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Time Clock Instructions for Employees
e Picture Sign-Off:

The first time you clock in, you must agree that the time clock snaps a picture when the
time clock is swiped. TCP requires pictures to be taken. You must click "accept" to

successfully clock-in. You will not be able to clock in until you select "accept." You will
only have to do this one time.
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1. Device Security Camera



2. Badge Reader
3. Touchscreen Display

e Swiping in and out
1. Tap your ID badge on the wifi mark (2) on the right side of the time clock.

2. Confirm the correct clocking function is performed. It is essential to confirm this is correct. When
clocking in, you must confirm the screen displays “Clock In operation successful” when clocking out,
you must confirm the screen displays “Clock out operation successful’.

Clock In operation successful




a. If you need to update your status in TCP. If an employee finds that the clocking operation is
opposite of the required clocking status. Example: an employee sees the dashboard display
clocked out when they are supposed to be clocking in, click the “Log On To Dashboard”
checkbox on the touchscreen display (3).
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b. Then tap your Card as if you are clocking in/out. This opens the employee dashboard.
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c. From your Dashboard, press the correct clock status, and your status will be updated in TCP.

John Smith

Clocked in

Tuesday June 20, 2

d. You have now successfully updated your clock status.

Clock In operation successful

e Requesting Leave
1. Login to your dashboard using your employee ID number. The badge number is the last four
digits on the back of your ID badge(picture below).

o

If lost please retumn to:

. Board of Education of Queen Anne’s County
202 Chesterfield Avenue



ticp’ | TimeClock Plus

8/1/2023

08:44:50 AM

Select Company  Queen Annes County Public 1

‘ Log On To Dashboard ‘

Badge Number

2. The first time you log in, leave the password blank and click Log On.

Employee Credentials

Password [ | l Forgot password?

3. You will then be prompted to create your password. Use the recommended password
complexity on the right side of the box.

Update Password

4 or more characters in length,
New Password l| 4 or more digits (0-9),

Re-Enter Password




4. From your dashboard, click Requests on the left side of your Homepage.

= CP" | TimeClock Plus’

Dashboard

View

Requests

5. Click the + (plus) icon on the date you would like to request time off.

View Requests

Calendar List
| Status v | | FMLA > | Leave Calendar Company Default v
+ Add | Refresh << < June 2023 >>
Sun Mon Tue
p 28 0 entered 29 0 entered 30 0 entered k1|
Memorial Day

» 4 0 entered 5 0 entered 6 0 entered 7
» 1 0 entered 12 0 entered 13 0 entered 14
p 18 0 entered 19 0 entered 20 0 entered 21
» 25 0 entered 26 0 entered + 27 0 entered 28
» 2 0 entered 3 0 entered + 4 0 entered 5

4th of July



6. Select Leave details. You must select FULL DAY or HALF DAY on the left and then select leave
code. Then click save, and your request will be sent for approval.

Add Employee Request (7] [ reedback |

Leave Calendar Company Default ~

employee | John Smith [1_234} 1

Daterequested 6/28/2023

<< NONE »»
Start time  08:00 AM

1/2 Day THr AM Hours

1/2 Day THr PM Days 1 v

Leave Code 10000 - ANNUAL LEAVE W
Full Day THr

Cancel Save

7. Your Request is now on the calendar.
View Requests

Calendar List

Leave Calendar Company Default v
Manage ¥ Refresh << < June 2023 > >

Sun Mon Tue Wed Thu
» 28 0 entered 29 0 entered 30 0 entered 31 0 entered 1 0 entered
Memorial Day
» 4 0 entered 5 0 entered 6 0 entered 7 1 entered 8 1 entered
p N 0 entered 12 0 entered 13 0 entered 14 0 entered 15 0 entered
5 8 0 entered 19 0 entered 20 0 entered 21 0 entered + 22 0 entered
» 25 Oentered 26 0 entered +| 27 0 entered + 28 1 entered + 29 1 entered
Pending (1)
08:00 AM 7:00

10000 - ANNUAL LEAVE

o] 2 0 entered 3 0 entered + 4 0 entered 5 0 entered + 6 0 entered

4th of July



e Viewing your timecard
1. From your dashboard, click view and then click hours.

Dashboard

+ Hours  eugfif—

* Last Punch
s Messages

FMLA Cases

Requests

2. Click The arrows to navigate to newer or older workweek records. Also, you can click
download to download a record of that week’s work hours.

View Hours (2] [ Feedback

Navigate Period
<> [ [ vownloaa~
Prev  Next

06/17 - 06/23

®5ek  peguiar  OTI  OT2 Leave Total
2508 000 000 000 2508

Showing 5 records of 5
A Noes @ LT:;: Time In Time Out Hours  Shift Total WeekTotal Job Code Labor Code
C 60u 6/19/2023 08:00 AM  6/19/202304:15PM  T7:15 715 5059-SYS ADMIN
€ 45U 6/20/20230800AM 6/20/20230145PM 500 500 5059- SYS ADMIN
C 6/20/2023 01:45PM  6/20/20230415PM  2:30 2:30 5059 - SYS ADMIN

€ 6 6/21/202308:15AM  6/21/20230415PM  7:00  7:00 5059 - S¥S ADMIN

C 6/22/2023 07:30AM << Clocked In>> 323 323 2508 5059-S¥S ADMIN

e Clocking into extra duty jobs and employees with multiple jobs.
TCP is completing employee cost centers, and we will update this section and redistribute it when it is
completed.

e Changing work locations.
If you are required to go to a different location for your primary job duties, you will need to clock out and
then immediately clock back in at the location you are transferring to. This replaces the ADP transfer
codes employees must enter when changing location. You will only clock out and back in at your
destination. By clicking the checkbox on the screen and swiping, you can bypass the 30-second lockout.



