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Hours

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

=/cp’ ' TimeClod|

¢ |ndividual Hours

¢ Group Hours

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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Individual Hours Options B Feedback
Sortby ID IF Employee Filter
Hours Schedules Accruals
Showing 1 records of 1
Timeclock Tommy Pay Type Filter Work Order Filter Segment Filter Exception Filter Download ~
9 1 Timeclock Tommy
1162 & 22120 # s - Update
t Stop dat Per
@ Unappraver Show absences  Regular OT1  OT2 Leave Total
800 000 000 000 800
Showing | records of | Selected 0 records
o A & Y Notes Edited @ Timeln Time Out Hours  Shift Total Week Total  Pay Type Labor Code
o ® | ¥ € 1/18/202303.00 AM 1/18/20230500PM B:00 800 800 1 - Regular-Sal

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

Timeclock Tommy ~ { Pay Type Filter ] [ Work Order Filter ] [ Segment Filter
1162023 &5 to 12212023 & This Week v
Start date Stop date Period

< Add i Manage v E [ Exceptions v ] { Processing v ]

@ Unapproved (J Show

Showing 1 records of 1 Selected 1 records Edit @
. . ) Delete
V| vy otes ite: & ime In ime OQut eek Tota ay Type or Code
A 5 Y Edited (@ Timel Time 0 | WeekTotal PayT Labor Cod
Audit Log
®e O 0O v C  1/18/202309:00 AM  1/18/2023 050 8:00 1-Regular-Sal

o Follow the “Hours Wizard” to make any corrections you need.
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Edit Segment ‘ ? ‘ ‘ Feedback

Segment Length: 8:00

(O Individual is clocked in

Timein {1/18/2023 |@g 0%00AM @
Missed in punch Timeout 1/18/2023 g§ 0500PM @
(J Missed out punch Breaktype | << NONE >> .
Pay Type 1 - Regular-Sal v
Work Order << NONE >> v _ Select

Labor Codes

Note

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.
Requires Approval
X anage v E [ Exceptions ~ ] [ Processing v
Missed In Punch
. eu

Exceptions fappreve

LateIn Selected 1 records

Tardy 2

Missed Break Notes Edited (¢ Timeln Time Out Hours  Shift Total Week Total Pay Type |

% O O Y C 1/18/2023 09:00 AM  1/18/2023 05:00 PM  8:00 8:00 8:00 1 - Regular-Sal

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

is approved by the manager.

=+ Add [ Manage v } { Exceptions v J [ Processing ~ ]

Linapprove | Approve ® Unapproved () Show abser
Missed In Punch O O
Showing 1 records of 1 Selected 1 re Is
Employee @ O
‘ £ M Notes  Edits Manager ® o Hours  Shift Total Week Total Pay Type Labor Code
Late In ® O
® 0 O Y PM  8:00 8:00 8:00 1- Regular-Sal
Tardy 2 @ O
Missed Break @® O
Apply

Showing 1 records of 1 Selected 1 records

‘ £ Y Notes  Edited & Timeln Time Out Hours  Shift Total Week Total Pay Type

® 0 O Y C 1/18/2023 09:00 AM  1/18/2023 05:00 PM  8:00 8:00 8:00 1 - Regular-Sal

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

o Select the green “Add” button
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Showing 1 records of 1

9 1 Timeclock Tommy

Timeclock Tommy ~

1/16/2023 gg to 1/22/2023 g

Start date Stop date

el -

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
Add { ? | l Feedback
N/A
Individual is clocked in
Timein 1/18/2023 gg 07:50AM @
O Missed in punch Time out << Clocked In >>
Break type << NONE >> v
Pay Type 1- Regular-Sal v
Work Order << NONE >> v Select
Labor Codes
Note
Days

©2021 TimeClock Plus, LLC (TCP Software) | www.tcpsoftware.com



http://www.tcpsoftware.com/

Lcp

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”.

e This method also approves the time all at once.

<+ Add | Manage v | [ Exceptions v ] | Processing v

Unapprove Approve

Missed In Punch O ®
Showing 1 records of 1 Selected 1 reg
Employee O] O
£ tﬂ N t Ed't -
A 5 otes ' Manager O O
Late In @ O
°® 0 0 y D PM
Tardy 2 O] O
Missed Break @ O

Apply

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.

& & v
tt 15
Employee Filter ay Type Filte
Ext
[}
how records of 1
3 M
A 1-Timeclock Tommy + Add
A ¢ Y Notes Edited @ l':“;: Time in Time out Hours Shift total Week total Pay Type Work Order Labor Code
o Y C 1/18/2023 09.00 AM 1/18/2023 05:00 PM 800 800 8:00 1-Regular-Sal

Editing or Making Corrections to Hours:
o Asyou 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.

