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Employee Operations Training

Employee Clock Operations

When performing clock operations, employees will enter your employee ID minus the leading E and zero(s)
and select the correct clock operation. Employees will perform the below clock operations as necessary.

Employees must clock in and out of TimeClock Plus in order to be paid for the hours worked. If you do not
clock in and out, YOU WILL NOT BE PAID, unless paid time off is entered.

It is the employee’s responsibility to clock in and out EVERY DAY, approve your clock actions DAILY, submit

time off requests, and communicate with the timeclock manager for questions or assistance with a mis-clock.

Clock In Operation
e Log On to Dashboard.

o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Clock In.

e Review the Confirmation pop up.

e Select Continue to finish the operation.

Employee Log On S Test Employee One Test Employee One.

Clocked out 6/13/2023 02:07:29 pm Clocked out 6/13/2023 02:07:41 pm
(oj\
N

\j Missed clock in? Missed clock in?

6/13/2023 02:07:12 pm

4 My Hours (54:22) >

Company Kansas City Public School District
1D Number,

B My Accnuals 3y >
Clock In

e (R )

QR Scanner Cancel Continue

4 @ 4 ©] | @ (e (©)

DASHEOARD
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Clock In Operation (Transportation Route)

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Clock In.

e Review the Confirmation pop up.

e Select the correct Transportation Route to finish the operation.

EmplayeeLog On & Test Employee One. Test Employee One < Select CDH Listing (Clock In)
Clocked out 6/13/2023 02:07:29 pm Clocked out 6/13/2023 02:07:41 pm
@
d Mis Missed clockin? 3300 - PRIMARY POSITION >
6/13/2023 02:07:12 pm 3632 - Extra Duty
4 My Hours (54:22) >
Company Kansas City Public School District 4000 - Transportation - Regular Route
1D Number
O My Aceruais (31 > 4001 - Trans. - Activities Route
Clock In 9999 - Extra Duty (Law Enforcement)
GEen Rem
Cancel Continue
9 & o 4 @ & © q o) & ®
: DASHBOATD i co ok DRsKEONRD HouRs Lt pUNCH o6 orr © rour T
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Clock In Operation (Law Enforcement — Extra Duty Only)

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Clock In.

e Review the Confirmation pop up and select Continue.

e Select Regular or Extra Duty Law Enforcement Code.

e Enter Permit Code.

e Select Continue to finish the operation.

Test Employee One Test Employee One < Select CDH Listing (Clock In) < Tracked Entry (Return From Lunch)

Clocked out 6/13/2023 02:07:29 pm Clocked out 6/13/2023 02:07:41 pm

Permit
_ e
Missed clock in? Missed clock in? 3300 - PRIMARY POSITION > o
Continue

3632 - Extra Duty

4 My Hours (54:22) >
4000 - Transportation - Regular Route

O My Accrusia 31 5 4001 - Trans. - Activities Route
Clock In 9999 - Extra Duty (Law Enforcement)
Confirmation (Clock In)
Cancel Continue
1 2 3
Asc oer
4 5
oH1 xL uno
7 8 9
rans Tov wxvz
0 &
<l @ = © < @ (e o €] @ 4 C]
. DasHROATD v as o oasheoarD R Lasr e " con " T
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Leave On Lunch Operation

This option will be used to leave on lunch or other short breaks during your normal workday. If you are
leaving for any reason other than lunch or short breaks under 30 minutes you will perform a clock out

operation instead.

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Leave On Lunch.

e Review the Confirmation pop up.

e Select Continue to finish the operation.

Test Employee One Test Employee One
Clocked in 6/13/2023 02:08:23 pm Clocked in 6/13/2023 02:09:25 pm

00 Leave OnLunch 00 teaveOnLunch

Missed clock out?

Change CDH Listing

Break

(Y Confirmation (Break) >
Cancel Continue
B My acciuas 19 >
g @ &4 ® 4 @ © ®
Lon o P v e cassmonr Houss ast PuGH
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Return From Lunch Operation

e Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Return From Lunch.

e Review the Confirmation pop up.

e Select Continue to finish the operation.

o Select the appropriate Position (CDH Listing).

Test Employee One
Test Employee One 7 Select CDH Listing (Clock In)
On Break 6/13/2023 02:09:40 pm On Break 6/13/2023 02:09:51 pm
.
D> Return From Lunc [> Retwm From Lunch 3300 - PRIMARY POSITION
- Missed clock in? 3632 - Extra Duty
Missed clock in?
4000 - Transportation - Regular Route
(48 My s (64:23) > 4001 - Trans. - Activities Route
Return From Lunch
Q Returning from a 0 minute Break 5 9999 - Extra Duty (Law Enforcement)
M
Cancel Continue
< @ & ] <) @ (4 ® <) @ &4
- N——— " Pach Loc oer oasHeoRRD. voun: Last v
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Return From Lunch Operation (Transportation Route)

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Return From Lunch.

e Review the Confirmation pop up.

e Select the correct Transportation Route to finish the operation.

