TimeClock Plus - Employee TimeClock Guide
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Basic Screens In/Out
There are two screens when you first come to the time clock:

. TimeGlock Plus"

08:26:59 am

Enter ID Number 07:54:54 am

'-: @0\ Company: David Douglas School Distric
a8 Badge/ID Number:l

TimeClock Plus®

a better sense of time..

To clock in, you place/touch your badge to the sensor bar.
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It will then direct you to put your finger on the fingerprint reader

test employee

Place finger on reader

Cancel

After a couple of seconds, it will go to the next screen:

PR R e B b
e E=TN

Leave on Lunch

Change Job Code

Clock In: select this button when you start your day

Clock Out: select this button when you leave for the day

Leave On Break: select this button when you go to lunch

Return From Break: select this button when you come back from lunch
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When you Clock In or Clock Out the screen should say this:

Operation successful

Missed Punches

If you see this screen, you have a missed punch and you will need to fix your time. In this example,
the employee is returning from lunch at 1:00pm, but they forgot to clock out when they left at Noon:

Missed Clock Out

test emptuyee L
Your last punch was a clack m :aﬁ
02/01/2018 08:00 AM.

Enter missed out punch manuativ? ' i
Press continue to enter the missed out time, or choose ana .
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You will want to select Continue. And then on the next screen you will select edit.

Time Entry tM\csed i lock Out}

In the next screen, you will enter in the time you would have clocked out. (Note: this is not
necessarily when your shift SHOULD HAVE started or ended. The time should be when you walked
into your building, ready for work or out of your building, done with your work.). Select Ok

Enter the time on the
Date/Time Entrv keypad and you can

review it here prior to

2/1/2018 12:00 pm selecting OK

Cancel




It will take you back to this screen, where you will enter a note as to why you missed the punch.

Time Entry (Missed Clock Out)

lunch

| [1lelslalsfel7]alofo] |- ek
| v Lo lwlel [ Vv ol s [T
i

CAPS a“nn-. I v e | s “|‘||!|”| _i!}. |ii_“ .
g s i \ ___*."l!".mf'.".‘.ﬁf#’,’?,‘.l i
MEETIN I8 3 3 IC8 0 CN Y O O

Double check your entry and select Continue.
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Time Entry (Missed Clock Out)

Time out: 02/01/2018 12:00 pm m

Note: [forgot to clock out for lunch

N e
Cancel ( Continue )

There will be a confirmation screen and you will select continue and then you will see the Operation
Successful screen.

Summary (Missed Clock

~ testemployee
Date in: 02/01/2018 08:00 AM
Date out: 02/01/2018 12:00 PM |

Job Code: BUS DRIVER - REGULA
Press continue to finish clocking out and save this info
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Self Service

Another function of the time clock is the Self Service screen. To get to it, you place/touch your badge
to the sensor bar, place your finger on the fingerprint reader and then it will take you to this screen
again. Select Self Service:

Shows you your hours for
the week and you can

Shows you the
past 2 punches

approve your time

Last Punch Shows you your leave
accrual balances

Important Messages
messages :

that might T
be sent by Time sheet Requests
payroll or
manager

Where you can manage
This is not accessible at your leave requests and
this time view pending/approved
leave requests
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Multiple Positions and Job Code Changes

TimeClock Plus uses Job Codes for multiple positions. If you have more than one position you will be
able to select one position when you clock in. Place/touch your badge to the sensor bar, place your
finger on the fingerprint reader and then it will take you to this screen again. Select Clock In:

Change Job Code

You will then see this screen. Select the job code for what you are doing then select Continue and
then you will see the Operation Successful screen.

Select Job Code (Clock In)

Job Code | Description

21100 INSTRUCTIONAL ASSISTANT
55810 BUS CHAPERONE

57121 FOOD SERVICE CASHIER

Enable Grouping Cancel
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If you have more than one job code you will be able to change it after you Clock In. Place/touch your
badge to the sensor bar, place your finger on the fingerprint reader and then it will take you to this

FEPTEE e ns st iazl s oot St e

Return from Lunch

Change Job Code

Select the new job code for what you are doing then select Continue and then you will see the
Operation Successful screen.

