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*Please note that supervisors are referred as Managers in TCP.

Supervisor Responsibilities

» Complies with College-wide policies on code of ethics; reporting suspected or known
fraud, abuse and other improprieties; hours of work policy; leave policy; overtime
policy and all other College-wide personnel, payroll and benefits policies and
procedures.

» Review TimeClock Plus (TCP) drop down list to ensure all employees are actual and
current employees.

» If there are employees that must be added and/or deleted from their drop down list,
supervisors must submit the TimeClock Plus Access Authorization Form (BO-7710).

» Ensures all manual punches have an Electronic time adjustment form (BO-7700)
submitted by the employee and approved by supervisor on file. The Electronic time
adjustment form (BO-7700) must remain on file by the department and made
available for auditing purposes for 4 years for non-granted funded employees and 10
years for grant funded employees.

» Audits and enters missing punches from BO-7700 form submitted by employee,
enters absences, and verifies the employee’s online timecard.

» Audits and approves all exceptions in employee’s timecard such as missed punches.

» Audits and approves leave entered by the employee.
— Leave must be turned in no later than three days after the occurrence. No leaves
will be accepted after time cards have been locked.

» Verifies that total hours worked by employee are not under 40 for each work week
(non-exempt monthly employees only).
— Ensures that timecard verification is made by the due date. ( 3 days after pay
week)

» Makes sure NOE’s for new hires, changes, and terminations are submitted timely to
the Office of Human Resources to avoid any delays in updating information in TCP.

» The Supervisor portal for TCP is also available off campus and can be accessed via any
internet connection. Supervisors can approve leave and verify hours even while away
or off campus.
https://172441 .tcplusondemand.com/app/manager/#/ManagerLogOn/172441
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Missed Punches

A missed punch is an exception that will need your approval. You can see this exception on your
dashboard under Missed Punches.

ﬂ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS
MY DASHBOARD
B REQUIRED APPROVALS 0 B MISSED PUNCHES 1
1/1
MName Type Date o
Ana Gonzalez Missed In 06/1401:30P-05:30P N
BIRTHDAYS 0 Jumpto Group Hours

You can approve this exception one of three ways.

1. Through the Dashboard
2. Group hours
3. Individual hours

1. Through the Dashboard

— Go to the MISSED PUNCHES widget and select the check mark furthest to
the right
— Once approved the employee will no longer appear in the widget below.

/ﬁ"\ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS
MY DASHBOARD
B REQUIRED APPROVALS 0 B MISSED PUNCHES 1
1/1
MName Type Date g
Ana Gonzalez Missed In 06/1401:30P-05:30P N
Bl RTH DAYS 0 Jump to Group Hours



% SOUTH TEXAS

vvy COLLEGE

2. Group hours

— You can get to this section by going to the MISSED PUNCHES Widget and
selecting Jump to group hours.

/ﬁ* HOURS SCHEDULES EMPLOYEE REPORTS TOOLS
MY DASHBOARD
B REQUIRED APPROVALS 0 B MISSED PUNCHES 1
11
Name Type Date o
Ana Gonzalez Missed In 06/1401:30 P-05:30 P ¥
BIRTHDAYS O P Jump to Group Hours

— Here you will select your date range and press update.

— Select one or more segments with an exception. Select Manage
Exception button to view the exceptions and under missed punches select
the Approve radio button and press apply.

lcp 8

Resume tutorial
/ﬁ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS

Individual Hours ~ Group Hours Mass Hours  Time Sheets

6/7/2021 to 6/20/2021 Open Weeks Update
Sortby: 1D 1 Start date Stopdate Period
Employee Filter Position Title Filter Cost Code Filter Exception Filter

Inorder 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 multiple employees and mult

Exceptions Resolve Period

Showing 1 records of URERr S

M Missed In Punch [ ] o

Employee
- 166393 - An:

Manager

o A ¥

Early In Time out Hours Week total

® [ Late Out 6/14/2021 05:30 PM 400 P
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— If you would like to mass approve missed punch exception then you can go to
the Resolve Period button and choosing which exceptions you would like to
approve.

NOTE: Resolving exceptions will resolve ALL exceptions in that time frame, not just the

ones visible on the page. Please be sure to review all missed punches exceptions before
approving, as there might be discrepancies.