Group Hours

1/16/2023 @ o  1/22/2023 @ This Week v Update
Sorthy ID 15 v Start date Stop date Period

[ Employee Filter ] [ Pay Type Filter ] [ Work Order Filter ] [ Exception Filter ] [ Show absences

In order to increase performance and enhance the functionality of our software, Group Add Hours has been made part of a new feature Mass Hours. To add or edit hours for muitiple employe:

i Manage E [ Exceptions v

Showing 1 records of 1 Selected 1 records

o
~ 1-Timeclock Tommy + Add Edit ny
Delete
E . ) Break L .
‘ v Y Notes Edited (& length Time in Audit Log Hours Shift total Week to|
® 0O 0O Y C 1/18/2023 09:00 AM M 8:00 8:00 8:00
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o Select the “Edit” Option
o Follow the “Hours Wizard” to make any corrections you need.

Edit Segment ‘Z‘ ‘ Feedback

Segment Length: 8:00

(O Individual is clocked in

Timein §1/18/2023 |& 09:00AM @
Missed in punch Timeout 1/18/2023 g§ 0500PM @
(J Missed out punch Breaktype | << NONE >> .
Pay Type 1 - Regular-Sal v
Work Order << NONE >> v Select

Labor Codes

Note

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
e The Missed punch will now turn green, indicating that the punch
is approved by the manager.
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=+ Add [ Manage v } { Exceptions v J [ Processing ~
Linapprove | Approve @ Unapproved [ Show abser
Missed In Punch O O
Showing 1 records of 1 Selected 1 re Is
Employee ® O
‘ E M Notes  Edits Manager ® o Hours  Shift Total Week Total Pay Type Labor Code
Late In ® @]
® 0 O Y PM  8:00 8:00 8:00 1 - Regular-Sal
Tardy 2 ® O
Missed Break @® O
Apply
Showing 1 records of 1 Selected 1 records
‘ E Y Notes Edited ¢? Timeln Time Out Hours  Shift Total Week Total Pay Type
o O O Y C 1/18/2023 09:00 AM  1/18/2023 05:00 PM  8:00 8:00 8:00 1 - Regular-Sal

Clocking in an Employee:

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

Showing 1 records of 1 Selected 1 records

E M

~ 1-Timeclock Tommy

‘ g M Notes Edited (% IE;egitl Time in

® O 0O Y C 1/18/2023 09:00 AM

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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Ad d {2| l Feedback )

N/A

Individual is clocked in
Timein 1/18/2023 g 0750AM @

) Missed in punch Time out << Clocked In >>
Miss

Break type << NONE >> v
Pay Type 1 -Regular-Sal v
Work Order <<\ > v Select

Labor Codes

Note

Days

Cancel 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”.
e This method also approves the time page by page.

Manage ~ ‘ [ Exceptions v
Unapprove Approve
Showing 1 records of 1
Missed In Punch O @
E
. tﬂ| Employee O] O
A 1-Timecloc| | Manager O ®
Late In O] O
£ M
v v
G ‘ - I Tardy 2 ® @)
® O O Missed Break ® O 09]
Apply
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Schedules

Viewing Employee Schedules
=! icp | TimeClocl

Q Search

My Dashboard

Hours

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.

Employee Schedules

Employee Filter

gt A Timeclock Tommy
© 1 TimecockTommy

3

&

0116-01/22

01/16 (Mon) 000 0117 (Tue) 1200 01/18 (Wed) 1200 01/19 (Thu) 1200 01/20 (Fri)
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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).

Daily Overall Schedule

01/19/2023 | Navigate Day

Thursday < > iy
o [

Emplayee Filter

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).

Weekly Overall Schedule

01/23/2023 - 01/29/2023 Navigate Week
< >

Employee Filter PayTypeFiter | |
V232023
Prev Next

% isnlay veekends
O inch
1 - Timeclock Tommy  Hours: 48:00
01/23 (Mon) 000 01/24 (Tue) 000 01/25 (Wed) 000 01726 (Thu) 1200 01727 (Fri) 1200 01/28 (Sat) 1200 01/29 (Sun)
120
500 PM - 5:00 AM 500 PM-5:00 AM 500 PM- 500 AM 500 PM- 500 AM
Default Pay Type pe

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.

NOTE: If the crganization uses employee roles, assign recurring schedules using

Employee > Employee Roles.
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Employee Profiles
Sortby ID 15 ~ l Employee Filter l

2
Q Infermation ~ Jobs ~ Exceptions ~ Personnel v

Showing 1 records of 1 -
Timeclock Tommy -
my

9 1 Timeclock Tom

Role Mine Mnt Crew 1 Rotate 5-5 (26)

~ Schedule o

Override role settings

Showing 1 records of 1

Edit Unassign StartDate J7 StopDate  Description

° 10/10/2022 Mine Mnt Crew 1 Rotate 5-5

e If a Schedule is already previously assigned, “Edit” the assigned schedule and enter a

stop date.

