you clock in and out 

on the iPad TimeKeeper, so be sure to remember it and do not share it with anybody.

6. Once you’ve created your PIN, you’ll be able to clock in.  In the future, you will simply need to type 

your name and enter your PIN in order to get started.
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7. To clock in, tap the Clock In icon and smile for the camera.  Every time you clock in, clock out, or take a 

meal break, the TimeKeeper App will take your photo.

8. Wait until you see the following screen to confirm that you are clocked in.  
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9. When you are done with your shift, simply return to the iPad TimeKeeper, type in your name, enter 

your PIN, and tap the Clock Out icon.

How to Record a Meal Break

1. From the main screen, tap the Tap to begin link.

2. Begin typing in your name into the search box. When it appears, tap your name.

3. Enter your four digit PIN.

4. Tap the Meal Break icon.  You will only be able to see the Meal Break icon when you are already 

clocked in for the day.  

5. When you return from your meal break, tap the Clock In icon.

How to Change Your PIN

1. From the main screen, tap the Tap to begin link.

2. Begin typing in your name into the search box. When it appears, tap your name.

3. Tap the Change PIN link at the bottom left of the screen that prompts you to enter your PIN.

4. Enter your current PIN.  If you cannot remember your current PIN, you will not be able to change your 

PIN.

5. When prompted, enter your new PIN.  You will be asked to enter your new PIN twice.  Going forward, 

you will need to enter your new PIN every time you clock in and out on the iPad TimeKeeper, so be 

sure to remember it and do not share it with anybody.
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Employee FAQs
1. Do I need to install TimeKeeper on my device in 

order to clock in and out?

No, employees should not install TimeKeeper on their 

own devices.  The company admin will install the app on 

one or more company-owned iPad devices.  From these 

iPads, employees will access the TimeKeeper app to 

clock in, clock out, and record meal breaks.  

2. Why can’t I find my name on the main screen?

If your name doesn’t appear, it means that you either have 

not been added to Time & Attendance, or your designated 

reporting method is not set to iPad TimeKeeper.  Reach 

out to your company admin for help.  

3. I’m getting an error message that says my 
Social Security Number doesn’t match Zenefits’ 
records.

The first time you use TimeKeeper to clock in, you’ll 

be prompted to enter the last four digits of your Social 

Security Number, in order to create a PIN.  When entering 

the last four digits of your Social Security Number, make 

sure you’re typing them in correctly.  If you continue to 

see an error message, reach out to your company admin 

for help.

4. Why is there no picture next to my name?

This is because you have not uploaded a photo of 

yourself in Zenefits.  You can do this in one of two ways: 

(1) through the Zenefits dashboard or (2) through the 

Zenefits People mobile app (available on iPhone and 

Android).  

Option 1: From Zenefits Dashboard

• Log into Zenefits

• Click View on the Personal Info card

• Click Upload Photo at the bottom of the page

• Select a file to upload

• Click Save

Option 2: From Zenefits People mobile app

• Open the Zenefits People mobile app

• Tap the icon at the top left of the screen

• Tap Update My Info

• Tap Next on the Phone Number screen

• Tap Next on the Email screen

• Tap Add Photo on the Photo screen

• Select whether you want to Take Photo with your 

phone, or Choose Existing

• Select your desired profile photo

• Tap Done

5. What if I can’t remember my PIN?

Notify your admin or your designated approver and ask 

them to reset your PIN, and to provide you with your new 

iPad TimeKeeper PIN.  Click here for information about 

how your admin or approver can reset your PIN.

6. Why can’t I log into the TimeKeeper iPad app?

Only the company admin and employees authorized 

with iPad TimeKeeper Permissions can log in to the 

TimeKeeper App. Once the admin logs in, employees 

can start using it to clock in, clock out, and record meal 

breaks.

https://help.zenefits.com/Zenefits_People_Mobile_App/Getting_Started_with_the_Zenefits_People_App
https://itunes.apple.com/us/app/zenefits-people/id1026354905?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.zenefits.android.apps.people
https://help.zenefits.com/?title=Time_and_Attendance/Time_%26_Attendance_for_Admins_and_Approvers/Resetting_Employee_PINs_for_TimeKeeper_App

