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Hours 
Individual Hours 
Individual Hours allows a User in TCP to manage employees time on an individual basis. 

 

Viewing Hours: 
o Navigate to the “Hours” > “Individual Hours” in the main menu pane. 

o Find and Select an Employee and you will be able to view their hours they have 

tracked in the selected date range. 

▪ To look at a specific date range, simply adjust the start and stop date, 

then clock update. 

▪ The hours will then come to view to only display anything that has been 

tracked by the employee in that date range. 
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Editing or Making Corrections to Hours: 
o Find the segment of time in the employee hours. 

o Select the segment to highlight in blue, either right click on the segment or select 

the “Manage” Drop down option above the hours.  

o Select the “Edit” Option 

 

o Follow the “Hours Wizard” to make any corrections you need. 
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Resolving a Missed Punch: 
o Missed Punches will be highlighted blue on the employee In or Out punch. 

Employees will correct their missed punches by entering the time they came in or 

left. 

 

o A Manager will review the time in Individual Hours and approve by selecting the 

segment that is a missed punch: 
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▪ Scroll up to the “Exception” Drop down. 

▪ Find the Missed Punch option in the drop down. 

▪ Move the radial option to “Approved” 

▪ Select Apply 

• The Missed punch will now turn green, indicating that the punch 

is approved by the manager. 

 

 

Clocking in an Employee: 
o Find the employee in the list. 

o Select the green “Add” button 
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o Inside the “Add Wizard”:  

▪ Select the box to the left that says “Individual is Clocked In”  

▪ Verify the Date and add the correct “Time In” 

▪ Select the correct Pay Type for the Individual 

▪ Save 
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Approving Hours: 
o Once you have reviewed your employees time and made any corrections that 

were needed, you can now approve the Employee time. 

o To approve, you can: 

▪ 1. Select each individual segment of time and check the “M” Checkbox. 

▪ 2. Select the “M” above all the segments to approve all at once. 

▪ 3. Select all segment, go to the “Exceptions” Drop down, and select the 

“Manager” radial option for “Approved” > Scroll down and hit “Apply”.  

• This method also approves the time all at once. 

 

Group Hours 
Group Hours allows a User in TCP to manage employees time on a group basis, seeing all their 
employees in a list. 

Viewing Hours: 
o Navigate to the “Hours” > “Group Hours” in the main menu pane. 
o The employees and their time will be viewable in the selected date range. 
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▪ To look at a specific date range, simply adjust the start and stop date, 
then clock update. 

▪ The hours will then come to view to only display anything that has been 
tracked by the employees in that date range. 
 

 
 
Editing or Making Corrections to Hours: 

o As you are scrolling through the list of employees and their hours, you may find 
segments of time in the employee hours that needs correction. 

o Select the segment to highlight in blue, either right click on the segment or select 
the “Manage” Drop down option above the hours.  
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o Select the “Edit” Option 
o Follow the “Hours Wizard” to make any corrections you need. 

 
 
Resolving a Missed Punch: 

o Missed Punches will be highlighted blue on the employee In or Out punch. 
Employees will correct their missed punches by entering the time they came in or 
left. 

o A Manager will review the time in Individual Hours and approve by selecting the 
segment that is a missed punch: 

▪ Scroll up to the “Exception” Drop down. 
▪ Find the Missed Punch option in the drop down. 
▪ Move the radial option to “Approved” 
▪ Select Apply 

• The Missed punch will now turn green, indicating that the punch 
is approved by the manager. 
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Clocking in an Employee: 

o Find the employee in the list. 
o Select the green “Add” button 

 

 
o Inside the “Add Wizard”:  

▪ Select the box to the left that says “Individual is Clocked In”  
▪ Verify the Date and add the correct “Time In” 
▪ Select the correct Pay Type for the Individual 
▪ Save 
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Approving Hours: 
o Once you have reviewed your employees time and made any corrections that 

were needed, you can now approve the Employee time. 
o To approve, you can: 

▪ 1. Select each individual segment of time and check the “M” Checkbox. 
▪ 2. Select the “M” below each employee’s name to approve all the time for 

a single employee at once. 
▪ 3. Select the “M” above all the segments to approve all at once. 
▪ 4. Select all segment, go to the “Exceptions” Drop down, and select the 

“Manager” radial option for “Approved” > Scroll down and hit “Apply”.  
• This method also approves the time page by page. 
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Schedules 
Viewing Employee Schedules 

 

Employee Schedules: 
Employee Schedules allows users to edit individual schedules, as well as override 

recurring schedules to meet the needs of the organization’s workforce. 

o Add a Shift to a day, by clicking the blue “Add” button and adding the start and 

end time of that shift and pay type. 
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Daily Schedules: 
The Daily Overall Schedule allows you to view the schedules of all employees working 

over the course of a single day. Users may not add segments in this section but may edit 

or delete them. 

o Navigate to Schedules > Daily. 

o Select a day to view by using the Prev and Next buttons or enter it using the 

date range picker to the right. 