Test Employee One
Test Employes e, < Select CDH Listing (Clock In)
On Break 61312023 02:09:40 pm On Break 6/13/2023 02:09:51 pm
.
> Return From Lunch [> Retwm From Lunch 3300 - PRIMARY POSITION >
" Missed clock in? 3632 - Extra Duty
Missed clock in?

4000 - Transportation - Regular Route

[ My Hours (54:23) > 4001 - Trans. - Activities Route

Return From Lunch
Q Returning from a 0 minute Break = 9999 - Extra Duty (Law Enforcement)
M
Cancel Continue
<] @ (4 ] €] @ & ® € @ & €]
asR0ARD b s Lo e oasHaoARD vous Last e v . v ;
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Return from Lunch Operation (Law Enforcement — Extra Duty Only)

e Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.
e Confirm your name is at the top in the middle of the screen.
e Select Return From Lunch.
e Review the Confirmation pop up.
o Select Continue.
e Select Primary Position or Extra Duty Law Enforcement Code.
o Enter Permit Code.
e Select Continue to finish the operation.
Test Employee One Tt EmploveaOne < Select CDH Listing (Clock In) € Tracked Entry (Return From Lunch)
Bl SRR o On reak T
00:00 00:00 pien

[> Return From Lunch

Missed clock in?

<]

[>  Retmn From Lunch

: e

[ My Hours (54:23) >

Return From Lunch
gw Returning from a 0 minute Break

Cancel Continue

3300

3632 -

4000 -

4001~

9999

- PRIMARY POSITION

Extra Duty

Transportation - Regular Route

Trans. - Activities Route

- Extra Duty (Law Enforcement)

1 2 3
4 5
oni It uno
8
0 &
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Clock Out Operation

Log On to Dashboard.

o Enter your ID Number — your employee ID minus the leading E and zero(s).

o Select Log On.

Confirm your name is at the top in the middle of the screen.

Select Clock Out.

Review the Confirmation pop up.

Select Continue to finish the operation.

©2023 TimeClock Plus, LLC (TCP Software)

Test Employee One

Clocked in 6/13/2023 02:08:23 pm

[0 ‘LeaveOnLunch

Missed clock out?

Change CDH Listing

Test Employee One

Clocked out 6/13/2023 02:10:52 pm

Missed clock in?
[ My Hours (54:23) >
B My Accruals (3) >
Clock Out

Confirmation (Missed Clock In}

Cancel Continue
< @ 4 C]
106 oFF DASHE0ARD Hous LAST UNCH

| www.tcpsoftware.com
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Missed Punch Operation

e Log On to Dashboard.

o Enter your ID Number — your employee ID minus the Test Employes e

Clocked out 6/13/2023 02:07:29 pm

leading E and zero(s).

o Select Log On. i
e Confirm your name is at the top in the middle of the screen.
e Selected Missed In/Out Operation.
e Review the Missed Punch Confirmation pop up.
e Enter details for the Missed Punch.
e Review the Operation Confirmation pop up.
e Select Continue.

e Continue the in/out operations mentioned in the steps above. % @

e Review the Missed Punch Summary Pop Up.

e Select Continue to finish the operation.

jfast Emplayes Ona Test Employee One < Select CDH Listing (Clock In} < ‘Summary (Missed Clock In)
Clocked out 6/13/2023 02:10:52 pm Clocked out 6/13/2023 02:11:02 pm
(O
[> ek ir \p{ Search
issesc eckin? Missed clockin? 3300 - PRIMARY POSITION > 3300 - PRIMARY POSITION >
3632 - Extra Duty 3632 - Extra Duty
4 My Hours (54:23) > (4 My Hours (54:23) >
4000 - Transportation - Regular Route 4000 - Transportation - Regular Route
O My Accruals (3) > g Clock Out 5 4001 - Trans. - Activities Route 4001-T Clock Out
Missed Clock In: Your last punch was a s {Missed Clock In
Clock Out ummary )
= clack out at: 9999 - Extra Duty (Law Enforcement) 9999 -
Confirmation (Missed Clock In) 06/13/2023 02:10 PM. Date in: 06/13/2023 02:10 PM
CDH Listing: PRIMARY POSITION
Enter missed in punch manually?
Cancel Continue
Cancel Continue Cancel Continue
4 @ & © 4 ) & ©) *1 @ i o 4 @ & o
r DASHBOARD " & » 66 OkF DASHECAAD o AST PUNEH ASHAON A 106 0FF ssHaceTD rouns AST PUNTH
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Change Routes - Transportation

This operation will be used for Bus Drivers and Aides to switch your route from a regular route to an activities
route. Only use this operation when clocking out of one route and clocking into the next at the same time. If
there is a break between routes, you will clock out of one route, then at the appropriate time, you will clock

into the other route.