Select Job Code

55810 BUS CHAPERONE
57121 FOOD SERVICE CASHIER

= Enabie Grouping Cancel l Continue '
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Operation successful

If you are not Clocked In then you will receive the following error message. You will need to Clock In
and select a job code before you can change job codes.

Select Operation
test employee

Clocked out at 09:00 AM
Friday February 2, 2018 11:4?‘?.:'3' a
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Requesting/Entering Leaves
e Online

e Time Clocks
e Mobile App

Online
On the computer, go to the David Douglas School District website: www.ddouglas.k12.or.us
e Hover the mouse over EMPLOYEES

e When the drop down menu appears, click on “Google Login”

| 'K Wome- Dwed Dowglea &t M

= | W Secuse | Witpewosddoiglas k]l Dorus

i Raps Exal [ D Dougles 50 [t Poyesli Web Pertal [ FeouaiCar [ PERS ¥ [ USEANK LL5: Bank SnglePe Timallock P AFEOE EMIS Sub Dsk M AFA w0 Caier]
5 L ¥ u | u g wl —

Zfoacn (Lgwees & Qannfied)

Cdri oo~ [ cTE11 #Tesir e mppd |

Farmernary Forsird Curramm

Errgmoyee Derefo

Fregeeuly Aseid HA Cuemion

hadbioe

MR St Docarmem s Form

Schiool Calend:

Bosn
Employment O

BEPAMLOAD

Larest fies for EMEis yems - i E Dravnct []i_il'.]:i_:‘.:i"li':
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http://www.ddouglas.k12.or.us/

On the next screen, enter your username and password and click Login

Active Directory Login

Enter your username.
Your Username is your

Firstname_

Lastname

Username

Password

Choose other method

Enter your email
password

Forgot my password

On the next screen, click the “Timeclock Plus Employee Log in” icon

;E HellolD - Application da: X Y & My Dnve - Google Drive X

&« C | @ Secure https://dashboard.ddouglas.k12.or.us/#/applications
® - -
Applications

Timeclock Plus

Gmail Google Drive

Employee Log in
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'E TimeClock Plus

= {6 | 8 Secure | https://rs10.tcplusondemand.com/app/webdock/#/Dashboard k<4

22 Apps B Home- David Doug E Email Login ‘ OR Savings Growth/ [ PERSlagln [§ FocwsCard [% Aflsc [§ US.Bank [ StateTax [ Federal Tawes €Y Fidelity ﬂ Timellock Plus.

Log OFf

» 4 hanee Pi
TimeClock Plus 12007 1197se AN i

{2} | VIEW  REQUESTS

The View and Requests are the
menu options to choose from.
The rest of the page is blank.
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' E TimeClock Plus

= {6 | # Secure | hitps://rs10.tcplusendemand.com/app/webdock/#/Fequests \‘.‘r|

3% Apps W Home-Dovid Doug: M) Emallogin [ OR Sovings Growth/ [ PERSlogln [ FocusCard [8 Aflac [§ US.Bank [Y StatcTax [Y Federsl Tares €3 Fdelity [l TimeClock Plus

a8 e
= locked inat 08/ L . .
TimeClock Plus BT AR A Change Pin
{2y Vvii#  REQUESTS
—————
VIEW REQUESTS -
Calendar List
Status Sub assignment FMLA
A
<< < October 2017 5 »>
Sun Man Tue Wed Thu Fri Sat
2 ¥ |2 4 4 i3 4|6 +12
»
g 5 + |10 FRRL] 412 & |23 + 14
»
15 + 19 + |20 + |20
»
22 4+ 25 & |22 4+
»
19 - 12 LS + 4
»
+ 9 |20 4|4z

To enter requests for Sick leave, Emergency, Personal Business and other leaves you can
either select the green [ +Add ] button at the top or the [ + ] sign on the calendar for the date
you are entering the requested leave. The next screen is where you will fill in the details.
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'E TimeClock Plus x

= {6 | & Secure | https://rs10.tcplusondemand.com/app/webdock/#/Fequests w| B

22 Apps B Home-David Doug E Email Login - OR Savings Growth/ [ PERSLlagln [§ FocusCard [% Aflsc [§ US.Bank [ StateTax [ Federal Tases €Y Fidelity Timellock Plus.