▪ After selecting a date with hours, employee segments appear in the 

timeline. 

o Filter segments by Job Code, Employee, or Segment type by using the 

appropriate Filter button to draw out the information you want to see(if needed).  

 

Weekly Schedules: 
The Weekly Overall Schedule allows users to view the schedules of all employees 

working over the course of a single week. From here, users edit or delete schedule 

segments. 

o Navigate to Schedules > Weekly. 

o Select a week to view by using the Prev and Next buttons, or by using the date 

range picker to their right. 

▪ After selecting a date with hours, employee segments will appear in the 

timeline below.  
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o Filter segments by Job Code, Employee, Availability, or Segment type by using 

the respective Filter button to draw out the information you want to see(if 

needed). 

 

Assigning a new Schedule to an Employee: 
• Navigate to Employee > Employee Profiles. Select an employee from the list on the left-

hand side (shaded in gray) and click the “Hours” tab, and then expand 

the Schedules section. 
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• If a Schedule is already previously assigned, “Edit” the assigned schedule and enter a 

stop date. 

 

• Then click the green “Assign” button and enter the Start date for when the schedule 

takes effect. 
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• Click on the blue Assign button. 

• Select the radial button labeled Use recurring schedule, and then choose a recurring 

schedule to use from the drop-down menu. 

• Click the blue Assign button, and then click the blue Save button in the upper right 

corner to save the contents of the Hour tab. 

 

• To remove a recurring schedule: 

o To remove a recurring schedule from an employee profile, click the red – icon in 

the Unassign column. 
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Reports 
The Period Reports screen is where you can create, customize, print, and save reports on your 
employee hours. These reports can be customized to show information on select employees 
and can be printed and/or downloaded in HTML, PDF, or OpenXML formats. 

 

Period Reports 
• Navigate to Reports > Period Reports 

• Select a “Category” of from this list of Report Categories 

• Select the report you'd like to run that is available 

• Apply any desired Employee and Job Code Filters by clicking the respective buttons at 

the top of the screen. 

• Enter in the date range for the report, or select a pre-defined date range from the drop-

down. 

• Click “Preview” to see an example report and make sure that it includes all your criteria. 

• Click on the “Download” button to choose which output format you would like to 

download. TimeClock Plus® produces three types of output: 
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o HTML: The output is produced in a .html file that can be opened by a web 

browser. 

o PDF: The output is produced in a .pdf file that can be opened in Adobe reader or 

another program designed to read .pdf files. As the .pdf report is more difficult to 

edit than the other formats, many companies use this for producing reports to 

send out. 

o OpenXML: The report is produced in a .xml file that can be opened in Microsoft 

Excel or OpenOffice Calc. 

 

Scheduler Reports 
• Navigate to Reports > Scheduler Reports 
• Select a “Category” of from this list of Report Categories 
• Select the report you'd like to run that is available 
• Apply any desired Employee and Job Code Filters by clicking the respective buttons at 

the top of the screen. 
• Enter in the date range for the report, or select a pre-defined date range from the drop-

down. 
• Click “Preview” to see an example report and make sure that it includes all your criteria. 
• Click on the “Download” button to choose which output format you would like to 

download. TimeClock Plus® produces three types of output: 
o HTML: The output is produced in a .html file that can be opened by a web 

browser. 
o PDF: The output is produced in a .pdf file that can be opened in Adobe reader or 

another program designed to read .pdf files. As the .pdf report is more difficult to 
edit than the other formats, many companies use this for producing reports to 
send out. 

o OpenXML: The report is produced in a .xml file that can be opened in Microsoft 
Excel or OpenOffice Calc. 
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Employee Information 

 
Employee Profiles and Employee Roles 

• Profiles: Browse to “Employee” > “Employee Profiles” 
• Roles: Browse to “Employee” > “Employee Roles” 
• To view detailed information on an employee, click through the tabs and branches to 

see the settings that are assigned to them. 
• The Employee Role is the overall template of settings that are applied to an employee 

profile. 
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Employee Messaging 

• To send an employee a message Navigate to the top right-hand corner and select the 
option that says, “Message Center”. 

