
PAYROLL DEPARTMENT
TIMECLOCK PLUS: HOW TO REQUEST TIME OFF



• Visit the Payroll Website or Click Here.

• Next, click on the TCP Web Clock tab as shown below.

https://www.bisd.us/departments/business-and-operations/payroll


• Select on Timeclock Plus Web Clock



• Enter your External ID

• For example: Your email is freeman@bisd.us

• Your External ID: freeman

• Next, select Log On To Dashboard

mailto:freeman@bisd.us


• Enter Your Password: the same password to login to 

your BISD Computer.

• Then, select Log On



• Select Requests



• Select the month. You can change the month by selecting 

and clicking on the arrows as shown below.



• Now that you have selected the month, select and double click on 

the date you wish to request 



• When you have selected the date, Add Employee 

Request should appear as shown below. 



• Enter the start time. Start time will be the starting time the 

employee will be out of the department/campus. 



• Enter the hours needed.

• Certified Employees (salary): 4 hours (1/2 day), 8 hours (full day)

• Classified Employees (hourly): 8 hours (full day) or select the number of 

hours which do no exceed 8 hours per day.



Day(s): Select the number of days (as needed)

Leave Code: Select the Leave Code. You can scroll down by placing the cursor in the 

box next to the leave code.

Description (Optional): This allows the employee the option make a note of the reason the 

employee is out. Example: Doctors appointment, illness, etc. 



• Here is an example of a completed request. After you have 

reviewed the information, select the save tab.



• After selecting save, the pending approval should 

appear as shown below.



• Pending requests will appear in Blue (as shown below).

• Approved requests will appear in Green (as shown below).

• Denied requests will appear in Red (as shown below).


