TEXAS TECH UNIVERSITY

< TimeClock Plus

=]

fia, - Approver Basics

Le

il -
. Kyle Bell, Senior Analyst, Payroll & Tax Services
Yuren “Kurt” Diaz, Section Manager, Payroll & Tax Services



TimeClock Plus Approver Basics

What Is an approver responsible for?



What is an approver responsible for?

e Adding, editing and deleting time segments, when
necessary, based on departmental guidelines

e Correcting and approving missed punches
« Correcting conflicting segments
e Approving time

* Ensuring all of the above has been completed prior
to the payroll export deadline set forth by your
department
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Accessing TimeClock Plus

WebManager

Log in using your eraider credentials.

Browser recommendations:

- Firefox

- Chrome

- Internet Explorer 8 and above


https://timeclock.texastech.edu/manager30/
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Employee Data

Employee and position information can be viewed but not updated

T.%E“Timcﬂock
R web edition

File View Employee Period Tools {

information...

#  Quick add hours...
Enter time sheets..,
Missed punches...
Approval manager...

Messaging...

File  View Employee Period Tools  Configuration Help
QO BRF M o @@

Number First Last

Start Page

s g 2ohn @ouble click on an item in the IisD

22233344 King Richard or

e tht - Click Add Individual to create a new item
78901234 George parling

89012345 Tinker Bell

90123456 Robin Hood

122456789 Mickay Mouse

234567890 Minnie Mouse

245678901 Donald Duck

12 1 2 1 10 11



Employee Data

Basic employee information is located on the Info tab

alected: |jttle John (11122233)
Customn lobs

Parsonal Information

First:
Address 1:
Address Z:

City:

S5M:

E-Mail:

4 Phone:

Other Information

Hire date:
Termination:

Class:

Individual is suspended

Enable job costing for this individual

Motes

Last:

State:

Cell:

Department:
Export code:
Metwork Id:
Status:

Badge:

Photo

Misc Access
Zip:
Gender: -
-
-



Employee Data

Position and leave codes (if eligible) are located on the Jobs tab

Selected: Little John (11122233)

Info Custom Motes Photo Misc Access

Default Code Crescription Rate Clockable Earns Ovt Counts Ovt Cost Code Trackl
17 ORL-Crgan Donor Leave 0.00 None
18 PFTC-Educational Activities 0.00 MNone
15 RDOC-Red Cross Leave 0.00 None
20 RGH-Hours Worked 0.00 None
22 SCK-Sick Leave 0.00 None
23 SEL-Service Excellence Leave A 0.00 None
26 SLE-Sick Leawve Exception 0.00 None
27 SLP-Sick Leave Pool 0.00 MNone
28 VAC-Vacation Pay 0.00 None
259 VOT-Voting 0.00 None
30 RLT-Reserve Law Offcr Leave 0.00 MNone

19471700 Sr Specialist 14.18 Nonea



How to View Employee Hours

E Criteria

Standard Fields

Filter by individual's number to i
Filker by clazsification to i
Filter on default job ta -

-

Filter on departrnant

| Criteria | o Filter on individual's rmanager to incdude
Filter on ernployrment status

to

Filter on hire date to include fram

Filter on davs since hire to include from to

Exclude suzpended individuals uncheck these boxes to include terminated
Exclude terminated individuals and SUSpendEd emplﬂyees

Custorn Fields

Custorm field: | Mone v -
Custern field: | Mone v -
Custam field: | Maone A M

Ok | | Cancel | | Preview | | Load | | Save | |
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How to View Employee Hours

File View ! } Period Tools Configuration
- B8 Edit. 3 2
@ ‘N—S q: b P

Print information...

Edit hours...

A add hours...

Missed punches...

e v e e peom g we wa wmemin i e wgipm e g oo reew et

File View Employee Period Tools Configuration Help
=N i P
QO LB MR G >d @F e

Mumber First Last

Start Page

o . @ouble click on an item in the IisD
22233344 King Richard Or

Click Add Individual to create a new item

67850123 Captain Hook

78901234 George Darling

85012345 Tinker Bell

20123456 Robin Hood

123456785 Mickey Mouse i
234567850 Minnie Mouse

345678501 Donald Duck

1|2 1 2 1 10 of 11




How to View Employee Hours

Hours are displayed for weeks in an “open” status. Weeks
(Sunday - Saturday) remain “open” until the payroll export has
been processed for that pay period.

7
Number First Last Mame: Little John (11122233) Hours: 57 Hours 0 Mins
Edited B Time In Time Cut Pasition Hours Rate Total Week Total
E E 2/15/2016 09:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 8:00 0.00 £:00
Ii‘ E 2/16/2016 08:00 AM 2/16/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
22233344 King Richard
IE E 2/18/2016 01:00 PM 2/16/2016 05:00 PM 26866500 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
Se7E5012 Peter Pan
m E 2/17/2016 02:00 AM 2/17/2016 12:30 PM 26666600 - HSC Test Posn NON Ben Elig 4:30 0.00 4:30
E7850123 Captain Hook
E E 2/17/2016 01:20 PM 2/17/2016 05:00 PM 26666600 - HSC Test Posn NOM Ben Elig 2:30 0.00 2:30
78501234 George Darling
E E 2/18/2016 0O2:00 AM 2/18/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
859012345 Tinker Eell
Ii‘ E 2/18/2016 01:00 PM 2/18/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
590123456 Robin Hood 4
IE E 2/15/2016 08:00 AM 2/15/2016 12:00 PM 26866500 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
123456785 Mickey Mouse
m E 2/19/2016 01:00 PM 2/19%/ 2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00 400 00
234567850 Minnie Mouse
S — — [] [ 2/22/2016 08:00 AM 2/22/2016 01:00 PM 26666600 - HSC Test Posn NON Ben Elig 5:00 0.00 5:00
4230 /530 onala Ul
[¥l L 2/22/2016 02:00 PM 2/22/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 2:00 0.00 3:00
1|2 1 of 2 1 to 10 of 11 - -
m E 2/23/2016 02:00 AM 2/23/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig $:00 0.00 9:00 17:00




