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1§ * Select on Timeclock Plus Web Clock
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TCP Web Clock

Forms

e (lick here to view instructions

e TimeClock Plus Missing Punch d

o Form Employee Manager Request
form

WebClock

TimeClock Plus Link for
Managers/Administrators:

TimeClock Plus Link for District Employees to clock
in and clock out:

Timeclock Plus Web Clock )

» This is for district employees to view their times and
utilize the clock to clock in and clock out. Employees
will have to use their user name and password. It will
be the same login and password you use for your
BISD computer.

o For example: Your email is jsmith@bisd.us
External ID: jsmith
Password: the same password to login to your BISD
Computer.
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Enter your External ID

For example: Your email is freeman(@bisd.us
Your External ID: freeman

Next, select Log On To Dashboard

lcp
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CHANGE JOB CODE
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Select the month. You can change the month by selecting
and clicking on the arrows as shown below.
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Now that you have selected the month, select and double click on
the date you wish to request
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When you have selected the date, Add Employee
Request should appear as shown below.

Add Employee Request

Employee DORA_A

Templates
Date requested ~ 8/15/2022

Mo records found Start time  08:00 AM

Leave Code | << NONE =>»

Description

Accruals Cancel




Enter the start time. Start time will be the starting time the
employee will be out of the department/campus.

Add Employee Request g

Employee DORA_A

Date requested  8/31/2021

No records found # Start time ‘ I :'

Hours 0:00

Templates

Days 1

Leave Code | «

Description ‘ \
Accruals Cancel




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.

Add Employee Request 7

Employee DORA_A

Templates
Date requested | 8/31/2021| @

No records found Starttime | 08:00 AM

ﬂ Hours | 24:00

Days 1

Leave Code | << NONE >>

Description
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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.

Add Employee Request

Employee DORA_A

Date requested 8/31/2021
No records found Starttime 08:00 AM B

Hours 8:00

Templates

Leave Code

Accruals Cancel




reviewed the information, select the save tab.

\\; * Here is an example of a completed request. After you have /

O

Add Employee Request Z

Employee DORA_A

Date requested  8/31/2021 @

Templates

No records found Starttime | 08:00 AM °

Hours  8:00
Days 1

Leave Code 2 - ILLNESS-LOCAL

Description | llinesq




After selecting save, the pending approval should

appear as shown below. Yy’
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Pending (1)

== == = ’ 08:00 AM 8:00

2- ILLNESS-LOCAL




Refresh

Approved (1)

0&:00 AM 1:00
3 - ILLMESS-5TATE

10

May 2021 >

Pending (1)

08:00 AM 8:00
2-ILLMESS-LOCAL