Check the date and verify
this is the correct date
you want to request
leave for.

Add Employee Request

/

& Employe==
emplates | . .
e ostereauesies (1071820 17 ) Start time is a default
sarcine 0800aM ) time and can be changed

Compassionate Leave

Hours 800
Emergency Leave

Days 1 v
Jury Duty g
Eereal Burtiness Leavecode | 2030 - ClassNgd Sick Leave, HOW many hours VOU Wi"

Diescription

N

schoel Ciosurs be gone or were gone

If your leave is longer than
1 day in a row, you will put
in the number of days you
will be gone and it will fill
in the consecutive days

Acrmuals

The leave code will autofill.
Make sure to select the
correct leave template to
the left of the window.

A description
must be entered.

Click Save and your request will send a notification to your supervisor, who will then approve
or deny leave. You can check on the status of your leave by either logging into the time clock
and looking at your request page or logging in online to the requests screen.
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Using the Time Clock

Swipe your badge or enter your number and then click on Self Service

Click on Requests

Self Service

Cancel
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This screen will show you approved, pending or denied requests. Note: these will only show for the time period
showing here. You are able to change the time period by clicking on Select and choosing the time period from
the drop down menu.

To add a request, you click Add.

View Requests

07/30/2017 - 09/30/2017 Show: v Approved #| Denied [¥] Pending

=
Date Submitted”[Notice Days | Request Date | Start Time ILevel 1 JJah Code [Desc
OR/14/2017 | 18 09/01/2017 07:30 AM 8.00 Pending 2080 - Classified Vacation

wil
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Check the date and verify this is
the correct date you want to
request leave for. To change the
date, you click on the first edit
button.

Add Employee Request

Templates

| << NONE >>
Compassionate Leave Name

| time and can be changed
mergency Leave Yate: 09/25/2017 m ey .
SISt by clicking on the 2" edit

FPersonal Business
School Closure Start time:  08:00 am m button.
'Sick Leave Full Day

Sick Leave Half Day Hours: 18:00
Unpaid Leave Days: [1 \
Leave Code: 2030 - Classifind Sick Leav
/ Description K

The leave code will autofill.
Make sure to select the
correct leave template to
the left of the window.

Start time is a default

How many hours you will
be gone or were gone

Cancel

If your leave is longer than
1 day in a row, you will put
in the number of days you
will be gone and it will fill
in the consecutive days

A description

must be entered.

Once you are finished, you will need to “hide” either the keyboard or number keypad to be able to click on Save. A
message will show, once you have saved, letting you know that your leave has been sent to your supervisor for review.

Note: If you do not have enough leave hours in your leave bank, it will not let you enter the leave request. Also, you

must take into consideration that your leave will not deduct from your leave bank until we close payroll for the
week/month.
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Using the Mobile App

Swipe up from the bottom and then select Requests

Clocked in 8/11/2022 10:32:23 am

My Hours (27.03)

Leave Requests (4)

My Accruals (5)

il

DASHBOARD

Messages
Requests

Notifications

Configuration
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Select the(® sign in the upper right-hand corner to add a request:
NOTE: The request screen only shows 1 week at a time. If you would like to view previous or future requests you will
need to select - or

< Add Employee Request |

_Templates Enter the following to complete a request:

Classified V- e Select your Template

e Enter the Date you are requesting
e Enterin the start time of your request

Date requested Start time e Enter the number of hours you are requesting
' B ) Pl ' e Enter the number of days you are requesting
08:00 am O (This field includes weekend dates)

e Enterin the leave code you are wanting to use
e Provide a description of why the leave is being
requested (please provide a detailed enough
description that there are no questions as to
why the leave is being taken). Example: Taking
care of sick child INSTEAD of stating just sick
Leave Code leave in the description.