How to View Employee Hours

Hours in a “closed” week may be viewed by selecting the
History button and time period desired

= [ B

Number First Last Mame: Little John (11122233) Hours: 57 Hours 0 Mins
Edited B Time In Time Out Position Hours Rate Total Week Total
[ [C 2/15/2016 05:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 8:00 0.00 £:00
23233344 — ——— ] [ 2/16/2016 08:00 AM 2/16/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
. peter oo [¥] [ 2/16/2016 01:00 PM 2/16/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
cres0122 s e [¥] [ 2/17/2016 08:00 AM 2/17/2016 12:20 PM 26666600 - HSC Test Posn NON Ben Elig 4:20 0.00 4:30
— f— Darling [ [C 2/17/2016 01:30 PM 2/17/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 3:30 0.00 3:30
S —— - [¥] [C 2/18/2016 08:00 AM 2/18/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
- I — ) [ [ 2/18/2016 01:00 PM 2/18/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
S Micker T [¥] [C 2/15/2016 08:00 AM 2/15/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
R — Mrri; Mouee [¥] [ 2/15/2016 01:00 PM 2/15/2016 05:00 PM 26656500 - HSC Test Posn NOM Ben Elig 4:00 0.00 4:00 40:00
S — — [¥] [C 2/22/2016 08:00 AM 2/22/2016 01:00 PM 26666600 - HSC Test Posn NON Ben Elig 5:00 0.00 5:00
[ [ 2/22/2016 02:00 PM 2/22/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 3:00 0.00 3:00
12 Lers redmer [¥] [C 2/23/2016 08:00 AM 2/23/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 9:00 0.00 :00 17:00

Criteria Options shift History P



How to View Employee Hours

Each clock operation is rounded to the quarter hour, rounding
up at 8 minutes.

For example:
« Employee clocks in at 8:03
Time recorded for pay purposes is 8:00

« Employee clocks in at 8:09
Time recorded for pay purposes is 8:15

I Note Edited 6 Time In Actual In ’ Time Out Actual Out

L S |S | =

<
L < | | S | S| <

[

|1

10O (O] O

[C 7/28/2014 08:00 AM 7/28/2014 07:57 AM 7/28/2014 12:45 PM 7/28/2014 12:50 PM
[: 7/28/2014 01:45 PM 7/28/2014 01:47 PM 7/28/2014 05:00 PM 7/28/2014 05:02 PM
[ 7/29/2014 08:00 AM 7/29/2014 07:59 AM 7/29/2014 01:15 PM 7/29/2014 01:08 PM
[C 7/29/2014 02:15 PM 7/29/2014 02:08 PM 7/29/2014 05:00 PM 7/29/2014 05:03 PM
[C 7/30/2014 08:00 AM 7/20/2014 07:59 AM 7/30/2014 12:45 PM 7/30/2014 12:49 PM

[C 7/30/2014 01:45 PM 7/20/2014 01:47 PM 7/30/2014 05:00 PM 7/30/2014 05:01 PM



How to View Employee Hours

To view the “Actual” time clocked in, as well as rounded time, click
on the Options button

Bl Edit Hours Options

Display Settings
Display Farmats
Date Format: | Culture
Time Format: | Culture Fixed

Hour Format: | Company Default

Worked Hours
J'| Highlight shift segments that contain breaks

/| Display actual punch times in addition to rounded times

| Display actual punch times even when they are the same as rounded times

V| Ask for confirmation when deleting a shift from an individual
Y| Shade even rows in the list for clarity Shade Color:

Shade alternating date groups in the list

Combine rates and shift premiums in the list

Display position description in the list

Display total hours for each day

Display day of week for each time in/out

Warn if the segment being added/edited will exceed accrual balance
Show the user id of the user that granted approval

Include hours for clocked in segments in total hours

Show cost code description in list

Show Accrual and Schedule panels

Ok || Cancel |

Criteria @ Shift History



How to View Employee Hours

Various options and settings are available based on personal
preference

Name: Little John (11122233) Hours: 57 Hours 0 Mins
Edited B Time In Time Cut Position Hours Rate Total Week Total

m E 2/15/2016 0%9:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 8:00 0.00 8:00

[l E 2/16/2016 02:00 AM 2/16/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00

[ E 2/16/2016 01:00 PM 2/16/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00

m E 2/17/2016 02:00 AM 2/17/2016 12:20 PM 26666600 - HSC Test Posn NOMN Ben Elig 4:30 0.00 4:30

[¥] E 2/17/2016 01:30 PM 2/17/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 3:30 0.00 3:30

¥ E 2/18/2016 08:00 AM 2/18/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00

[l E 2/18/2016 01:00 PM 2/18/2016 05:00 PM 26666600 - HSC Test Posn MON Ben Elig 4:00 0.00 4:00

I [¥] E 2/15/2016 05:00 AM 2/1%/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
m E 2/15/2016 01:00 PM 2/1%/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00 40: 00

[¥] E 2/22/2016 08:00 AM 2/22/2016 01:00 PM 26666600 - HSC Test Posn NON Ben Elig 5:00 0.00 S5:00

m E 2/22/2016 02:00 PM 2/22/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 3:00 0.00 3:00
[l E 2/23/2016 08:00 AM 2/23/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig $:00 0.00 S:00 17:00

1

3

‘ Criteria Options , Shift History




How to View Employee Hours

Change Criteria to include terminated or suspended employees

= Criteria

Standard Fields

Filter by individual's number to -
Filter by classification to -
Filter on default job to -

-

Filter on departrent

| Criteria | o Filter on individual's manager to incude
Filter on employrment status

Filter on hire date to include fram to

Filter on davs zince hire ta include from e

Exclude suspended individuals uncheck these boxes to include terminated
Exclude terminated individuals and SuspendEd &mplﬂye&s

