LINQ Timekeeper Employee Portal

timekeeper.asheville.k12.nc.us
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TimeKeeper Features

e Clock in/out (if job requires)
View/print time sheets and request clock in/out adjustments
View leave balances, earnings, and year to date deduction totals
View/print paycheck history and employee reimbursement check history
View/print W2s
Request changes for phone number and/or address




When logging into Timekeeper for the first time, enter your six-digit Employee

Number as both the Employee Number and the Employee PIN. If your Employee
Number begins with a zero, enter the last five digits of your Employee Number.
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You will then be prompted to change your PIN, as seen above. The PIN number
must be a 4-digit number that is not the same as your Employee number, and it
cannot start with a zero.



Once you have logged in you will see the clock in screen for your employee job(s).
To clock in, click on “Clock In” for the job you are performing and the site where
you are currently working. TimeKeeper will show the dates and times you last

clocked in for each job.

Lunch will be served

Tax Informalion l ate.

Clock In J Out
Time Sheet

Leawve Balance
Check History

Requesis (17) HOURLY 4HR/DAY 304 : Middle School

Date LastIn Last Out

9/6/2010 12:00 AM 03:00 AM

9/6/2010 12:00 AM  04:00 AM

To clock out of TimeKeeper, choose “Clock In/Out” under the Inquiries menu on
the left side of the screen. The clock out screen will again show the job site, and
the clock in time. Click on “Clock Out.” This screen will automatically pop up if
you have already clocked in for the day.

Date Last In Last Out

HOURLY BHR/DAY 180 : District Clock Out 9/7/2011 08:30 AM

SALARY OT 8/DAY 304 : Middle School 9/12/2010 07:15AM (4:16 PM




Select menu items from the left side of the portal to access other features of

TimeKeeper.

LastIn Last Out

9/6/2010 12:00 AM 03:00 AM

HOURLY 4HR/DAY 304 : Middia Schaol 9/6/2010 12:00 AM 04:00 AM

Date

Leave Balance
Check History
Requests (17)

CAFETERIA SUB 3HR 180 : District

Personal Information — View employee demographics and direct deposit

information.

Home Phone #:
Mobile Phone #:

Direct Deposit:

Bank Mame

Emergency Contact:

Wilmington Bank *****8369

.
1234 Market St

Apt 321
City /StatefZip: Wilmington NC 28403
Email: anderson@schoolmail.com

910-555-0123
910-456-0456

Andy Anderson Phone: 910-456-0789

Date of Birth: 6/11/1975

Primary Site: 302

Race: Hispanic or Latino
White

Account Number Account Type WValidated Type
Checking =

Pt fAmt
Checking 100.00




Tax Information — View current tax withholdings. To update this information,
YOU MUST COMPLETE NEW W4 AND/OR NC-4 FORM(S) and send them to the
Payroll Department at Central Office.

State - NC
Status: SINGLE Exemptions: Add-On: .00

Job / Leave Description Time In  Time Out Hours

| 5/28/2012 CUSTODIANS 12MONTH  12:00AM S:00AM  8.0000 (7]

Check all [7]
Tot. Unpaid Leave: [0] Tot. Paid Leave: [0] Total Hours: [8] Total Paid Hours: [8]

| Print Timesheets by Date Range ... |




Leave Balance — View available leave balances in real time.
REMINDER - leave is shown in HOURS.

Description Beginning Eamed Used Adjustment Balance Accrual Rate
Annual Leave 0.00 6.90 .00 0.00 6.90 1.15
Sick Leave 0.00 6.00 B.00 20.00 18.0:0 1.00

Earnings & Escrow — View earnings history.

LINO

Time Keeper

- Logou

t mpdoyen Profile

12,450.00 12,450.00

Eamings  12,450.00 0.00 12,450.00

Retirement o nheld 747.00 000  747.00

o Eamnings  11,258.00 0.00 11,258.00

Withheld  1.227.46 0.00 1,227.46

Thwen Sthont Eamnings 11,258.00 0.00 11,258.00
cxcr-brcrent R —— Vithheid 660.00 0.00  660.00
Eamings  12,450.00 0.00 12,450.00

:f:':w"‘"""“ Soc. Securlty o nheld 771.90 0.00 771.90
e Rop—— Eamings  12,450.00 0.00 12,450.00
Reaedurunmasty Withhedd 180.53 0.00 180.53
Print W2 Escrow W0 v 1,749.99 0.00 1,749.99




YTD Deductions — View year-to-date deductions.

Time Keeper
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Deduction

YD (Employer)

201K HARTFORD 400.00 0.00
201K LOAN REPAYMENT 200.00 0.00
ANNUTTY 0.00 0.00
DENTAL 45.00 0.00
Time Sheet NC SECU 600.00 0.00
Lesve Balnnce NC TAX GARNISHMENT 400.00 0.00

Earnings & Escrow
YD Deductions
Chock History

Check History — View paycheck history and print check copies.

EMPLOYEE NO. LOCATION RETIREMENT NO. UNIT NO. _VOUCHERDATE |
123 150 i 12345678 D201 1483
. BT S S
CAFETERIA 123, MULTIPLE HOURLY JOBS e AN 0.00
- D PAY DAYS HOURSOR | PERCENT '
CAFETERIA SUB 3HR 14 20 3200 100,00 M A2 00

Il-lﬂ.ﬂ.‘l" AHRTAY 8 o 401040 100,00 N X000




Employee Reimbursements — View reimbursement history and print check
copies.
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Print W2s — View/print current and historical W2 copies.

View 2021
2020
View 2019
2018

View 2017



