TimeClock Plus

EMPLOYEES TRAINING

Time('Blgck P!tus®




Biggest Changes

* Employees MUST verify their timecards weekly and Supervisors MUST
verify their employees leaves/timecards weekly. Verifying and Approving
MUST be completed by Tuesday at 12pm (Noon) for the previous week.

» Student Hourly/Non-Student Hourly Part- time will use TimeClock Plus to
clock his or her time. They MUST Clock- In and Clock- Out daily.

* Employees no longer have the capability to correct a late clock-in. This
must be done by your supervisor.




Using the WebClock

1. Access WebClock by selecting the TimeClock Plus icon in myCampus. Follow
prompts to continue logging-in using your A-State email address and password.

TimeClock Plus

2. You have now arrived at your Dashboard. From here, you can select Clock In or
Clock Out.
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Clocking In or Out Using WebClock

" g »
» After making your selection, you
will be on the Confirmation V2972019 120602P Hello
screen. You will see your name Confirmation (Clock I

and the current database time, as
well as buttons to Cancel or
Continue. If the name and time
are correct, click Continue.

* If you have more than one job
code, select the job code from
the list. (ONLY Student- Hourly or
Non-Student Hourly)

* Click Ok on the "Clock in/out
operation successful”" window.

Clock in operation successful




If you fail to clock, a
message will
appear the next
time you clock in or
out.

Read the
notification to see
if it is @ missed
Clock In or missed
Clock Out.

Click Continue.

Missed Clock In or Out

Hello

Hello




It will notify you
that your last punch
was either a clock
in or a clock out
and it will display
the date and time.

Select continue to
enter the missed in
or out time. You
can only correct the
time that is not
grayed.

Enter the correct
time and click
Continue.

Missed Clock In or Out

Date in: Is a missed Clock In and will allow for you to enter the correct time in and will not
be grayed out.

Hello

Date out: Is a missed Clock Out and will allow for you to enter the correct time out and will
not be grayed out.




Missed Clock In or Out

Once the correction has been made the following screen will appear with the
corrected information.

Hello

Datein 04/29/2019 12:45 PM
l it 04/29/2019 03:00 PM

t ol Graduate Assistant 9 Mo

Continue

Click Continue.




Using the Dashboard
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The Dashboard gives the employees the capability to do the following:
1. Clock in and out.

2. View hours, last punch, accruals, and messages.

3. Request time off/leave.




How to View Hours

The View Hours option allows you to view the hours worked in any given week.
This screen allows you to approve segments each week.

VIEW REQUESTS

Navigating the View Hours
WindOW: Hours LastPunch Accruals Messages FMLA Case

TimeClock Plus”

1. After |0gglng into WEbCIOCk, {0} CLOCKIN  CLOCK OUT  CHANGE JOB CODE  VIEW  REQUESTS

select View, and View Hours. B LostPunch | Accrsls | Messsges | FALACase
2. Select the appropriate week VIEW HOURS

with the Next and Prev

Mavigate Period

buttons. o b .
04/29-05/05 —— _ WEEK WORKED
Showing & records of &
A ¥ ¥ ¥ complime @& Timenm Time Out Hours ShiftTotsl WeekTotal  Job Code
All of the segments worked ° x x P prer—— oy pon pre—————
. . L X O X 472972019 1245PM  429/20190300PM 215 213 $I00RE000 - Graduate Assistant 7 Mo
durlng that Week can be seenin ® X X S/2/20190115PM  S//20190245PM 130 1:30 930054000 - Graduate Assistant § Mo
the grid below ® x [ x S/2/20190245PM  S/2/20190245PM 000  0:00 930054000 - Graduate Assistant § Mo
L] X O X V220190345PM  3/2/20190500PM  1:15 113 $30036000 - Graduate Assistant § Mo
® x X X )

V20190513 AM <« Clocked In»> oDa L2 319 $I0034000 - Graduate Assistant § Mo

ET@TE " Missed Punch/Edited




How to View Last Punch

The View Last Punch option allows you to view the last time you clocked in. After
selecting View Last Punch, you will be able to see the time of your last punch as
well as the job code assigned to it.

nuuil > LddL runn AMLLIuaid

LAST PUNCH (CLOCKED IN)

Clockedinat 5/3/201909:15 AM

JobCode 930056000 - Graduate Assistant 9 Mo




How to View Accruals

The View Accruals option allows you to view your leave accruals.

@ CLOCK IN CLOCK ouT CHANGE JOB CODE VIEW REQUESTS MANAGE TIME SHEET

Hours LastPunch Accruals Messages FMLACase

ACCRUALS

Select forecast date| p/3/2019 Update

Showing 6 records of 6

Accrual Bank Accrued Accrusl Forecast  Used Used Forecast  Expired ExpiredForecast  Remaining
Child Education Leave 8.0000 0.0000 00000 00000 0.0000 0.0000 8.0000
Comp Time 0.0000 0.0000 00000 00000 00000 00000 0.0000
Emergency Leave 0.0000 0.0000 00000 0.0000 00000 00000 0.0000
Sick 1077500 0.0000 00000 0.0000 00000 0.0000 107.7500
Suspense for Sick & Vaca 00000 0.0000 00000 00000 0.0000 0.0000 0.0000
Vacation 60.7800 0.0000 00000 00000 00000 00000 60.7800

Please be mindful that the balances that are listed are a pay period behind.