3. Individual Hours

— Go to the hours tab = individual hours—> select your employees = select the
segment with the missed punch exception = select manage segment > under
missed punches select the approved column radio button and press apply.

\cp a 2]

Besuma tutorial

HOURS SCHEDULES EMPLOYEE REPORTS TOOLS

Individual Hours  Group Hours  MassHours  Time Sheets

INDIVIDUAL HOURS

sorthy: Dt Employee Filter

Shawing 2 records of 2

B Gizabeth Gomez Michelle Chan Position Tithe Filter Cost Code Filter

P Michelle Chan 6142021 |., s20/2021 Jamf Manual . Update
Start date Stop date Pericd
[
Showingdrecordsol 4 Selected 2
0O & % % Mo Shifi Total  Week Total  Pasition Title
®* [] 450 717184 - Accounting Spaclallst
®* [ 200 17184 - Accounting Specialist
0 & [ 450 717184 - Accounting Specialist
O e 0O 087 1287 717184 - Accounting Speclalist
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Leave Requests

*Employees must enter leave requests in TCP within 3 days of occurrence per College’s
Employee Leave Procedures. Supervisors must approve leave before the closing of the pay week.
Pay weeks are closed on a weekly basis on the following Wednesday.

*The TCP Employee Portal is to be used only internally while on an STC network and not to be
used outside of the STC network. If an employee uses the Employee Portal outside of the STC
network, this would be in violation of our procedures and an investigation will occur with
appropriate actions to follow.

*Supervisors receive emails upon each leave request to assist in timely review and approval of
leave requests. Supervisors are encouraged to have at least one Supervisor proxy for leave
approvals for times when they are unable to approve leave requests timely.

Approving/Denying leave request. (You will receive an e-mail notification of the pending
request)

You can approve or deny leave requests three ways.

1. Through the Dashboard
2. Request manager
3. Outlook Email

1. Through the Dashboard
— On your dashboard you will find the widget PENDING TIME OFF REQUESTS

— Select the “V” to approve or the “X” to deny. Once complete the pending
request should no longer appear.

/ﬁ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS
MY DASHBOARD Matching 2 of 2 Employees Refresh Edit
E3 REQUIRED APPROVALS 0 E§ MISSED PUNCHES 1 Ed APPROACHING OVERTIME 0
(CLOCKED IN)
171
Name Type Date <
Ana Gonzalez Missed In 06/1401:30P-05:30P v
BIRTHDAYS O Jump to Group Hours
PRt OVERTIME
171
PENDING TIME OFF Name Type Date v
REQUESTS Ana Gonzalez Overtime ~ 06/1109:00A-05:00 P v
33 Jump to Group Hours
Name Date Request X 4
ElizabethGomez ~ &/17 Vacation-08:00 AM to 04:00 PM X v
Elizabeth Gomez 6/21  Sick-08:00 AMt004:00 PM x v ANNIVERSARIES O

ElizabethGomez ~ 6/24  Sick-01:00 PM to05:00 PM X

Jump to Request Manager

A S
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2.Request Manager

— You can get here through the widget and selecting “Jump to Request
Manager”

— Or by selecting the Tools Tab = Selecting Request Manager
— Select the pending time off request on the calendar

— Select Manage = Select Approve request leave 1 or Deny

— Once approved it should turn from blue to green

— If Denied it should turn red

REQUEST MANAGER

o

Status

Requests per calendar day 10 Apply

Tue Wed Thu
1 2 3 4
Approved (1) Approved (1) Approved (1)
Add Ana Gonzalez Elizabeth Gomez Ana Gonzalez
. 08:00 AM7.75 03:45PM 1.25 08:00 AM 8.00
Detail 7002 - Sick 7000 - Vacation 7000 - Vacation
1 + 8 + 9 + 10 + 11
Delete Approved (1)
Elizabeth Gomez
- %@ 04:30PM 0.50
7002 - Sick
Approve Request Level 1
+ 15 + 16 + 17 + 18
Der ¥ Pending (1) Approved (1)
Elizabeth Gomez Elizabeth Gomez
08:00 AM 8.00 08:00 AM 8.00
7000 - Vacation 7000 - Vacation

3. Outlook Email
- Once leave request has been placed by employee you will receive an email
to approve/deny request.

A time-off request "Vacation" on 07/30/2018 from 08-:00 AM to 08:15 AM for Vacation has been CREATED by Elizabeth Gomez.

