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OutUne Of This document will cover the following subjects:

Content Approving Hours in View — Hours Tab
Approving Hours in Past/Future Periods

Approving Hours on the Dashboard Widget
Mass Approving Hours
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Lcp

Hour Approval | Approving Hours in View — Hours Tab

To approve hours, access the WebClock application
Enter Employee ID Number
Select Log On To Dashboard

On the left-hand side of the screen select the View option under the
menu bar

Proceed to click on the Hours tab
Here you will see your hours within the current period

Under the E column you can click on the empty box to approve the
hours for each segment throughout the period
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-
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Hour Approval | Approving Hours in Past/Future Periods

While viewing the hours in the Hours Tab you can navigate between past and future pay periods
To navigate to a previous period, select the Prev option under the Navigate Hours section
To navigate to a future period, select the Next option under the Navigate Hours section

Once at the desired pay period, under the E column you can click on the empty box to approve the
hours for each segment throughout the period

= cp’ | TimeClock Plus @ @

. O
View Hours
Navigate Period ]
< >
prev Next O

07/30-08/05
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Hour Approval | Approving Hours on Dashboard Widget

To approve hours in the Dashboard, access the WebClock application
Enter Employee ID Number
Select Log On To Dashboard

Once in the Dashboard, there will be a My Hours widget, displaying all posted hours within a
period

To approve hours within this widget, click on the empty box under the E column to approve the
hours for each segment throughout the period

B My Hours 20 El MyHours 20

(129:00) (129:00)
O 07/250700A-0400P  2-Support 9.00 07/2507:00A-0400P  2-Support 300
O 07/260700A-0400P  4-HumanResources  9:00 07/260700A-0400P  4-Human Resources  3:00
O 07/270700A-0400P 2-Support 9:00 07/2707:00A-0400P  2-Support %00
O 07/280700A-0300P 101 -Sick 8:00 07/280T:00A-0200P 101 -Sick 8:00
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Hour Approval | Mass Approving Hours

When Navigating in the View — Hours Tab the system does provide you the ability to mass approve
all provided hours with one click

This option does not work when approving hours on the dashboard widget
To mass approve all hours provided, simply click on the E button

Once you click the E button, the system will proceed to collectively approve all the provided hours.

‘ 5 @ LBer:gatllt'n Time In Time Out Hours  Shift Total Week Total  Job Code

Employee approval
m D EE a rﬂ?a r 60u 7/31/202308:00 AM  7/31/202312:00PM  4:00 2- Support
L 7/31/202301:00 PM  7/31/202305:00PM 400  8:00 2- Support
"} E res k r 60u 8/1/2023 08:00AM  8/1/202312:00PM  4:00 2-Support

¢

LE'ngth I. 8/1/202301:00PM  8/1/202305:00PM 400  8:00 2- Support
r 60u 8/2/2023 08:00 AM  8/2/202312:00PM 400 2- Support
L 8/2/202301:00PM  8/2/202305:00PM 400 800 2-Support
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Outune Of This document will cover the following subjects:

COﬂtent Time Off Request
Navigate to the Time Off Request Screen

Submit Time Off Request

Reviewing Accruals Balance

© 2023 TimeClock Plus, LLC (TCP Software). All rights reserved. 2




Time Off Requests | Navigating to Requests

Access the TCP WebClock platform. icp” | TimeClock Plus'
Enter your Employee ID.
Click on Log on to Dashboard.

8/2/2023
Choose Requests from the main menu to 03:45:13 PM
navigate to the View Requests screen. o ’
=
= icp’ | TimeClock Plus TE— oo rnars (o) (et e o e Aewmrrom |

Break

E My Hours n My Accrual Is u Clock Operations
Accrus > Ace

,,,,,
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Time Off Requests | Submitting a Time Off Request

Create a Time off request by either clicking the green Add button or the + symbol on the

day you require.

= tcp’ | TimeClock Plus’

Test Employee Clocked out

10/4/2023 7:51:35 PM My Options @ Log Off

View Requests

Calendar List Leave Bids

Feedback

Status v I

Sun
» 0 entered 2
» B 0 entered ]
» 18 0 entered 16
» 22 0 entered 23
» 2 0 entered 30
5 0 entered [

=< =

Mon
0 entered

0 entered

0 entered

0of 5 used

0 entered

0 entered

Sub Assignment ¥ ] l FMLA~ ] Leave Calendar | Company Default 4

October 2023

2 2>

Tue
0 entered

0 entered

0 entered

0 entered

0 entered

0 entered

Wed
0 entered

0 entered

0 entered

0 entered

0 entered

0 entered

o

26

Thu
0 entered

0 entered

0 entered

0 entered

0 entered

0 entered

=

w

10

Fri
0 entered

0 entered

0 entered

0 of 0 used

0 entered

0 entered
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Sat
0 entered

0O entered

0 entered

0O entered

0 entered

0 entered
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Begin by initiating a time off
request, selecting either the
green Add button or the +
symbol on the specific day you
wish to request time off.

. Adjust the request information

asS necessary.

For multi-day requests, utilize

the day drop-down menu (taking

weekends into consideration).

Press the Save button to submit
your time off request.