Custorn Fields

Custom field: | Mone A N
Custorn field: | MNone hd N
Custorn field: | None hd M

Ols | | Cancel | | Preyiew | | Load | | Save | |




How to View Employee Hours

iumbper FIrst Las

B Edit Hours Options

Display Settings

Display Formats

Date Format: |

Time Format: |

Hour Fermat: | C

Worked Hours

J/| Highlight shift segments that contain breaks
Display actual punch times in additicn to rounded times
Display actual punch times even when they are the same as rounded times
Ask for confirmation when deleting a shift frem an individual
Shade even rows in the list for clarity Shade Co
Shade alternating date groups in the list
Combine rates and shift premiums in the list

Dizplay position description in the list

Display total hours for each day

Display day of week for each time in/out
Warn if the segment being added/edited will exceed accrual balance

Show the user id of the user that granted approval

Include hours for ed in segments in total hours

cost code description in list

Accrual and Schedule panels ) Check to view accrual balances.

Ok Cancel




How to View Employee Hours

File View Employee Period Tools Configuration Launch Help

QO BRS MR Gy >»BLAFED @I

24553 Antonic Lun
ke " « || Name: Kyle Bell (818000)
362505 Scott Deck ) . ]
O M I Mote Edited B Time !
518551 Marianne Wilkes O LCivie
51905 ambry sherd ,
515054 mbry Shepher 0 C 11/16
524605 Kelle Hester
: M [ 1117
528548 Debbie Daowrdy 4
Jaff Deitiker
Orva Ledbetter
652475 Berrilyn Meurer
818599 Kyle Bell
1|2 1 3 1 10 25
Accrual Information Hire Date: 9/23/2011 Sched
" Remaining Accrual Usage Remaining [There is
Position N R
(Historical) Forecast Forecast (Orverall)
| H
22 - SCK-Sick Leave 148. 7300 00000 0.0000 148.7500
28 - VAC-Vacation Pay 124.0000 0.0000 0.0000 1240000 i
|
Criteria Options Shil
Company: Payrell. .. Uzer: Eyle Bell Labor coat: H/Z Current week: 1

Inactive in 4 minutes 57 seconds Copyright® 2010, Data Management Inc.

Accrual Information for
employees will be
displayed in the bottom
pane.

Accrual balances are
static and are updated
after each semi-monthly
payroll
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How to Add Employee Hours

Right click anywhere in the time segment section

Number First Last Mame: Little John (11122233) Hours: 57 Hours 0 Mins
e Edited B Time In Time Out Position Hours Rate Total Week Tof
il E 2/15/2016 0%:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 8:00 0.00 8:00
e King — [ E 2/16/2016 08:00 AM 2/16/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
TR - - il E 2/16/2016 01:00 PM 2/16/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
TEE — il E 2/17/2016 08:00 AM 2/17/2016 12:30 PM 26666600 - HSC Test Posn NON Ben Elig 4:30 0.00 4:30
Tee eriins [l E 2/17/2016 01:30 PM 2/17/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 3:30 0.00 3:30
o — Bell il E 2/18/2016 08:00 AM 2/18/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
Robin Hood M il E 2/18/2016 01:00 PM 2/18/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
I'\"i-':ke'?- H:::e 1 [¥ E 2/19/2016 08:00 AM 2/15/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
Minnie Mouse [ E 2/19/2016 01:00 PM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00 40:
Donald Duck [¥] E 2/22/2016 08:00 AM 2/22/2016 01:00 PM 26666600 - HSC Test Posn NON Ben Elig 5:00 0.00 5:00
il E 2/22/2016 02:00 PM 2/22/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 3:00 0.00 3:00
— PR Eme e Aer il E 2/23/2016 08:00 AM 2/23/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 9:00 0.00 9:00 17:
A 3
s
Criteria Options
_ Company: TEST User: Superwvisor Labor cost: N/R Current wi DBS: CORRADD. .. DB: TIMECLO.. -
Inactive in 1% minutes 51 seconds Copyright® 2010, Data Managemer 2/25/2016 09:59:55 AM

Approve All

Unapprove Al

22



How to Add Employee Hours

Segment Extra Custom

e r Sagment Hours
3 22014 i
Date In: [//23/201 Indnndual i dodoed

o Time sheet entry 77145

Missed m punch
Date Out: |7/29/2014 f Missed out punch

Tarmil Chuat:

Position: | 19334500 - 51 Specialist -
Punch In Location Information
aApplcation: TimeClock Manager
Enter amount of Trackl: Locatnom: TIU2B1767
Desonption: M
Enter amount of Trackz: Punch Out Location Information
Applcation; TimeClook Manager
Enter amount of Track3: Lo atom: TIUZB1767
Desonption: MN/A
Break Type < Mone > > ¥,
Mote
Ok Cancel

When manually
adding time,
hours must be
entered in quarter
hour increments.



How to Add Employee Hours

Time sheet entry can be used to add the
total number of hours for an employee.

E Edit Segment

A When manually
| adding time,

hours must be
Punch I toction o entered in quarter
. hour increments.

nter amount of Track3:

Ereak Type:

Enter hours and
minutes. Not decimal
hours.