 
• Click the button “Compose Message” 

o The “Compose Message” wizard will pop up and you can fill in the necessary 
information: 

▪ Select the Recipients 
▪ Add a message, in the blank window.  
▪ Adjust the window of when the message should be sent 
▪ Send 
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• To view messages that have been out in the past, you can go to: 
• Employee > Employee Profiles > Personnel Tab > Messages 
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Tools 

 
Managing Time Off Requests 
The Request Manager allows the user to view and approve any time-off requests that have 
been submitted by employees. Additionally, employee time-off requests can be manually added 
through this feature. 

Approving and Denying a Request 
• Browse to Tools > Requests > Request Manager. 
• To view detailed information on a request submitted and how its approval will be 

handled, right-click and select Detail. 
o From Here you can add a note and view the “description” if an employee added 

a note. 
o After the request has been approved or deny, you can follow these same steps 

to view details of the approval or denial.  
• To approve or deny a request, right-click on any request and select either the “Approval 

Level 1” or “Deny”.  
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Adding a Request through Request Manager 
• Browse to Tools > Requests > Request Manager. 
• Click the green “Add” button: 

o Select the employee you are adding the request for in the Employee field. 
o Enter the date of the time-off request, an anchor(start) time, the number of hours 

requested off, and the leave type. 
o There is an options for “days”, where you can a string of requestion for 2 or more 

days in a row, up to 28 days. 
• Click Save. 
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Employee Status 
The Employee Status screen allows managers to monitor employees in real time. From this 
screen, you can see which employees are clocked in, what job code they are working in, and 
how long the employee has been clocked in. You can also switch job codes for your employees 
and clock them out. 

Employee Status Tabs  
• Navigate to “Tools” > Employee Status” 

• The All tab allows the user to view every employee they have access to, their status, 
and (if clocked in) their job code, time in, and location. 

• The Clocked In tab only shows the clocked in employees, as well as their job code that 
employee is clocked in to, the time they clocked in, and the location of the clock 
operation. 

• The On Break tab only shows employees that are currently on break, as well as the job 
code that employee is clocked in to, the time they took a break, the duration of the 
break, and the location of the clock operation. 

• The Auto Out tab only shows employees that are clocked into an auto out job code, as 
well as the job code that employee is clocked into, the time they clocked in, and the 
location of the clock operation. 

• The Not In tab only shows employees that are not currently clocked in. 

• The On Leave tab shows each employee currently clocked into a leave code as well as 
any shift notes about that segment. 

• The Last Punch tab shows each employee, their status, their last clock in, and their last 
clock out. 

• The Hours tab shows each employee, their hire date, the number of hours worked 
today, the number of hours worked this week, their employee status, and the last time 
that employee clocked out.  
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Clocking Employees Out from Employee Status  
• Select the employee(s) you wish to clock out from the Employee Status list. 

• Right click on the employee or select Segment and choose Clock Out. 

• In the Clock Out window, enter the date and time you want the segment to end on and 
click on Clock out. 

Changing an Employee Job Code  
•  Select the employee(s) you wish to change job codes for from the Employee Status list. 

• Right click on the employee or select Segment and select Change job code. 

• Enter the date and time at which you want to change the employee's job code, as well 
as the new job code, then click on Change. 

Managing an Employee's Hours  
• Select an employee from the Employee Status list. 

• Right click on the employee or select Segment and select Individual Hours. 

• This will take you to the Individual Hours window for the employee. 
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Audit Log 

 
Hours Audit Log 
The Hours Audit Log allows users to view and search for edits made to employee segments. 
While many operations performed within TimeClock Plus will be performed by the employees 
themselves and will not require user oversight, the Hours Audit Log provides a permanent 
record of segments that were added, edited, or deleted by users, as well as information on 
where, when, and by whom these changes were made. 

• Group by: This dropdown determines how hours will be sorted within the Hours Audit 
Log. Sorting can be done by: 

• Date edited 

• Date worked 

• Department 

• Employee ID 

• Employee name 

• Physical location 

• User 

• Search on dates edited:  

o Selecting this radio button searches for segments edited within that date range. 
For example, if you were to search for segments edited in the month of October 
2015, all segments that were edited during that time frame would appear, 
regardless of when the segment took place. 

• Search on segment times:  

o Selecting this radio button searches for segments whose times fall within that 
date range. For example, if you were to search for segments in the month of 
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November 2015, all edited segments that took place during that month that 
would appear, regardless of when they were edited. 