Approve level 1
Deny request
*These links will be rendered mvalid after 72.00 hours

- You can go ahead and click Approve level 1 to approve or Deny request to
deny leave request (the link via email notification is only avialable to
supervisors for 72 hours). If the supervisor does not use the email link to
approve/deny the leave request within 72 hours of the initial request, the
supervisor will need to log into TCP and approve/deny the leave request.
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- Once leave request has been approved or denied, you will see the
message below where you have either approved or denied request.
- You may click continue to navigate to TimeClock Manager portal login.

Approved ) Elizabeth Gomez 07/30/2018 08:00 AM 0.25 hours 7000 - Vacation Flizabeth Gomez 07/31/2018 08.00 AM 025 hours 7000 - Vacation

Click Continue to navigate to TimeClock Manager Click Continue to navigate to TimeClock Manager

If the employee will no longer need to take leave for the date requested and it has been
approved they can cancel the request before the starting time of the leave or you can remove
the leave from the time card. You can do this by going to the Hours tab - Individual Hours -
Selecting the employee > Select the segment which the employee will no longer be taking the
leave (first column on the left) > Select Manage Segment - Delete.

ch Company Week BO_BACKUP

South Texas College  6/28/2021
/ﬁ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Individual Hours  GroupHours ~ Mass Hours  Period Export ~ Time Sheets

INDIVIDUAL HOURS

Sart by: Export code 1 Employes Filter

ana gonzalez m Schedules Accruals

showing 1 records of 1
e * Ana Gonzalez Position Title Filter Cost Code Filter

6/25/2021 to 6/27/2021 B Manual Update

Startdate Stopdate period

Segment Filter

[ showat
Showing 2 record: -
D ‘ " by percentage Edited & Time In Actual Time In Time Out Actual Time Out Hours  ShiftTotal DayTotal Week Tt

E
O % Add break 3 Y Fri 6/25/202108:00AM  Fri&/25/202108:00AM << Timesheet > 250 250

® L oazeets €  Fri&/25/202111:45AM  Fri&/25/202111:40AM  Fri6/25/202105:30PM  Fri6/25/202105:30PM 575 575 825 40.00°

Should an employee need to remove an approved/denied leave request and need to re-enter
the leave request, it must be removed from both time card (as shown above) and calendar. Go

to Tool tab—> Request Manager = select the approved leave request = select Manage = and
Delete.
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Note: If an employee is not able to submit their leave request for a future date because they do
not have enough leave accrual balance. Supervisors will need to enter the leave request for
them. When entering the leave for the employee, you will be getting the message below since

employee does not have enough leave balance. Click ok if you wish to proceed with the
request.

Note: Should an employee need to adjust the time for a leave that has already been approved,
it will need to be done at the supervisor level and it is best practice to have them submit an e-
mail for tracking purposes if possible.

This request entry will resultin a negative balance.

Areyou sure you want to save thiz request?

10
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Once the leave request is submitted and saved it will show pending on the calendar for the
employee as shown below.

20 4 2 4 22 4 23 24 +
Panding (1) Pending (1) Pending (1) Panding (1)
Eli: Gomez Elizabeth Gomez Elizabeth Gomez Elizabeth Gomez
X 2.00 08:00 AM £.00 08:00 B.00 02:00AM 2.00
0 7000 - Vacstion 7000 -Wacation 7000 - Vacation
7 4 |28 + |27 & 1 +
Pending (1) Pending (1) Panding (1)
Eli
08:00+ .00
F000 - Vacation
4 L 5 L 6 al7 8 "

If at that point you wish to approve the request click Approve request level 1, as shown below it
will show Approved on the calendar for the employee.