MNote:

Ex: 6:30 not 6.50
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How to Edit Employee Hours

Right click the time segment to be edited

7
Mumber First Last Mame: Little John (11122233) Hours: 57 Hours 0 Mins
= Edited B Time In Time Out Position Hours Rate Total Week Tod
1o 20 o0 AM L1520 Joiun LS - L les osm NUN 20 1g ool DDk Grou
IE 2/15/2016 0%:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test P MOM B Elig 8:00 0.00 8:00
216/ 2 100 AM 2/18/2 21 M 2 = C Test Posm MOM Ben Elig 4: : 3
e - - IE E"lE"DlS 08:00 AM 2/16/2016 12:00 PM 26666600 - HSC Test Py MOMN B Elig 4:00 0.00 4:00
Pt “1ng chard
[ LC 2/16/2016 Ri M 2016 05:00 PM 26666600 - HSC Test Posn MOM Ben Elig 4:00 0.00 4:00
- - £ S8 ight Click g
Se7E85012 Peter Pan
VR 20 H = ] m Elig 4: 8 3
— A e IE E 2717/ 2016 16 12:20 PM 26666600 - HSC Test Posn NON Ben Elig 4:30 0.00 4:320
67850123 Captain o0
i 2 ¥/ 1 Add segment.. NOM Ben Elig 2:20 0.00 3:30
78501234 George Darling
. — _ (] [ 2718/2016 08:00 AM 2/ MOMN Ben Elig 4:00 0.00 4:00
89012345 inker 2
S ok ; i 2/18/2016 01:00 PM 2/1 Edrt segment actual times... MOM Ben Elig 4:00 0.00 4:00
20123456 obin ood "
i - — I [ C 2/19/2016 08:00 AM 2/1 Delete segment(s)... MOMN Ben Elig 4:00 0.00 4:00
23456785 dickey Jdouse
[ 2/1%/2016 01:00 PM 2/1) Split segment.. MOM Ben Elig 4:00 0.00 4:00 40:1
234 S0 I I
234567850 dinnie douse
245678501 — — [v] C 2/22/2016 08:00 AM 2/2 Toggle break NON Ben Elig 5:00 0.00 5:00
[ [ 2/22/2016 02:00 PM 2/3 Add/Edit/View note... MOM Ben Elig 3:00 0.00 2:00
1|2 1 of 2 1 to 10 of 11 - )
1| [ 2/23/2016 02:00 AM 2/2 e  [fON Ben Elig 2:00 0.00 5:00 171
Unapprove 3
Approve All ]
Unapprove A 3
3 4 ]
Criteria Options Shi
View change history..
Frrman s TEAT TTamr- Sumarioianr T.aknr ~nat- M/R Furrant waalk- = - CORIADN DB- TIMECLO. ..




How to Edit Employee Hours

Segment Extra Custom

e r Sagment Hours
3 22014 i
Date In: [//23/201 Indnndual i dodoed

o Time sheet entry 77145

Missed m punch
Date Out: |7/29/2014 f Missed out punch

Tarmil Chuat:

Position: | 19334500 - 51 Specialist -
Punch In Location Information
aApplcation: TimeClock Manager
Enter amount of Trackl: Locatnom: TIU2B1767
Desonption: M
Enter amount of Trackz: Punch Out Location Information
Applcation; TimeClook Manager
Enter amount of Track3: Lo atom: TIUZB1767
Desonption: MN/A
Break Type < Mone > > ¥,
Mote
Ok Cancel

When manually
editing time,
hours must be
entered in quarter
hour increments.
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How to Delete Employee Hours

Right click the time segment to be deleted

Number First Last
King Richard
Peter Pan
67850123 Captain Hook
78901234 Darling
85012245 Eell
50123456 H
123456789 Micke Mouse
234567830 Minnie Mouse
345678501 Donald Duck
1|2 2, 1 10 11
3

Select Yes when prompted to permanently delete the record

Name: Little John (11122233)

<

Hours: 57 Hours 0 Mins

e Edited B Time In Time Out Pesition Hours Rate Total Week To
¥ [ 2/15/2016 09:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 8:00 0.00 8:00
o [ 2/16/2016 08:00 AM 2/16/2016 12:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
¥ LC 2/16/2016 01 £ 05:00 PM 26666600 - HSC Test Posn NON Ben Elig 4:00 0.00 4:00
Y] [ 2/17/2016 08: 6 12:30 PM - HSC Test Posn NON Ben Elig 4:30 0.00 4:30
[ L 2/17/2016 01:30 PM 24 NOM Ben Elig 0.00 3
i} [ 2/18/2016 08:00 AM 2/1 NON Ben Elig 4:00 0.00 4:00
i} [C 2/18/2016 01:00 PM 2/ NON Ben Elig 4:00 0.00 4:00
[ [ 2/13/2016 08:00 AM 2/1 NON Ben Elig 4:00 0.00 4:00
¥ [ 2/15/2016 01:00 PM 2/ Split segment... NON Ben Elig 4:00 0.00 4:00 40:1
[ L z/22/2016 08:00 AM 2/3 Toggle break NON Ben Elig 5:00 0.00 5:00
i} [ 2/22/2016 02:00 PM 2/2 v note.. NOM Ben Elig 3:00 0.00 2:00
¥ C 100 AM 2/  [iON Ben Elig 5:00 0.00 3:00 17:1
»
»
»
‘. 3
Criteria Options Shi
ETE—— ———— View change his — R —

Are you sure you want to delete the
selected records?

?Iﬂ
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Quick Add Hours

This feature is used to add identical time segments to multiple
employees simultaneously

File View Employee Period Tools Col
@ =1 [ Al5 Edit hours.. 14
=] {— ] -5 ‘

ENumber Approval manager...

i Messaging...



Quick Add Hours

Enter segment details and check the box next to each employee the
time is to be added to. Click Preview to review and Process to insert
the time segment into the employee records.

File View Employee Period Tools Configuration Launch Help
=y 4 ATh It RC iz =3 "
O LB F MY Gy @B L4E? @@
Include Number First Last f| Segment Extra Custom \
Date In: |2/25/2016 Segment Hours
n B it £ I al lacked
11122233 Little John ! 5 100
Time I 9:00 AM = Time sheet entry
22233344 King Rich Missed in punch
., — er Dat t: |2/25/20 B Missed out punch f -
67850123 Captain Hook Tim k1500 PM o)
01224 Ge Darling
9012345 Tink Bell o Defaul h
0123456 Rob Hood Rate
1224 85 Mick Mous:
- ! = Tracki: [0.00
4 S0 Minnie Mouse
Track 0.00
4 01 Donal Duck
4 01 s hite Track3: |0.0
v Break Type: -
t de: hd
Mote:
3
AutoSelect Criteria Preview P Process P
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Missed Punches

A missed punch is when an employee fails to clock
In or out. At the employee’s subsequent clock
operation a missed punch Is recorded.