{2030 - Classified Sick Leave

Description
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Verifying/Approving Time
e Online

e Time Clocks
e Mobile App

Online

On the computer, go to the David Douglas School District website: www.ddouglas.k12.or.us
e Hover the mouse over EMPLOYEES

e When the drop down menu appears, click on “Google Login”

| "I meme-Dwed Doaglaa - M
- 2 | & Secure | Ritpsd s ddoaglas kil Torus
T baes M Bead W Devd Dew

Oy Peyecli WabPoral [ Feom Cang

[ PeRSlsgl [ USEANK W LS BwekSnglebs I TmelockPus [P RESOS [ EMSSubDes 3R AFA < Caled

PEREMTT  STUDENTS  EMPLOYESS  COMMUNTY  SCHOOLEOARD.  OURDISTAICT  DEPSRTMENTS

CA A LseeRes b Can e

Dineocd=d [icceta emciayns aopti

Farmernary Forsird Curramm

Errgmoyee Devefo

Freguealy A MR Cuemian

Sy SEE S

Lynengy o
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http://www.ddouglas.k12.or.us/

On the next screen, enter your username and password and click Login

Active Directory Login

Enter your username.
Your Username is your

Firstname_

Lastname

Username

Password

Choose other method

Enter your email
password

Forgot my password

On the next screen, click the “Timeclock Plus Employee Log in” icon

;E HellolD - Application da: X Y & My Dnve - Google Drive X

&« C | @ Secure https://dashboard.ddouglas.k12.or.us/#/applications
® - -
Applications

Timeclock Plus

Gmail Google Drive

Employee Log in
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'E TimeClock Plus

= {6 | 8 Secure | https://rs10.tcplusondemand.com/app/webdock/#/Dashboard k<4

22 Apps B Home- David Doug E Email Login ‘ OR Savings Growth/ [ PERSlagln [§ FocwsCard [% Aflsc [§ US.Bank [ StateTax [ Federal Tawes €Y Fidelity ﬂ Timellock Plus.

g HaaE
TimeClock Plus S S Change Pin

{2} | VIEW  REQUESTS

The View and Requests are the
menu options to choose from.
The rest of the page is blank.
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« | # Secure | https//134939.tcplusondemand.com/sppwebciock /& \ViewHours w

! fpps W) Home-David Dous! M) Emaillogin [ CRSavings Grawth, [ PERSlogln [ &flsc [ USBank [ StsteTax [ FederslTawes €% Fdeliy [EJ TimsClockPlus S Mational BensfitSer [ Foous Card

g u Tracie Martin Lok Off
Clocked in 2t 07:30.AM
TimeClock Plus® Change Pin

L26/2018 05:08:51 AM

stPuncr Accruals  Messages
VIEW HOURS . . . . .
To view a prior week’s time, us the Navigate Period
Navigate Period to see previous (Prev) or the next week (Next) Bt Regulor OT1 072 Leave Total
; Dovmnload 3343 000 000 000 3363

01/23-01/28

Bresk Time in Actual Timein Time Out Actual Thne Out Hours shir Total Diay Tokal — Wieek Total Jobi Code

Length

! VII0IB04050M 348 800 s00 RKS
® - B vz oo ERK
" 300 300 B.00 52125 - ACCOUNTING CLERICS
-
L . [ 1/Z24/2018 0406 PM 305 8.00 a.00 ACCOUNTING
® B 125/I04E 1127 FM 4TS 473 COUNITING CLERK S

1/25/201804:20P 325 325 200 ACCOUNTING CLERKS

163 183 163 3363 32123 - ACCOUNTIMNG CLERK S

Click on View and then Hours. Your hours will show for one week at a time, with the default
setting showing the current week’s hours.