Add Employee Request

Leave Calendar Company Default v

Templates

No records found

Accruals

Time Off Requests | Submitting a Time Off Request

F Feedback

Employee Jake Young [1]

Date requested  5/26/2023 &
Starttime 08:00aM @
Hours  8:00

Days 1

Leave Code [1001 - Vacation| v]
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Time Off Requests | Reviewing Accruals

To access your remaining accrual m  Dashboard
balances, you have two options:
Choose the Accruals option Add Employee Request
within the Add Employee L —— Hours
R t Enploye Mk eumg Schedules
equest screen. .
. . S —— Accruals
Alternatively, access it from the gl LB Messages
main menu by selecting View > B o ' Occurrences

ACC rua '.S. AL v Preferred Subs
(1001 - vaca FMLA Cases

Requests

Manage Time Sheet

Roster
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Time Off Requests | Reviewing Accruals

* You have the option to modify the Forecast date to view upcoming time off requests, ensuring that
there won't be any conflicts with your remaining hours when submitting new time-off requests.

Accruals
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Outline of
Content

This document will cover the following subjects:

Clock Operations
Clocking In

Leaving for Break

Return from Break

Clocking Out

7/28/2023

08:37:41 AM

Select Company  \Webinar 1 47

1D Number

o

‘ Leave On Break ‘ ‘

Return From

Break

Log On To Dashboard
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Clock Operations | Submitting a Clock In Operation

To Clock In, access the WebClock application
Enter your Employee ID Number
Select Clock In

Confirm the name is correct and select
Continue

If enabled, you will be prompted to select a
Job Code and then select Continue

The system will then present a Confirmation
screen to let you know that the clock
operation is successful. Select OK to
complete this clock operation

Select Company =~ Webinar 1 47

7/28/2023

08:37:41 AM

1D Number l |

Log On To Dashboard ‘
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Clock Operations | Leave On Break Operation

Enter Employee ID Number

Select Leave On Break

Confirm the name is correct and select 82093
Continue 08:37:41 AM
The system will then present a Confirmation seect Campary | webinar 1 47 v
screen to let you know that the clock onumer [ |

operation is successful. Select OK to m

complete this clock operation I ‘

Log On To Dashboard

Return From
Break
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Clock Operations | Return From Break Operation

Enter Employee ID Number
Select Return From Break

Confirm the name is correct and select
Continue

The system will then present a Confirmation
screen to let you know that the clock
operation is successful. Select OK to
complete this clock operation

7/28/2023

08:37:41 AM

v

Select Company =~ Webinar 1 47

1D Number l | l
_e=o |

Out
Return From
Break

‘ Log On To Dashboard

‘ Leave On Break
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Clock Operations | Submitting a Clock Out Operation

Enter Employee ID Number
Select Clock Out

Confirm the name is correct and select
Continue

The system will then present a confirmation
screen to let you know that the clock
operations is successful. Select OK to
complete this clock operation

7/28/2023

08:37:41 AM

Select Company =~ Webinar 1 47

1D Number l | l

‘ Log On To Dashboard
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Customer Support Portal:
TCP Support Portal
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Outune Of This document will cover the following subjects:

Content Missed Clock Out Operation
Missed Clock In Operation

Reference Material
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Clock Operations | Missed Clock Out Punch Operation

A Missed Clock Out punch occurs when an employee tries to clock in but didn't clock out from their
previous work segment.

Enter Employee ID and perform clock in operation as normal.
System will prompt you with a Missed Clock Out confirmation screen.

Select Continue to confirm missed out

Enter data related to your missed out punch and select Continue to confirm your time entry.

8/2/2023 02:59:25 PM Hello Test Employee ot 8/2/2023 03:05:27PM Hello Test Employee Notyou?

Missed Clock Out Time Entry (Missed Clock Out)

Datein  8/2/2023 02:21 PM

Your last punch was a clock in at

08/02/2023 02:21 PM.

e

Dateout 6/22023 g 02:45PM 0

Press continue to confirm a missed out punch, or choose another operation

B’—Ek Back Cancel
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Clock Operations | Missed Clock Out Punch Continued

After submitting your missed clock in data,
review the Summary (Missed Clock Out)
prompt to ensure the time entry is correct.

Once verified select Continue to submit the

missed punch and proceed with your clock
operation.

8/2/2023 03:08:45 PM

Hello Test Employee Not you?

Summary (Missed Clock Out)

Date in 08/02/2023 02:21 PM
Date out 08/02/2023 02:45 PM
Job Code Maintenance

Note Missed out

Press continue to finish clocking out and save this information
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Clock Operations | Missed Clock In Punch Operation

A Missed Clock In punch occurs when an employee tries to clock out but didn't clock in from their
previous work segment.

Enter Employee ID and perform clock out operation as normal.
System will prompt you with Missed In confirmation screen.

Select Continue to confirm missed clock in
Enter data related to your missed in punch and select Continue to confirm your time entry.

8/24/2023 11:35:33 AM
8/3/2023 01:42:52 PM Hello Test Employee ot your Hello Test Employee Not you?

Missed Clock In Time Entry (Missed Clock In)

Your last punch was a clock out at Datein | 82472023 |@ 1135AM @
08/03/2023 01:39 PM.
Dateout  8/24/2023 11:35 AM

o | J

Did you forget to clock in?

Press continue to confirm a missed in punch, or choose another operation

l Back | Back Cancel Continue
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Clock Operations | Missed Clock In Punch Continued

After submitting your missed clock in data,
review the Summary (Missed Clock In) prompt
to ensure the time entry is correct.

Once verified select Continue to submit the
missed punch and proceed with your clock
operation.

8/3/2023 01:43:27PM

Hello Test Employee Notyou?

Summary (Missed Clock In)

Date in << Scheduled Time >>

Job Code Maintenance

Press continue to finish clocking in and save this information
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