Missed punches must be corrected and approved
prior to the payroll export or the employee will not
be paid. This can be done in Edit Hours or the
Missed punches utility.




Missed Punches

File View Employee Period Tools

Q| s8[

Print information...
=]
1)
A
Missed punches...
Approval manager...
Messaging...
E Unapproved %1
Number First Last Mame: First 60 Last 60 (60) Hours: 3 Hours O Mins
2 M I Note Edited B Time In Time Cut Position Hours Rate Tetal W
D E 8/17/2016 0%:00 AM 8/17/2016 12:00 PM 12345600 - TEST Default Position 2:00 10.00 2:00
31 First 51 Last 51
— A D 8/18/2016 01:00 PM 12345600 - TEST Default Pesition 0:00 10.00 0:00
32 irst 52 ast 52
O E 12245600 - TEST Default Position 0:00 10.00 0:00
33 First 53 Last 53
O E 8/15/2016 10:45 AM << Clocked In >> 12345600 - TEST Default Positicn 0:00 10.00 0:00
34 First 34 Last 54
55 First 55 Last 55
=11 First 5& Last 56
ar First 57 Last 57 4
58 First 58 Last 58
79 First 5% Last 59



Missed Punches

Edit the segment to record the correct time

E Unapproved -1

Number First Last Mame: First 60 Last 60 (60) Hours: 3 Hours 0 Mins
O M I Mote Edited B Time In igne Cut Paosition Hours Rate Total W

1 = Ap— D E B/17/20 7/2016 12:00 PM 123245600 - TEST Default Position 3:00 10.00 3:00
3 irst 3 ast 5
cit Lot [ | [ << Missed == 't Position 0:00 10,00 0O:00
52 irst 52 ast 52
I — | E 8/18/2016 02:30 PM F Position 0:00 10.00 O:00
33 irst 33 ast 53
- — e D E B8/19/2016 10:45 AM E Position 0:00 10,00 0:00
5 irst 5 ast 5 s,
55 First 55 Last 55
o6 First 5& Last 56
oF First 57 Last 57
! : i Toggle break
= First 58 Last 56 Add/Edit/View note..,
=9 First 3% Last 52
Approve ]
Unapprove [
2 3 5| 6|7 8 9 ) ¥ .
S ¢ [ Approwve All 2
& of 52 51 to 60 of 512 Unapprove A »
b View change history.. .




Missed Punches

See whether missed in or missed out punch is
checked.

 [f missed in punch, enter correct time In.
 |f missed out punch, enter correct time out

**Remember to enter times In increments of 15
minutes**



Missed Punches

B Edit Segment

Segment Extra

Date In:

Custom

8/18/2016

Time In:

Time sheet entry

¥ Mizzed in punch

Date Out:

Time Cut:

Position:

Rate:

Enter amount of Trackl:

Enter amount of Track2:

Enter amount of Track3:
Break Type:

Mote:

8/18/2016

1:00 BM

12345600 - TEST Default Position

< Mone >

3. Enter a note.

4. Click OK

Ol

1.

Individual is clocked in

Cancel

Missed in punch
checked

Segment Hours

0:00

2. Enter correct
Time In

Punch In Location Information
Application: Web Cloc
Locatiomn: 125.118.85.9

Description: M/ A

Punch Out Location Information
Application: Web Cloc|
Location: 125.118.B5.9

Description: NS A




Missed Punches

Corrected missed punches require a “missed punch approval”

‘ E Unapproved l =

Howrs: 1 Hours 45 Mins

Name: King Richard (222332344)

0 M I MNote Edited B Time In Time Out Actual Out Position
[ [ 2/23/2016 08:15 AM 2/23/TS16 08:08 23/2016 10: 00 AM 28888800 - HSC Test Posn Ben
[0 L[ 2/25/2016 05:15 AM 2/25/2016 09:20 AM << Clocked In == Add segment...

Edit segment..

Delete segmentis)...
Split segment..,
Teggle break
Add/Edit/View note...
Approve

Unapprove

Approve All

Unapprove A

View change history..




Missed Punches

Approved missed punches will be reflected in green

E

Name: King Richard (22233344) Hours: 1 Hours 45 Mins
0O M I MNote Edited B Time Inm Actual In Time Cut Actual Out Position
| E 2/23/2016 08:15 AM 2/23/2016 08:08 AG 23/2016 10:00 .-lri) 28888800 - HSC Test Posn Ben

O E 2/25/2016 09:15 AM 2/25/2016 0%:20 AM << Clocked In == 2E8E8BBE00D - HSC Test Posn Ben



Missed Punches

All missed punches can be viewed using the Missed
Punches utility. The advantage of using this utility is
that you can view missed punches for multiple
employees simultaneously.

File View ‘Empl yee ’ Period Tools
@ 2 Edit hours...

.J‘ Quick add hours..,

Ap; ! il ranager...

Messaging...
Enter start and end dates manually or
File  View  Employee  Period  Tools (o choose a default period and click’ Update
= (A AR .