Add
Detail
Wiew inlist

Delete

Approve Request Level 1
Deny

0 $ 4

Approved (1) Approved (1)
Elizabeth Gomez Elizabeth Gomez
03:00AME00 0B:00AME00
7000 - Vacation 7000-Vacation
by 4 28

Approved (1) Approved (1)
Elizabeth Gomez Elizabeth Gomez
03:00AME00 02:00AME00
7000 - Vacation 7000-Vacation

4|22

Approved (1)

Elizabeth Gomez
02:00AME00
7000 - Vacation

+ B

Approved (1)

Elizabeth Gomez
02:00AMB00
7000 - Vacation

& i & 4
Anproved (1) Approved (1)
Elizabeth Gomez Elizabeth Gomez
08:00AMB00 08:00AMB00
7000- Vacation 7000 - Vacation
$ 0 |1
Anproved (1) PApproved (1)
Hlizebeth Gomez Elizzbeth Gomez
02:00AMB00 02:004ME00
7000-Vacation 7000 - Vacation

Once leave request is approved, it will populate on the employees’ timecard as shown below.

Time In

11727, 2017 0300 AM
117282017 03:00 AM
117222017 03:00 AM
11,20, 2017 03200 AM

1202007 0800 AM

Time Cut

<< Time sheet >>

<< Time sheet >

<< Time sheet >

<< Time sheet >>

<< Time sheet >>

Hours

800

B.00

3.00

800

8.00

Shift Total

8.00

8.00

.00

.00

.00

Week Total

Position Title

F000 - Vacstion
F000 - Vacation
F000 - Vacation
F000 - Vacation

FOO0 - VWacation

Note: Employees and Supervisors are responsible for requesting and approving leave within the
available balances. Please reference Jagnet or contact the HR Benefits Staff at 956-872-4448
for assistance regarding your employees leave balances.

11
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Time Card Verification

Time cards are due 3 days after the end of the pay week. After the non-exempt employee has
verified their time card, the supervisor will then go in and review & verify the employee’s time
card. If employee did not or was not available to verify timecard before the deadline, then
the supervisor should print the timecard and should be signed by both the employee and
supervisor. This document must be kept for 4 years for non-grant funded employees and 10
years for grant funded employees.

*The exception to this requirement will be segments created by BO_Admin such as punches for
populated Unauthorized Absence Leave.

Non- Exempt employees are required to verify their own leave requests in their timecard. If
unable to verify employee will have to print and sign timecard for auditing purposes.

*The TCP Employee Portal is to be used only internally while on an STC network and not to be
used outside of the STC network. If an employee uses the Employee Portal outside of the STC
network, this would be in violation of our procedures and an investigation will occur with
appropriate actions to follow.

You can verify the employees time by one of two ways:
1. Individual Hours
2. Group Hours
1. Individual hours
— Go to the hours tab
— Individual hours

—  Select the employee e,
— Audit the segments for the pay week for discrepancies
— Ifnodiscrepancies, then either select the M, or select the individual boxesi:

a HOURS SCHEDULES EMPLOYEE REPORTS TOOLS

Individual Hours ~ Group Hours ~ MassHours  Time Sheets

IVIDUAL HOURS

Options 2 Feedback

Employee Filter

51445  SonyaMoleno Elizabeth Gomez Position Title Filter Cost Code Filter Segment Filter Exception Filter Download

166393 AnaGonzal
BEIE 41972021 m 42502021 Manual L
357349  Elizabeth Gomez Start date

Showing 3 records of 3

Stop date Period

.

[ showabsences Regdar OT1 O12 leave ol
200 000 00D 200 2800
snowingsrell{esors  Selected3 recorss

O M % 5 Nots Ested & Timem Time Out Hours  ShiftTotsl  WeekTotsl  Position Title

£ #19/20210800AM  4/1/20210100PM 500 500 753184 Payrol Specialist
€ #19/20210200PM  4/19/20210500PM 300 300 753184 Payrol Specialist
C

42020210300AM  42020211200PM 400 400 753184 Payroll Specialist

12
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2. Group Hours
— Goto hours

— Group hours

— Select the corresponding pay week

This action will approve

all employees including

those who do not show
up on current page.

