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TCP Manager Instructions

MANAGERS:

Verify Punches, Position Numbers, and Pay Codes
Each day you review the employee’s records and verify that the punches, and job codes are correct.
Make the necessary edits to correct the record.

¢ Verify daily punches.
Inform Employees of the Clock Procedures
Inform the employees of the procedures they need for punching their time at the clock.

¢ Punch the time clock daily for all the hours worked.
¢ Employees must correct their status when they punch into the wrong clock status (for example:
clocking out when they are supposed to be clocking in)

Employee hours totals to look for:

10 month 7 hour employees 70 hours per pay
12 month 7 hour employees 72.5 hours per pay
12 month 8 hour employees 80 hours per pay
5-hour employees 25 hours per week

*** 5-hour employees should
not work more than 29 hours
per week ***




> Approving Time

1. Loginto the managers portal: Enter your TCP log in, enter your TCP Password. Then, click

Log On or hit Enter.
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2. Onthe left-hand side of your dashboard, click Hours and then click Individual Hours
(group hours will also work but will display all employee's time segments on one page).
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3.

Each of your employees are listed on the left. You can view hours and click the check box under

the M column to sign off. NOTE: clicking the M will check all records with no exceptions or errors.
Then click Apply Changes to save your updates.
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> Approving Leave
Log into the manager's portal.
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2. From the Dashboard, click Tools, then click Requests, and finally, click Request Manager.
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3. Here you will view your request calendar.
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4. Right-click the Individual request and select leave decision.
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a. You can also click Lists to view all requests in a list format.
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5. The employee will be automatically notified in their dashboard and by email.