Q3[4 m g [e f@aai = B ¢
s 6716/2013 [ Ends /2013 [ | Manual Ertry | Update |
nly display shifts that una ved mizzed punches E
rly display shifts that I amn autharized to approve E PPPPPPPPPP d




Missed Punches

MW A R A Al I LEWF D e QWaVIbMIY SO Pl WEy bW U awn G | SRW L SR IWTEE I3 9N

File View Employee Period Tools Configuration Help

Q B[R4 m 4T (e =% o

Start: [2/16/2016  |[EH| End: |2/25/2016 | [EH |Manual Entry * || Update

E Approved

L Only display shifts that contain unapproved missed punches

L Only display shifts that I am authorized to approve E Mot Approved
Id Name MNote Brk Time In Time Qut Position Cost Code Hours  Shift Hours
= 56785012 - Peter Pan
E 2/23/2016 08:15 AM << Missed »> 2BB8B8B00 - HSC Test Posn Ben Elig 0: 00 0:00
- E7890123 - Captain Hook
E 2/23/2016 08:15 AM << Missed > 2EEEEE00 - HSC Test Posn MOM Ben Elig 0: 00 0: 00
- E9012345 - Tinker Bell
E 2/23/2016 08:15 AM << Missed == 2EEEEE00 - HSC Test Posn MOM Ben Elig 0: 00 0: 00
- 123456789 - Mickey Mouse
E 2/23/2016 08:15 AM << - H5C Test Posn NOM Ben Elig 0: 00 0: 00

- 234567850 - Minnie Mouse

C 2/23/2016 08:15 AM <=

Missed =2

Criteria




Missed Punches

Missed punches can be approved through the utility.

QO BB MB E >rHLLAEHES @R O

Start: [8/14/2016  |[EH| End: |8/19/2016 |[EH] |TimeClock Week To Date v || Update

E Approved

Only display shifts that contain unapproved missed punches

L4 Only display shifts that 1 am authorized te approve E Mot Approved
E 8/18/2016 02:30 PM << Missed == 12345600 - TEST Default Positicn 0: 00 0:00 ~
- 58 - First 58 Last 58
E << Missed == 8/18/2016 01:00 PM 12345600 - TEST Default Position 0: 00 0:00
E 8/18/2016 02:30 PM << Missed == 12345600 - TEST Default Position 0: 00 0:00

Sl Highlight the segment(s) to
L << Missed>> it approve and click Approve In or
E W 2016 02:30 PM << Missed Approve out 0:00 0: 00

[ i 8/18/2016 0Z:00 AM i

E 8/18/2016 02:30 PM << Miszed ==

0: 00 0:00

[x:]
[y
[=:]

= &0 - First 60 Last &0

12345600 JTEST Default Position 0: 00 0:00

2 2 101 121 121

Criteria
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Conflicting Segments

A conflicting segment exists when time segments overlap.
These must be corrected prior to the payroll export to ensure
the employee is paid correctly for that time period.

Edited B Time In Time Out Position Hours Rate Total
v [ C )
8 s o )




Conflicting Segments

Run the Conflicting Segments Report to identify conflicting
segments

File View Employee Tools Configuration
: = & .
© =234

Approaching overtime...

P Schedule vs. Actual Employee position report...

= Schedule Requests Employee accrual rule report...

=" Accruals

----- Period Accrual Infermation
----- Accrual Usage Information
----- Future Cost of Accruals

=I" Miscellaneous h

""" Long Shift Report

""" Birthday Report

""" Anniversary Report

""" Scheduled Reviews

""" Recorded Absent and Tardy Information
""" Punch Location Report

""" Approval Report

{" Conflicting Segments Report ’
""" Break Totals Report

""" Time Coverage Report



Conflicting Segments

Change in Criteria to include terminated or suspended employees

E Criteria

Standard Fields

Filter by individual's number to A

Filter by classification to A

Filter on default job to A

Filter on departrnent A
| Criteria | o Filter on individual's manager to include

Filker on emplovrnent status

Filter on hire date to incude from to

Filker on daus zince hire to include from i2

Exclude suspended individuals uncheck these boxes to include terminated
Exclude terminated individuals and SuspendEd Emplﬂyees

Custorn Fields

Cuztomn field: | Mone ¥ T
Custorn field: | Mone ¥ T
Custorn field: | Mone ¥ T

(] | | Cancel | | Prewviaw | | Load | | Save | |
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Approval Levels

There are three approval levels available in TimeClock Plus:
 Employee
 Manager
e Other

Only the Manager approval is required. However the department
has the option to require additional approval levels.

The TCP administrator(s) within the department has the ability to
change approval levels required, at the employee level, at any time.




Approval Levels

To view approval level(s) required:

File View ! } Period Tools Configuration
=68 Edit... "2 %
@ C"S : b "

t information...

Edit hours...
#  Quick add hours...

Missed punches...

e e wm s I i T T B B B B

File View Employee Period Tools Configuration Help

@ ESL_IIKIQ @‘? e éir;()

Number Eirst Last Selected: Little John (11132233)
Info Custom Jobs Restrictions Scheduler Motes Photo
Misc Access

|| Approvals

King Richard #| Shifts must be approved by manager before closing the week or exporting
56785012 Peter Pan Shifts must be approved by employee before closing the week or exporting
67850123 Captain Hook Shifts must be approved by other befare closing the week or exporting
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How to Approve Time

Time can be approved from two places

web edition
Period Teols Configuration Launch Help

@ i.s . , £ dit 3 .;i : # l,-i




How to Approve Time

Approving time in Edit hours

Columns for each approval level are located in front of the time
segments. If the column is blank no approval has been completed.
File View Employee Period Tools Configuration  Help
QO 8RS MR [ <o @7
<

Number First Last Name: Little John (11122233) Hours: 57 Hours 0 Mins
O MI Iute Edited B Time In Actual In Time Qut Actual Out Position
B [ 2/15/2016 05:00 AM 2/15/2016 05:00 PM 2EEEEE00 - HSC Test Posn NOM
E E 2/16/2016 08:00 AM 2/16/2016 12:00 PM 26666600 - H5C Test Posn NON
King Richard
E E 2/16/2016 01:00 PM 2/16/2016 05:00 PM 26666600 - HS5C Test Posn NON
Peter Pan

0 [ 2/17/2016 08:00 AM 2/17/2016 12:30 PM 2EEEEE00 - HSC Test Posn NOM
67890123 Captain Hook

E E 2/17/2016 01:30 PM 2/17/2016 05:00 PM 26666600 - H5C Test Posn NOM
78501234 George Darling

m E 2/18/2016 02:00 AM 2/18/2016 12:00 PM 26666600 - HS5C Test Posn NON
85012345 Tinker Bell

