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TIMECLOCK PLUS V7 USER QUICK START GUIDE

Click on the link: https://299780.tcplusondemand.com/app/webclock/#/EmployeeLogOn/299780/1

Add Link to Desktop: Click on the three dots in top corner>More Tools>Create Shortcut
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TimeClock Plus®

OPERATING INSTRUCTIONS CLOCK IN / CLOCK OUT

Enter your Employee ID number in the ID Number section. Chose

option for CLOCKIN.

1/2/2020

10:22:46 AM

Select Company | Mavajo Preparatory School 1

D Mumber

LEAVE ON RETURN FROM
LUNCH LUNCH

CHANGE JOB CODE

LOG ON TO DASHBOARD

Confirm Successful Punch

E

11/11/2019 03:11:47 PM Hello Marco Polo

g

Confirmation (Clock In)
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Clock In Successful

m Clock In operation successful
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REVIEW AND APPROVE HOURS

Log On To Dashboard

Enter Employee ID number in ID Number Field, select Log On To Dashboard

1/2/2020

10:22:46 AM

Select Company | Navajo Preparatory School 1

m
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TIMECLOCK PLUS

TimeClock Plus, LLC. | 1 Time Clock Drive, San Angelo, TX 76904 | www.timeclockplus.com



http://www.timeclockplus.com/

TimeClock Plus®

View Hours: Select View>Hours

3) MarcoPolo Lozt
TimeClock Plus® Clocked inat 03:13 PM
11/11/2019 03:30:53 PM
‘@ CLOCK IN CLOCK ouT VIEW REQUESTS

Hours  LastPunch  Accruals Messages

VIEW HOURS
Navigate Period
Regular OT1 OT2 Leave Total
<> Download 1625 000 000 1600 1625
Prev et ‘

11/04-11/17

Showing 3 records of 3

A U Y Notes @ Timenm TimeOut Hours  ShiftTotal DayTotsl ~WeekTotal Primary Job
L4 4 11/4/2019 08:00 AM << Time sheet >> 8.00 8.00 8.00 8.00 4-Vacation
v It 11/11/2019 08:00 AM <« Time sheet > 8.00 8.00 4-Vacation

Approve Hours

At the end of each week, employees will approve their hours prior to payroll processing by checking the box in
column “E” ahead of each day’s time punches. By doing so you are acknowledging accuracy and approving

payment. This check mark m will nsider r electronic signature for timecar roval
Sina Yazzie . Job Code Filter Segment Filter
10/13/2019 tD 11412020 Open Weeks . Update
Startdate Stop date Period

showabsences g,
1

Showing 2 records of 2 Selected 0 records
-;‘ \M/ w!/ \c/ MNotes  Edited & Time In Time Out Hours  shift Total WeekTotal JobCode Rate  Substitute For
o Y 1/2/2020 09:00 AM 1/2/202005:00 PM 8:00 8:00 2088 - Salaried .00
[ ] Y 1/3/2020 09:00 AM 1/3/202005:00 PM &:00 &:00 16:00 2088 - Salaried 0.00

*Select the box to approve hours
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ADD SICK TIME OR VACATION TIME TO TIME CARD

Select REQUESTS on the Menu Bar

TimeClock Plus”

@y CLOCK IN CLOCK OuT VIEW REQUESTS

VIEW REQUESTS

BEN - << < November2019 > >>

Sun Mon Tue
z » 2
Approved (1)
08:00 M 8.00
vae
+ 1
Approved (1)
08:00 M 8.00
4 vacation
+ +
+ +
1 + 2 +

Select the Day for input (click on the + sign).

Add Employee Request

Wed Thu Fri
30 a1 1
6 7 e
+ + 1 +
+ + z +
+ + 2 + o
+ + 5 +

Feedback

Templates

No records found

Employee E|
Daterequested 11/14/2019

Start time E

Hours | 24:00 |
Days 1

Description

Send user notification
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*Employee will select number of hours and type of leave (See below for examples).

Add Employee Request

Templates Employee Marco Polo[1]

Daterequested | 11/14/2019
No records found
Starttime | 01:00 PM @

Hours | 4:00
Days | 1

Leave Code

Accruals

Add Employee Request

Templates Employee Marco Polo [1]
Date requested | 11/1412019

No records found
Starttime | 08:00 AM E

Hours | 8:00
Days | 1

Leave Code | 4 - Vacation

Accruals
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