Assign Recurring Schedules (2] [ reedvack ]

101102022 & ©|8 [1222023 | &

(O Use company wide recurring schedule
@® Use recurring schedule

Mine Mnt Crew 1 Rotate 5-5 v

Cancel

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

takes effect.
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e Click on the blue Assign button.
o Select the radial button labeled Use recurring schedule, and then choose a recurring
schedule to use from the drop-down menu.

e 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.

Assign Recurring Schedules (7] [ reedback ]

1032022 g o O masywy

(O Use company wide recurring schedule

@ Use recurring schedule

i << NONE »> vE

Enviro Day M-Th 6:00am-4:00pm
Enviro Day T-F 6:00am-4:00pm
General Day M-TH 5:30am-3:30pm
General Day M-Th 6:30-3:30 + F

General Day M-Th 8:00am-6:00pm

e Toremove arecurring schedule:

o Toremove 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.

=icp’ | TimeCloc

Q, Search

My Dashboard

Hours
Schedules
Employee
B Reports
» Period Reporis
s Scheduler Reports

Period Reports
e Navigate to Reports > Period Reports

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

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

e Apply any desired Employee and Job Code Filters by clicking the respective buttons at
the top of the screen.

e Enterin the date range for the report, or select a pre-defined date range from the drop-
down.

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

e 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.

Period Reports (7] [ Feeavack

ortkeysettngs | | EmployeeFiter | |  PayTyperiter | [ wWork Order Filter

Categories Select a report ———

Payroll

Work Order

Scheduler Reports

e Navigate to Reports > Scheduler Reports

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

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

e Apply any desired Employee and Job Code Filters by clicking the respective buttons at
the top of the screen.

e Enterin the date range for the report, or select a pre-defined date range from the drop-
down.

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

e 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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Scheduler Reports

Categories

Select a report

Settings Employee Filter || Pay Type Filter

Print
Create Saved Report
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Employee Information
= icp” | TimeCloc

Q  Search

My Dashboard

Hours

[} Schedules

« Employee Profiles

s Employee Roles

+» Dashboard Templates
» Global Modification
+ Employee Messaging

» Employee Recovery

Employee Profiles and Employee Roles
e Profiles: Browse to “Employee” > “Employee Profiles”
e Roles: Browse to “Employee” > “Employee Roles”
e To view detailed information on an employee, click through the tabs and branches to
see the settings that are assigned to them.
e The Employee Role is the overall template of settings that are applied to an employee
profile.

Employee Profiles
Employee Filter

a

Timeclock Tommy

Showing 1 recoeds of

A Company

ok status
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Employee Roles

ew3 Rotate

A Company
ay Crewd Rotate

Work status
t Crew2 Days 6a

t Crew3/4 Day 5z

A Crew 1 Rotate

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

Company: Week:

KGHM Intemational 10/3/2022 | ¢ Permissions Uaer'] | i Message Eenter] | (% Log out]

e 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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Compose Message

@ Individual message [ Select recipients l i

Recipients &

Message Text.

Send with TimeClock Plus messaging
Message starts 1/19/2023 12:00 AM

a Message expires | 2/2/2023 12:00 AM

Can mark as read

@

@

ce ncel E

e To view messages that have been out in the past, you can go to:
e Employee > Employee Profiles > Personnel Tab > Messages

Compose Message

@ Individual message [ Select recipients ] i

Recipients &

Message Text.

Send with TimeClock Plus messaging
Message starts 1/19/2023 12:00 AM

¥ Message expires 2/2/2023 12:00 AM

Can mark as read

@

@
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Tools
=licp’ | TimeCloc
a Searsn
My Dashboard
©  Hours

H Schedules

a Employee

=] Reports

+ Employee Status
+ Requests v

& Attendance Monitor

éo Audit Log

& Notifications

$ Calculator

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
e Browse to Tools > Requests > Request Manager.
e 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.
e To approve or deny a request, right-click on any request and select either the “Approval
Level 1" or “Deny”.
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Request Manager optins | [ [ restoace

Status v Sort Key Settings Employee Filter Pay Type Filtes Leave Calendar Filter
+ Add Manage « << < January 2023 > >>
Sun Mon Tue Wed Thu Fi Sat
+ + + +5 + + +
¥ a Years 0
+ + + +12 + + +

Adding a Request through Request Manager
e Browse to Tools > Requests > Request Manager.
e 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.
e Click Save.
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Add Employee Request (2] [ Feedoack

Leave Calendar Company Default v Employee  Timeclock Tommy [1] y
Daterequested  1/19/2023  &§
Templates
Start time  08:00 AM 0
Mo records found Hours 8:00
jays 1 w
Leave Code 801 - Vacation w

Description =~ Note

% Approve request
(] Create drop requests

(] send user notification
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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”

e 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.

e 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.

e 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.

e 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.