[ [ 2/18/2016 01:00 PM 2/18/2016 05:00 PM 2EEEEE00 - HSC Test Posn NOM
50123456 Robin Hood

B [ 2/15/2016 08:00 AM 2/19/2016 12:00 PM 2EEEEE00 - HSC Test Posn NOM
123456789 Mickey Mouse

E E 2/15/2016 01: 00 PM 2/1%/2016 05:00 PM 26666600 - H5C Test Posn NON
234567850 Minnie Mouse
e i [ 2/22/2016 08:00 AM 2/22/2016 01:00 PM 2EEEEE00 - HSC Test Posn NOM
345678201 Donald Duck

E E 2/ 2016 02:00 PM 2 {2016 05:00 PM 26666600 - H5C Test Posn NON

1|2 1of 2 1to 10 of 11 - - -
E E 2/23/2016 08:00 AM 2/23/2016 08:07 AM 2/23/2016 05:00 PM 26666600 - HS5C Test Posn NON




How to Approve Time

Be sure to change in Criteria to include terminated or suspended
employees

E Criteria

Standard Fields

Filter by individual's number to -

Filter by classification to -

Filter on default job to -

Filter on departrnent -
| Criteria | it Filter on individual's manager to include

Filter on employment status

Filter on hire date to include fram to

Filter on days zince hire to include fram &

Exclude suspended individuals uncheck these boxes to include terminated
Exclude terminated individuals and SuspendEd Emplﬂyees

Custormn Fields

Custorn field: | MNone v -
Custorn field: | MNone v -
Custorn field: | MNone v -

Ol | | Cancel | ‘ Previaw | | Load | | Save | |




How to Approve Time

Approving time in Edit hours cont.

Right click the time segment to be approved, select Approve and the
level performing. You can approve all segments simultaneously by
choosing Approve All.

=

Name: Little John {(11122233) Hours: 57 Hours 0 Mins

O M I Mote Edited B Time In Time Cut Actual Out Position

[¥] [ 2/15/2016 09:

Right Click

26666600 - HSC Test Posn NON

Add segment...

¥l L[ 2/16/2016 08:00 AM o 26666600 - HSC Test Posn NON
Edit segment..

¥ L[ 2/i6/2016 01:00 PM g ZEEE6E00 - HSC Test Posn NON

0 [ 2/17/z016 08:00 AM JEEEEE00 - HSC Test Posn NON
Delete segment(s)...

[¥] E 2/17/2016 01:30 PM = 2EEEEE00 - HSC Test Posn NON
Split segment...

[ [ 2/18/z016 08:00 AM g JEEEEE00 - HSC Test Posn NON

0 [ z/18/2016 01:00 PM Toggle break 26666600 - HSC Test Posn NON

| A i AN A Nt

] [ 2/1%/2016 08:00 AM Add/Edit/View note.. 26666600 - HSC Test Posn NON

B [ 2/15/2016 01:00 PM ]

[ [ 2/22/2016 08:00 AM Unapprove [ ]

[] E 2/22/ 2016 02: 00 PM .'l'.|:|:|':-,-e All p | 26666600 - HSC Test Posn NON

(¥ [C 2/23/2016 08:00 AM 2/23/20 Unapprove A P | 26666600 - HSC Test Posn NON
View change history..




How to Approve Time

Approving time in Edit hours cont.

Once the approval is complete, a checkmark will be displayed in the
appropriate column

Mame: Little John (11122233) Hours: 57 Hours 0 Mins
ID M I hl:te Edited B Time In Actual In Time Cut Actual Out Positicn

W Ii‘ E 2/15/2016 05:00 AM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NOM
& [ 2/16/2016 08:00 AM 2/18/2016 12:00 PM 26666600 - HSC Test Posn NON

B [ 2/16/2016 01:00 PM 2/18/2016 05:00 PM 26666600 - HSC Test Posn NON

1 [ 2/17/2016 08:00 AM 2/17/2016 12:30 PM 26666600 - HSC Test Posn MOM

B [ 2/17/2016 01:30 PM 2/17/2016 05:00 PM 26EREE00 - HSC Test Posn NON

1 [ 2/18/2016 0B:00 AM 2/18/2016 12:00 PM 266EEE00 - HSC Test Posn NON

& L[ z/18/2016 01:00 PM 2/18/2016 05:00 PM 26EEEE00 - HSC Test Posn NON

B [ z/15/2016 08:00 AM 2/1%/2016 12:00 PM 266EEE00 - HSC Test Posn NON

Iil E 2/15/2016 01:00 PM 2/15/2016 05:00 PM 26666600 - HSC Test Posn NOM

Ii‘ E 2/22/2016 08:00 AM 2/22/2016 01:00 PM 26666600 - HSC Test Posn NOM

& [ 2/22/2016 02:00 PM 2/22/2016 05:00 PM 26666600 - HSC Test Posn NON

1 [ 2/23/2016 08:00 AM 2/23/2016 08:07 AM 2/23/2016 05:00 PM 26666600 - HSC Test Posn NON



How to Approve Time

Approving time in Edit hours cont.

If time needs to be edited after it has been approved, you will have to
unapprove the time segment before editing will be allowed. Don’t forget
to re-approve after the edit is completed.

Name: Little John (11122233)

O M1 MNote Edited B Time In Actual In Time Out Actual C

v W [ 2/15/2016 09:00 AM 2/15/2016 05:00 PM

Add segment...

2/16/2016 12:00 PM

SlsEnait 2/16/2016 05:00 PM

3/17/2016 12:30 PM
Delete segment(s)... 2/17/2016 05:00 PM
Split segment... 2/18/2016 12:00 PM
Toeggle break 2/18/2016 05:00 PM
Add/Edit/View note... 2/15/201& 12:00 PM

2/15/2016 05:00 PM

Approve b

ﬁ h ‘ Management

Approve All ] Individua

Unapprove & p B:07 AM 2/23/2016 05:00 PM

View change history..