• Date Range:  

o The date range boxes allow you to select a date range for the edited hours you 
would like to see. In addition, several common date ranges (such as month to 
date, open weeks, or pay period) can be selected from the dropdown menu. 

• Update:  

o Once a date range and other criteria have been defined, clicking on the Update 
button allows you to view relevant segments. 

Hours Audit Log Filters 
• Employee Filter:  

o The Employee Filter allows you to filter employee segments by a number of 
criteria, such as hire date, employee number, or length of employment. 

• Job Code Filter:  

o The Job Code Filter allows you to filter employee segments by the job code(s) 
the employees worked in. 

• User Filter:  

o This filter allows you to select the user or users whose edits you wish to view. 
• Advanced Filter:  

o This filter is comprised of several smaller filters: 
• Edit Filter: Enabled by checking Include changes to segments, the Edit 

Filter allows you to filter employee segments by the type of edit (adding, 
editing, or deleting). 

• Approval Filter: Enabled by checking Include approvals, the Approval 
Filter allows you to filter employee segments by exception type, override 
method, or triggering (type) of operation. 

• Location Filter: Enabled by selecting the Include specific features radio 
button, the Location Filter allows you to filter by where the segments 
were added or edited. 

 

Performing an Hours Audit 
1. At the top of the window, select the date range desired for the hour audit. If necessary, 

select how segments will be grouped and the criteria for the date range. 
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2. If desired, filter the audit by selecting the valid filter. Segments can be filtered by 
employee or job code as well as type of edit or exception type. 

3. Once you've configured your audit, click the gray Update button. 

4. A list of all relevant segments will appear below the information bar. Segment groups 
can be expanded or collapsed by clicking on the  icon next to the group. 

5. If the employee you are looking for doesn't appear on this list, type in their name or 
Employee ID into the Search bar and click on the magnifying glass icon. 

6. Each edited segment has an  icon to the right. Click on this icon to open the Hours Audit 
Log History. This window will show the time, location, user, and values for each version 
of the segment. 

7. Each individual edit can be selected from the list on the left of the Hours Audit Log 
History. Additionally, edits can be browsed by clicking the up and down arrows. 

8. Each edit will display the old and new values for each applicable field. If nothing was 
changed for a field, a single value will appear across both fields. 
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Incomplete Clock Operation Audit Log 
If your employees fail to complete a clock operation, then the failed operation will appear in the 
Incomplete Clock Operation Audit Log. 

1. Select Incomplete Clock Operation Audit Log from the Select feature dropdown. 

2. If you would like to only see certain employees, you can use the Employee Filter. 

3. If you would only like to view punches from a particular application (e.g., just unresolved 

punches from WebClock), check the desired application(s) from the Advanced Filter 

button: 

• Mobile: This will display incomplete Mobile App operations. 

• WebClock: This will display incomplete WebClock operations. 

4. Enter a Date Range you would like to see incomplete clock operations for, or select one 

from the Date Picker, then click Update. 

5. Click on the green + to expand an employee or click Expand or Collapse All to show or 

hide each section. When you have finished making changes to the tab, click Save to 

save your work or cancel to go back to the previous settings. 
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Configuration 
Users – User Delegation 

 

User Delegation allows a User to select another User to be able to take over their 
responsibilities for an allotted period. 
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Creating a Delegation: 

o Navigate to the “User” > “User Delegation” in the main menu pane. 

o Select the green “Add” button. 

o Input the following Criteria: 

▪ Delegated From: Is almost always yourself unless you have permission to 
add a delegation for another user. 

▪ Delegated To: Is who you are asking to take over your group for that 
period 

▪ Start and Stop Date: The period you are allowing the other User to have 
access to your settings. 

▪ Permissions/Access to Delegate: 

• User Permissions – Specific set of permission assigned to a user 
that delegates what they can and can’t do in the system 
(recommended to leave checked for the delegation module) 

• Employee Access – Specific set of employees assigned to a user 
that may not be assigned to anyone else. (Recommended to leave 
checked for the delegation module) 

• Pay Type Access – Specific set of pay types assigned to a user for 
approvals. (Recommended to leave checked for the delegation 
module) 

• Work Order Access – Specific set of Work Order assigned to a 
user for approvals. (Recommended to Leave checked for the 
delegation module) 

• Master Shift Access – (Uncheck; not in use for KGHM) 

• Master Schedule Access – (Uncheck; not in use for KGHM) 
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