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Select Change CDH Listing.

e Review the Confirmation pop up.

e Select Continue to finish the operation.

Test Employee One
Test Employee One 2§ Select CDH Listing (Clock In)
Clocked in 6/13/2023 02:08:23 pm Clocked in 6/13/2023 02:08:42 pm
_
[0 teaveOnLunch 3300 - PRIMARY POSITION 5 00 ‘eave OnLunch
3632 - Extra Duty
Missed clock out?
4000 - Transportation - Regular Route
4001 - Trans. - Activities Route
Change CDH Listing
9999 - Extra Duty (Law Enforcement) & ™ CnfEaion >
Cancel Continue
B My aciuas o >
a ® & ® € @ & ©] | @ (4] ©)
e 0ASHBOARD HOUR: o s & T LOG OFF DDASHBOARD HOURS LAST PUNCH
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Additional Employee Operations

Employees can also do additional operations from the dashboard such as view hours, submit time off

requests view messages, allocate comp time, and view last punch.

View Hours and Approve Time Daily

Employees must clock in and out of TimeClock Plus in order to be paid for the hours worked. If you do not
clock in and out, YOU WILL NOT BE PAID, unless paid time off is entered.

It is the employee’s responsibility to clock in and out EVERY DAY, approve your clock actions DAILY, submit

time off requests, and communicate with the timeclock manager for questions or assistance with a mis-clock.

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.
e Confirm your name is at the top in the middle of the screen.
e Select Hours on bottom menu.
e Once you have reviewed, click Approve to confirm the clock actions are accurate.
o On the desktop computer view, click the checkbox in the column with the header: E

e [f you need corrections — email your timeclock manager as soon as possible.

e Approvals should be completed DAILY for the previous day.

View Hours View Hours
< 06/04 - 06/10 > < 06/04 - 06/10 >
12:22 0:00 0:00 0:00 0:00 0:00 0:00 12:22 33:43 0:00 0:00 0:00 0:00 0:00 0:00 33:43
a 6/6/2023 07:00 AM @ 5:30 B 6/5/2023 09:00 AM ® 8:00
E 6/5/2023 12:30 PM a 6/5/2023 05:00 PM
CDH Listing 3300 - PRIMARY POSITION CDH Listing 3632 - Extra Duty
Break length 60u Extra Duty 06\05\001\2319\8033
£ 6/5/2023 01:30 PM © 3:30 Shift total 8:00
a 6/5/2023 05:00 PM
6/6/2023 08:00 AM 1:43
CDH Listing 3300 - PRIMARY POSITION a @
£ 6/6/2023 09:43 AM
Approved
CDH Listing 3632 - Extra Duty
e -
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Time Off Request Entry

Log On to Dashboard.

o Enter your ID Number — your employee ID minus the leading E and zero(s).

o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Swipe up on bottom menu.
e Select Requests.
e Select the Plus in the upper right corner to enter a request.

View Requests Y ® < Add Employee Request 8 < Add Employee Request g
< 06/11 - 06/17 > Leave Calendar Leave Calendar
Company Default Company Default
5 06/13/2023 ® Pending
© 08:00 AM 800
Date requested Start time. Date requested. Start time.
Le de 3470 - PERSONAL
secode s RO > 6/13/2023 6/13/2023 08:00 am
2 Edit
Hours Days Hours Days
1 08:00 1
Leave Code. Leave Code.
<< NONE >> 3470 - PERSONAL
Description Description
Personal Time
- oA
06 oF 2ASHBONRD ouR 4
B Accruals
D Messages
141 comp Time Allocation
® Requests
<] @ & O]
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| www.tcpsoftware.com


http://www.tcpsoftware.com/

14

Comp Time Allocation

Log On to Dashboard.
o Enter your ID Number — your employee ID minus the leading E and zero(s).
o Select Log On.

e Confirm your name is at the top in the middle of the screen.

e Swipe up on the bottom menu.

e Select Comp Time Allocation.

e To navigate weeks, select the arrows at the top.

e Allot the amount of comp time vs paid time you want in the week.

< Accruals
Select forecast date
6/13/2023
Comp Time Remaining 48
Accrusd Used pired
a8 o o
corual Forecast Jsed Forecast  Expired Forecost
o o
Ledger
Disability
Accrued Used
a8 0
T d Foreca Expired Forecast
o ] o
€ @ & (C] Ledger
Los orF 2ASHEOARD 10Uk LasT 20N
Personal
B Accruals Accrued Used Expired
a8 0 0
D Messages T Used Forecast  Expired Forecast
1+ 0 o
114 Comp Time Allocation
Ledger
@ Requests

©2023 TimeClock Plus, LLC (TCP Software) | www.tcpsoftware.com



http://www.tcpsoftware.com/