ST



A CLOCK IN

VIEW REQUESTS

Request Leave Using Computer

Click on Requests, calendar will appear.

Status

CLOCK ouUT BREAK CHANGE POSITION TITLE CHANGE COST CODE VIEW REQUESTS
February 2017
Sun Mon Tue Wed Thu Fri Sat
30 31 1 2 3 4

11




Request Leave Using Computer

1. Click Request. Click on the Add button or click the plus sign (+) on the
desired date of the request.

TR R T I

{0} CLOCK N CLOCK OUT  CHANGE JOB CODE  VIEW  REQUESTS  MANAGE TIME SHE

VIEWREQUESTS Add or plus sign will allow
e you to enter your request.
Satus FMEA




Request Leave Using Computer

Add Employee Request

Templates

No records found

Accruals

Employee John Doe [50383]

Date requested | [5/8/2019

Start time

-

Hours

Days 1

Leave Group

2. Select the Start time. This will
be the anchor time for the leave
time sheet. Enter in the length of
the leave request in the Hours
field. For example, if you want to
create a leave request from 8:00
AM to 5:00 PM, enter a start time
of 8:00 AM and amount of hours
as 8.

3. Select how many days are being
requested. By default, the request
will only be entered for the initial
date requested. To create
identical requests on subsequent
days, select the number from the
Days field.



Requesting Multiple Days Using Computer

Add Employee Request

Templates

Mo records found

Accruals

Employee

Date requested = 5/10/2019

Starttime | 08:00 AM

Hours  8:00

Days 3

Vacation| x ‘l

Leave Group

Cancel Save

If you are requesting consecutive
days off and the days are
Thursday, Friday, and Monday or
Friday, Monday, and Tuesday, you
will have to enter 2 requests.

IF NOT, it will include the
weekend days, Saturday and
Sunday.

Enter the number of days
of request.



Request Leave Using Computer

Add Employee Request ?
e o ~ Employes Kimberly Smith[10146150] 4. Select the app.roprlate Template
i Eetocation Lesve Daterequested | 8212019 [[ea) to be used for this time off request.
Comp Time Taken starttime | 000 AW [[€) Please note that any unspecified
_ _ vours (800 leave codes must be replaced with a
Education Release Time ours | o.

valid leave code before the segment
can be approved.

FMLA Maternity Days 1

FMLA Military Leave Group

FhAl & Sirks

5. Click Save.




Viewing Requested Leave Using Computer

VIEW REQUESTS
List
Stat .
February 2017
Sun Man Tue Wed Thu Fri

+ + +
+ + + + +
+ + + + +

The View Requests feature allows employees to enter time off requests.
Time off requests are used when employees want to request a certain
amount of time off for vacation, sick, or other reasons. These requests

can be made in any leave code the employee has access to and will
draw from relevant accrual banks.




Submitting Inclement Weather and Authorized Leave

**This function is ONLY available when INCLEMENT WEATHER or
AUTHORIZED LEAVE has been activated**

The Manage Time Sheet feature allows employees to enter a flat amount of leave
time (example: 8 hours) when inclement weather or authorized leave has been
activated.




Submitting Inclement Weather and Authorized Leave

1. Select Manage Time Sheet.

@ CLOCK IN  CLOCK OUT  CHANGE JOB CODE  VIEW  REQUESTS  MANAGE TIME SHEET
MANAGE TIME SHEET
)5/06/2019-05/12/2019 NavigatePeriod @5 eskends
i ‘ 5162019
05/06-05/12
Mon 05/06 0:00 Tue05/07 0:00 Wed 05/08 0:00 Thu05/0¢
 Add A




Submitting Inclement Weather and Authorized Leave

2. Click Add. Enter Start time for Authorized Leave or Inclement Weather. Enter
the number of leave hours. Select Approved.

{0} CLOCKIN  CLOCK OUT  CHANGE JOB CODE  VIEW  REQUESTS  MANAGE TIME SHEET

MANAGE TIME SHEET

)5/06/2019 - 05/12/2019 Navigate Period ¥ Duplay weeke

s [

Prey

05/06-05/12 Approve

Mon 05/06 3:00 Tue 05/07 0:00 Wed05/08 0:00 Thu05/09
B2l Acorove m m
Enter Start Time
C'." 00 .P"-'.E 1 00
13- Authorized Leave Number of hours




Submitting Inclement Weather and Authorized Leave

3. You can also select Edit to enter your information.

Edit Segment ?