How to Approve Time

Approving time in Approval Manager

An advantage of using Approval Manager is that you can view all employees
with unapproved time in one place

To identify approvals needed enter start and end dates
manually or choose a default period and click "Update"

Start: |2/16/2016 HH End:|2/29/2016  |[EH |Manual Entry * || Update & Unapproved missed punch

O M I HNote Edited Brk Time In Time Out Break Position Cost Code Rate Hours Shift Total Total

=

= 11122233 - Little John

[l E 2/16/2016 08:00 AM  2/16/2016 12:00 PM 2EEEE600 - HSC Test Posn MOM Ben Elig 0.00 4:00  4:00
[ C 2/1e/2016 01:00 PM  2/16/2016 05:00 PM 2EEE6600 - HSC Test Posn MOM Ben Elig 0.00 4:00 4:00
[¥l E 2/17/2016 08:00 AM  2/17/ 120 PM 26666600 - HSC Test Posn MOM Ben Elig .00 4:30 4:20
[ C 2/17/2016 01:30 PM  2/17/2016 05:00 PM 26666600 - HSC Test Posn MOM Ben Elig 0.00 2:20 32:30
¥ E 2/18/2016 08:00 AM  2/18/2016 12:00 PM 26666600 - HSC Test Posn MOM Ben Elig 0.00 4:00 4:00
[ E 2/18/2016 01:00 PM  2/18/2016 05:00 PM 26666600 - HSC Test Posn MOM Ben Elig 0.00 4:00 4:00
¥ E 2/1%/2016 08:00 AM  2/1%/2016 12:00 PM 26666600 - HSC Test Posn MOM Ben Elig 0.00 4:00 4:00
[l E 2/1%/2016 01:00 PM  2/1%/2016 05:00 PM 26666600 - HSC Test Posn MOM Ben Elig 0.00 4:00 4:00
[ E 2/22/2016 08:00 AM  2/22/2016 01:00 PM 26666600 - HSC Test Posn MOM Ben Elig 0.00 5:00 S5:00
[l E o0 PM 2/22/2016 05:00 PM 2EEEE600 - HSC Test Posn MOM Ben Elig 0.00 Z:00  Z:00




How to Approve Time

Approving time in Approval Manager cont.

Change in Criteria to include terminated or suspended employees

Drmak  PoBition [, Cio

Filbir an hire date o incdude fram te
ilbar & hire to indude from to
Exclude suspandad individuals uncheck these boxes to include terminated
Excude tarminsted individuals and suspended employees
U E T N T I uaT
rtorm Fialds
ita ald
Custor ald
St eld -

Ok Cancal Prévigw Load Save



How to Approve Time

Approving time in Approval Manager cont.

You have the option to approve all time displayed simultaneously or selected
individual segments

Start: |8/7/2016 | End: [8/19/2016 B | TimeClock Week To Date ~ || Update E Unapproved missed punch
O M 1 Mote Edited Brk Time In Time Out Break Pasition Cost Code Rate Hours Shift Total Total
= 11122233 - Little John
E] T 8/8/2016 08:00 AM
i
AL
“““““ 44 - King Richard
E 8/15/2016 02:30 PM << Clocked In >> 19259300 - TTU Test Posn Ben Elig 0.00 0:00 0:00 0:00
—
Appro
Corpany: TEST Oser: Supervispor Labor cost: N/E CORBADO . . LB: TIMECLO...
Inactive in 19 minutes 51 seconds Copyright® 2010,

8/15/2016 12:01:40 PM
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Period Reports

Multiple reports are available in TCP with the ability to change
various criteria, options and settings based upon your needs.

File  View Employee Tools  Configuration Launch Help

O B4 = N,

4/5/2013 [E |Manual Entry -

Approaching overtime...
Period Reports Saved Employee position report...

Employee accrual rule report...

""" Payroll Summary

""" Tracked Information Summary
""" Day Breakdown Report
""" Weekly Punch Report

""" Estirnated Wages Report
""" Supplemental Pay Report
""" Individual Job Report

""" Payroll Detail

""" Payroll Summary (v3.0)
""" Overtime Report

""" Missed Punches Report
""" Shift Mote Report

=I" Position Reports

b Daritimn Analberic Somaraan:

(Criteria || Options || Settingsm Frint




Period Reports

Breakdown of Reports by Section

Payroll — Reflect hours on an employee basis in either a detailed breakdown or summary.
Commonly used: Complete Payroll Report for managers and employees
Payroll Detail for export file reconciliation

Position Reports — Reflect hours on a position basis in either a detailed breakdown or summary.
This turns the focus to positions, allowing you to see how time is being spent in each code.

Period Reports — Reflect hours for the period.
Cost Code Reports — Reflect information based on Cost Codes, if used by the department
Accruals — Not beneficial as accrual time earned and taken is processed in Banner.

Miscellaneous — Various reports that may or may not be beneficial to our environment.
Commonly used: Punch Location Report for a report on where employees are clocking in/out
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Tools and Resources

F'e;_i::l o Er.r.nﬂguratl-un Laun.:h MOSt useful:

| & RS

| 5 :
Who's absent. - * Who’s Here — Monitor employee status
Cal fis such as who’s currently clocked in, on

break, not in, on leave, open punches

Heguest manager

View hour edit l0g...
@l Calculator. * View hour edit log — Shows every manual
(3 Calendsr.. edit performed on an employee segment

Launch O

Web knowledge base..

About ranager..,

Quick Reference Guide

Ilser Reference Guide




TimeClock Plus Approver Basics




Important Items to Remember

Employees will NOT be paid if:

« A missed punch has not been corrected and
approved prior to the payroll export

« A time segment has not been approved by the
payroll export

If an employee is not paid, the department must submit a
Manual Check Request to Payroll following normal guidelines.

Questions or issues should be addressed with your department
TCP administrator.



Questions
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