
Step #1: Login: 

https://ankota.net/employee 

 

 

 

https://ankota.net/employee/login


Step #2: Close or Cancel any On Hold Punches 

Select the Scheduled Visits option from the Home Screen.  

 

 



Use this view to iidentify any open or incomplete punches (marked as “On Hold”). To close a punch, 
select the green REPORT DEPARTURE button. **NOTE: If you need to CANCEL a shift that is marked as “On Hold” 
because you inadvertently clocked in or out of a shift, please email payroll@gsil.org and provide your name, the Consumer’s 
name, the visit date you wish to cancel, and the reason why the shift needs to be cancelled. 

 

 

 

 

Use your mouse or touch screen to scroll up or down to adjust the times. When finished reporting your 
departure, select the reason for the missed punch, using the choices on the screen. When finished, click 
on the grey SUBMIT button.  

**NOTE: When the ARRIVAL time shown here actually reflects your DEPARTURE time for the Consumer’s visit, this means 
ANKOTA did not register a clock in for you, and you must close this punch, then create a new one to bridge it. To do this, change 
your departure time to one minute after the arrival time shown, then follow all steps below as usual to close the punch. You 
must then use the “ORIGINATING NEW PUNCH” instructions to create NEW PUNCH FOR THE SAME VISIT DATE, recording your in 
time as it should have happened, and the out time as one minute prior to the arrival time shown on the punch you closed using 
these steps.** 

 

mailto:payroll@gsil.org


After clicking SUBMIT, you will get a pop up confirming your arrival and departure time.  

Click OK to accept the punch.  

 

The screen will AUTOMATICALLY ADVANCE you to the area to report your tasks. Check off each task as 
indicated.  Click SAVE when finished.  

 



Complete the items under the “Report Departure” screen as indicated. NOTE: If the Consumer is not 
available at the time you are correcting a punch, and is unable to sign, enter “NA” under the Client 
section. Click SUBMIT again to finalize the correction.  

 

 

If all corrections have been accepted, you will see the screen shot below. Click the “HOME” button to 
either repeat the above steps for any additional visits that remain open, or to review your time for the 
week. 

 



Step #3: Review Your Time 

From the main menu, select Calendar to review all punches for the week, and ensure your corrections 
have been accepted. 

 

 

 

 



All visits should now be in a “CLOSED” Status. If any remain “On Hold”, complete the instructions under 
“Step #2: Close or Cancel any On Hold Punches” again. 

 

If all of your visits listed are closed, but you notice that A VISIT IS MISSING (or if you need to correct an 
arrival time that you noticed when closing an earlier punch), follow the instructions titled “ORIGINATING 
A NEW PUNCH”.  

If all visits for the week are closed, and ALL OF YOUR VISITS FOR THE WEEK are recorded, 
congratulations! Your time card is ready for processing.  

 

 

 