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

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

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

e 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.

Employee Status

Q | Employee Filter ‘ | Pay Type Filter ‘ | Work Order Filter

Clocked In On Break Mot In Absent 0On Leave ast Punch Hours Attendance

©2021 TimeClock Plus, LLC (TCP Software) | www.tcpsoftware.com



http://www.tcpsoftware.com/

Lcp

Clocking Employees Out from Employee Status

e 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.

¢ Inthe 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

e 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.

e 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
e Select an employee from the Employee Status list.

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

e This will take you to the Individual Hours window for the employee.

Clocked In On Break Not In Absent On Leave Last Punch Hours Attendance

[&] [ Refresh | (O automatically refresh | 300 seconds

Showing 1 records of 1 Selected 1 records

ID1F  FirstName LastName Note PayType Work Order Time In Location

1 Timeclock  Tommy 2 - Regular-Sal Work Order 1020564 [[REPLACE EXPANSION JOINTS]]  01/09/2023 01:04 PM  Standalone Clock - Clock Operation - test

Clock out
Change pay type

Change work order

Individual Hours
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Audit Log

Audit Log

Select feature | << NOMNE == w

1116/2023 Hours Audit Log o Update

Incomplete Clock Operation Audit Log
Start date Stop date Period

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 L og 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.

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

o Date edited
o Date worked
e Department
e Employee ID
e Employee name
e Physical location
o User
e 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.
e 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.

e 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.

e 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
e 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.
e Job Code Filter:

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

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

o Thisfilter is comprised of several smaller filters:
o 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).

o 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.

e 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.

TIP: Fine-tune the Edit and Approval Filters by clicking on the various option icons next

to their check boxes.

Performing an Hours Audit

1. Atthe 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.

Select feature [ Hours Audit Log VI

ey et

111612023 §§ to 1222023 E  This Wesk v | update |

Start date Stop date Period

|. Employee Filter | | Pay Type Filter | | User Filter | | Advanced Filter |

Group by
@ search on dates adited

O search on segment times Employee ID ~ %

Expand all Collapse all
Showing 59 records of 59

Time Employee Name Time In Time Qut User Name Feature Automation Name  Reason

A 1-Timeclock Tommy

1/18/2023 06:09 AM  Timeclock Tommy  10/13/2022 09:00 AM  10/13/2022 06:00 PM  Permissions User  Individual Hours Approval Change
1/18/2023 06:09 AM  Timeclock Tommy ~ 10/17/2022 09:00 AM  10/17/2022 05:00 PM  Permissions User  Individual Hours Approval Change
1/18/2023 06:09 AM  Timeclock Tommy  10/18/2022 06:00 AM << Time sheet >> Permissions User  Individual Hours Approval Change
1/18/2023 06:09 AM  Timeclock Tommy  11/14/2022 08:00 AM  11/14/2022 05:00 PM  Permissions User  Individual Hours Approval Change
1/18/2023 06:09 AM ~ Timeclock Tommy ~ 11/15/202208:00 AM  11/15/2022 05:00 PM  Permissions User  Individual Hours Approval Change
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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:

e Mobile: This will display incomplete Mobile App operations.
e  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.

Audit Log

Select feature [ Incomplete Clock Operation Audit Log

Y bl

116/2023 gg to 1/22/2023 @@ This Week v Update
Start date Stop date Period
Employee Filter | | Advanced Filter
Group by
Employee ID v

Expand all Collapse all

Showing 0 records of 0

Time  Employee Name  Application Reason Last WorkflowStep  Type  Physical Location

Mo records found
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Configuration

Users - User Delegation
= icp’ | TimeCloc

Q Search
My Dashboard
Hours

Schedules

Employee

Reports

Tools

s Users «
o User Profiles
o User Delegation

= Other Configurations ~

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:

e 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)

e 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)

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

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

e Master Shift Access — (Uncheck; not in use for KGHM)

e Master Schedule Access — (Uncheck; not in use for KGHM)
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Add User Delegation [ Feedback

Delegated From | PERMISSION USER Permissions/Access To Delegate

User Permissions
Delegated To TCP_TWASIK

Employee Access

Startdate | 1/23/2023 @ B2 Pay Type Access

v
Stopdate  1/23/2023 & P work Order Access

[] master shift Access

(] master Schedule Access

Cancel
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