TIME CLOCK - EMPLOYEE

Clocking In
1. Enter the employee number and select
Continue.
2. Confirm the name is correct and select
Continue.
Select Clock In.
4. If prompted, select a Job Code and select
Continue.

w

Clocking Out
1. Enter the employee number and select
Continue.
2. Confirm the name is correct and select
Continue.
3. Select Clock Out.

ENTER ONLY THE 6 DIGITS OF YOUR
EMPLOYEE NUMBER

Enter ID Number

Company: Pflugerville ISD 1

er sense of time.

ID/Badge Number: =
TimeClock Plus®

SELECT EITHER CLOCK IN OR CLOCK
ouT

Select Operation

KHALIL MACK
Clocked out at 02:08 PM
Monday February 10, 2020 2:17:20 pm

Clock In Clock Out

Change Job Code

SELECT CONTINUE TO CONFIRM THE
ACTION

KHALIL MACK

Mon Feb 10, 2:17:30 pm
Clocked out at 02:08 PM
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PLEASE MAKE SURE YOU RECEIVE THIS
MESSAGE IN ORDER TO ENSURE THE P
ACTION WAS COMPLETE

Viewing Hours and Approving Hours

Select Operation

1. Enter the employee number and select KA
Clocked out at 02:08 PM
Continue. Monday February 10, 2020 2:17:20 pm

2. Confirm the name is correct and select g
Continue.
3. Select Self Service and choose View Hours.

Clock Out

Change Job Code

FROM THIS SCREEN YOU CAN SELECT
SELF SERVICE TO VIEW YOUR WEEKLY
HOURS

SELECT HOURS TO VEIW TOTAL HOURS
FOR THE CURRENT WEEK

“
m

Cancel

02/10 - 02/16

Regular 0:137 pTl' 0:00 OT2:0:00 Leave: 0:00 Total: 0:13

Aprv | Note|Brk | Time in [Time out | Job Code [Hours [Break [w
2/10/2020 1:55 pm 2/10/2020 2:08 pm 1803 - PD - SERGEANT 0:13

THIS SCREEN WILL DISPLAY YOUR | 2/10/2020 2:17 pm 2/10/2020 2:17 pm 1803 - PD - SERGEANT  0:00
TOTAL HOURS WORKED FOR THE
CURRENT WEEK BY DAY
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02/17 - 02/23

ngulm;ls:3l OT1:0:00 0T2:0:00 : 0 1 15:
TO APPROVE YOUR HOURS WORKED FOR ooy re— i - ——
2/20/2020 9:00 am 2/20/2020 4:30 pm 1803 - PD - SERGEANT 730
THE WEEK PLEASE CHECK THE BOX (BY [ 2/21/20209.1)0am2!21/20205:00::1:033-:2~SS;:§;::: 87;;
2/22/2020 1 2/22/202 4 803 E
TAPPING ON IT) To THE LEFT OF THE /. 44 pm 2, 020 1:45 pm 1803 - PD - SERGEANT 0:01

SCREEN UNDER “APRV”

Missed Punches

Missed Clock Out

1. Enter the employee number and select

Continue.
] . KHALIL MACK
2. Confirm the name is correct and select Your 5t punch was & clock{n S
. 2/20/2020 09:00 AM.
Continue.

Enter missed out punch manually?

3. Select clock In or Clock out Press continue to enter the missed out time, or choose another operation

4. Error message will display on screen of last
successful entry

5. Select Continue

Cancel | Continue

Time Entry

then Edit and enter the missed punch time and

then select Continue

Time out: 02/20/2020 9:00 am

Cancel | Continue

Date/Time Entry

2/20/2020 9:00 am

> February 2020
Sun Mon Tue Wed Thu Fr Sat

4 5 6 7

11 |12 | 13| 14
19 pdl 21
26 27 | 28

Page 3 of 4

> *
/_/ _/Pflu erville
pff 17 F'|qr|am:l§D )




Time Entry

Time out: 02/20/2020 4:30 pm

Cancel | Continue

Summary (Missed Clock Out)

KHALIL MACK
Date in: 02/20/2020 09:00 AM
Date out: 02/20/2020 04:30 PM
Job Code: PD - SERGEANT
Press continue to finish clocking out and save this information

Cancel | Continue

PLEASE MAKE SURE THAT YOU
RECEIVE THIS MESSSAGE TO ENSURE
THAT THE ACTION COMPLETED WAS
SUCCESSFUL

Clock In operation successful
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