The ‘ column shows any exceptions for those time segments (missed punch, missing
break, etc).

i

The column is where the employee will check mark the boxes as they view and approve
their time, just as they would on their time card and sign.

Hobm,

The column is where notes can be read or added. Supervisors, secretaries and payroll
are able to add notes to a time segment and they can be viewed here. Also, employees are
able to add a note to a time segment to explain long hours, exceptions to their normal work
schedule, etc.

NOTE: There isn’t a save button when you check mark your time. It automatically saves the
check mark as you click on each box.
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Using the Time Clocks

Swipe your badge or enter your number and then click on Self Service

Click on Hours

Self Service

Messages
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This screen will show your hours for the current week. To view hours for a prior week, click on <Period. You will
not be able to see the full screen, but you can use the < Scroll or Scroll > buttons to move the screen left or right.

You can also use the scroll bar. To move the screen up and down, use the scroll bar on the right side of the
screen.

To approve your hours, touch the box for each time segment. This will add a check mark showing you have
viewed and approved your hours. NOTE: It takes a second or two for the check mark to appear.

Regular:32.63  OT1:0.00 OTZ 0.00 Leave:0.00  Total:32.63

Aprv INote | Brk ITm"E b ‘T%r'ne out || l_}nb Code —

| & | 1/22/2018 07:30 AM 1/22/2018 12:19 PM 52125 - ACCOUNTING CLERE =

B - —_——

¥ = [

v T 1/24/2018 07:30 AM 1124,'2018 12 27 PM 52125 ACCOUNT}NG CEER_—_
L 1/24/2018 12:57 PM 1/24/2018 04:00 PM 52125 - A'ffcé_t}m—m{;chem—{

silal ol

1/25/2018 07:45 AM 112’%{2018 12:30 PM 52125 - ACCOUNTING CLER _

f

| a

< Period | Period > < Scroll | Scroll >
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Using the Mobile App

Select hours on the bottom of the screen

Clocked in 8/11/2022 10:32:23 am

My Hours (27.03)

Leave Requests (4)

My Accruals (5)

@

DASHBOARD
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This screen shows only 1 week at a time. You will need to click on < or > in order to see prior or future weeks. As hours
are added for the week, you will have to scroll down to see more days. Your total hours for the week are shown at the
very top of the screen (See below).

In the example below, the Shift total on 7/18/22 shows 8 hours between the two time segments because the employee
correctly used the Lunch Out and Lunch In buttons on the time clock.

To approve your time, select the APPROVE button on the right-hand side of each time segment. It will show as
unapproved once you approve the segment.

View Hours

07/18 -07/24

0.00 0.00 8.00 40.00

B9 8/11/2022 07:00 AM
5 8/11/2022 08:30 AM

Job Code 52125 - ACCOUNTING CLERK 5

Actual time in 7/ 207:01 AM
Break length 30u Job Code 52125 - ACCOUNTING CLERK 5
Actual time in 8/11/2 7:01 AM

Actual time out 8/11/2022 08:24 AM

APPROVE
B3 7/18/2022 01:36 PM
B 7/18/2022 03:30 PM Shift total 1.50

e —

&

Job Code 52125 - ACCOUNTING CLERK 5

Actual time out 7/18 25 PM

Shift total 8.00
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If you want to add a note to a segment, go to the segment and select Notes and then select the + sign in the upper right-
hand corner. This will bring up another screen where a note can be added. Once you have entered the note, select ADD

to add the note to the segment.

£ 8/11/2022 07:00 AM

59 8/11/2022 08:30 AM )
View Notes

Job Code 52125 - ACCOUNTING CLERK 5
Actual time in 8/11/2022 07:01 AM

Actual time out 8/11/20220 1 AM

APPROVE

Shift total 1.50

.

10:23 & 5G. 90%m

CANCE  Add Work Segment Note ADD

Note
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