
Time Clock Instructions for Employees

● 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.

● Introduction to the TCP time clock

1. Device Security Camera



2. Badge Reader

3. Touchscreen Display

● 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’.



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).

_____________________________________________________________________

b. Then tap your Card as if you are clocking in/out. This opens the employee dashboard.

_____________________________________________________________________



c. From your Dashboard, press the correct clock status, and your status will be updated in TCP.

______________________________________________________________________________

d. You have now successfully updated your clock status.

● Requesting Leave

1. Log in 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).



______________________________________________________________________________

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

3. You will then be prompted to create your password. Use the recommended password

complexity on the right side of the box.



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

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



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.

7. Your Request is now on the calendar.



● Viewing your timecard

1. From your dashboard, click view and then click hours.

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.

________________________________________________________________________

● 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.

________________________________________________________________________

● 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.