Enter Start Time Segment Length: 3:00

Timein | [/6/2019 02:00 PM E

Hours | 3:00 ’ : Number of hours

JobCode 13 - Authorized Leave

Note ~ Select the type of leave.

l Ii!l..Al m




Submitting Inclement Weather and Authorized Leave

Once you have finished editing the time sheet entry, check to Approve box to
approve that day, or choose Approve Week to approve all entries for that week.

Then click Accept at the top of the screen to commit your changes.

Q CLOCK IN CLOCK OouT CHANGE JOB CODE VIEW REQUESTS MANAGE TIME SHEET

MANAGE TIME SHEET

05/06/2019 - 05/12/2019 Navigate Period N Dusplay weekends

562019
Accept

os06-05/12 [

Mon 05/06 3:00 Tue 05/07 8:00 Wed05/08 0:00 Thu05/0
Edit Cear Copy Edit Clear Copy
02:00 PM E 300 0800 AM E 800
13 - Authorized Leave 14 - Inclement Weather

ST



1. After logging into
WebClock, select View, and
View Hours.

2. Select the appropriate
week with the Next and
Prev buttons.

3. Find the segment you
want to approve and click
on the check mark in the [E]
column. If you want to
approve all the shifts on
screen, click on the [E]
column.

ST

Weekly Time Approval

CLOCK OUT

CHANGE JOB CODE

VIEW

CLOCK IN
VIEW HOURS
Navigate Period
<2
Prev  Next
D4/29 - 05/05
Showing 11 records of 11
A U ¥
® X M X
® X M X
® X M X
® X F X
L] X M X
® x M @ X
L] X M X
L] X M X
® X M X
® X M X
L] X M @ X

Download

Comp Time

@

Time In

4/29/201908:00 AM

4/29/201901:30 PM

4/30/2019108:00 AM

4/30/2019 0130 PM

5/1/2019 08:00 AM

5/1/2019 11:15 AM

5/1/2019 01:00 PM

5/2/2019 08:00 AM

5/2/2019 01:30 PM

5/3/2019 08:00 AM

5/3/2019 01:30 PM

Hours

Time Out

4/29/2019 12:30 PM
A4/29/2019 05:00 PM
4/30/2019 12:30 PM
4/30/2019 03:00 PM
5/1/2019 11:15 AM
<= Time sheet »»
5/1/201% 05:00 PM
5/2/2019 12:30 PM
5/2/2019 03:00 PM
5/3/201% 12:30 PM

5/3/2019 03:00 PM

REQUESTS
Last Punch
Hours  Shift Total
4:30 430
330 3:30
4:30 4:30
30 330
315 3:15
045 045
4:00 4:00
4:30 4:30
3:30 330
4:30 4:30
3:30 330

Accruals

Messages

Week Total

40:00

FMLA Case

Job Code

120939700 - Payraoll Technician
120939700 - Payroll Technician
120939700 - Payroll Technician
120939700 - Payroll Technician
120939700 - Payroll Technician
13 - Authorized Leave

120939700 - Payroll Technician
120939700 - Payroll Technician
120939700 - Payraoll Technician
120939700 - Payroll Technician

120939700 - Payroll Technician




‘@. CLOCK IN

Reviewing Time After Approved

You can review your timecard when leave has been approved to

ensure hours are correct.

CLOCK ouT

BREAK

CHANGE POSITION TITLE

CHANGE COST CODE

VIEW

REQUESTS

VIEW HOURS

Navigate period

<o

Prev  Mext

02/13-02/19

A

O oOooogog &

Download

Time In

2/13/2017 09:00 AM

2/14/2017 09:00 AM

2/15/2017 09:00 AM

2/16/2017 10:15 AM

2/16/2017 11:00 AM

2/17/2017 09:00 AM

Time Out

2/13/2017 05:00 PM

2/14/2017 05:00 PM

2/15/2017 05:00 PM

2/16/2017 10:30 AM

2/16/2017 12:00 PM

2/17/2017 05:00 PM

Hours

8:00

00

800

015

1:00

800

Shift Total

8:00

8:00

8:00

015

1:00

8:00

Week Total

3315

Position Title

7000 - Vacation

7000 - Vacation

7000 - Vacation

715 - Payroll Asst

715 - Payroll Asst

715 - Payroll Asst

Hours

- Business Office

- Business Office

- Business Office

Last Punch

Messages

Regular OT1 OT2 Led
33115 000 000 24

AT



Best Practices

* Use the Computer for requesting leave.
* Use the Computer for reviewing and verifying timecards.

* Please review your absences when requesting leave for accurate payroll
processing.

 Become familiar with the software so that it can be utilized to the best capacity.

* Do not share passwords, clock-in in your assigned area, do not abuse leave, do not
abuse working hours, do not overuse the ability to correct/revise punches.

* Any reports of suspicious abuse will be investigated.

* Once TimeClock Plus goes live, visit our website where we provide training videos,
presentations, and Handbooks.




TimeClock Plus

Questions?

Thankyou|

SATE

TlmeCIock PIus

a better of time.