— Audit the pay week of each employee for any discrepancies
— Select Resolve Period

— Select “Approve” on the “Manager Approval” area
Then press “Apply”

My QuickLinks

Individual Hours ~ Group

GROUP HOURS

Sotbyfistnamer  enoor7 5] ©

Employee Filter Position Title Filter Exception Filter Shew absences

Expandall Collapse all

A v O v Mot Unapprove Approve CostCode  Rate

Employee Approval &

L ]
(Y
i}
o

717184 - Accounting Specialist 000

E
° 8 | = Manager Approval L P pmn St o
L] W SELF 717184 - Accounting Specialist 000
[ ] B SEF Other AFPFIW:!l 717184 - Accounting Specialist 000
L ] 717184 - Accounting Specialist 000
° EEFIY In 717184 - Accounting Specialist 000
L ] 717184 - Accounting Specialist 000
® E':'II"YDUt 717184 - Accounting Specialist 000
L] 717184 - Accounting Specialist 000
L] Latein T17184 - Accounting Specialist 000
L] ] X 7000 - Vacation 000
[ ] ] Late Out 717184 - Accounting Specialist 000
L] ] T17184 - Accounting Specialist 0.00
L] Tﬂrd‘fz T17184 - Accounting Specislist 000
I = 81340 - Blanca Sanchez Mi55Ed BFEEIE

Missed Out

Long Shift

13
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Exclude Exempt Employees

Please follow steps below through TCP if you would like to exclude exempt employees from
your drop down menu.

1. Hours
2. Individual Hours

3. Employee Filter
a) Check mark Exclude salaried
b) Press Filter

Employee Filter ? Feedback

Employee Status Preview Load Save as Reset All

[] EmployeeID
Exclude suspended

Qualifications
Hire Date

Days Employed

[0 Position Title

[] Classification Exclude terminated
[] Department Exclude salaried
[J Location [ Exclude full time
[[] EmployesRale [ Exclude part time
[1 schedule Group [ Exclude employees with nowork status
[] M™anager

[J Positions

[ Pprovision

U

U

U

Il

Custom Fields

Summary

2005 of 4125 employees match 5] arcel

Once you have filtered you will no longer see exempt employees on your list.

*Please note that you will have to do this process every time you log in, if you would like
to see your hourly employees only.

14
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Reports

You can access various supervisor reports by going to the Reports tab = Period Reports—>
under “Categories” “Select “Supervisor Reports”.

There are 7 supervisor reports.

1. Approved hours- This report will display Hours that have been approved.
- Select the date range

-> And then click download
-> Select the format you would like the report in

- Wait for it to process and click download.

2. Complete Payroll- This report will display Regular hours worked, Overtime, & total
for each week.
- Select the date range

-> And then click download
-> Select the format you would like the report in

- Wait for it to process and click download.

3. Overtime- This report will display any overtime worked by the employee.
- Select the date range

- And then click download
-> Select the format you would like the report in

- Wait for it to process and click download.

4. Overtime within 7 hours- this report displays all employee who are going to be
reaching overtime in 7 hours.
- Select the date range

- And then click download
- Select the format you would like the report in

- Wait for it to process and click download.

15
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5. Pending approvals- This report will display any pending approvals.

- Select the date range
-> And then click download
-> Select the format you would like the report in

- Wait for it to process and click download.

6. Punch Detail- This report displays where the employee is clocking in/out from.

- Select the date range
- And then click download
-> Select the format you would like the report in

- Wait for it to process and click download.

7. Time Off Request-This report will display.

Select a date range, type of report you would like to run, press download, select the format you

would like.

- Select the date range
- And then click download
-> Select the format you would like the report in

- Wait for it to process and click download.

PERIOD REPORTS

Options

6/25/2021 ta 6/27/2021 B Manual

Start date

Categories

Payrall

Position Title
Scheduler

Period

Cost Code

Accruals
Miscellaneous
Contract

Benefit Status
Supervisor Reports ™

BO_Backup Reports™

Non-Compliznce Reports *

Stopdate period

Select areport
* = Custom Category
Approved Hours*

Complete Payroll*

Conflicting Shifts Report *
Employee Information*

Long Shift Report *

Missed Punch Report *

Missed Punches Pending Approval ©
Overtime*

Overtime Within 7 Hours *
Pending Time Off Request ™
Pending Verification

Punch Location*

16

Employee Filter Position Title Filter

.

Settings

*=Custom Report

Preview

Print

Create Saved Report

Manage Saved Report

Delete

Edit
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Wait for it to process.

Processing

Processing 400 of 2005 employees.
20%

Elapsed 0:33
Remaining 2 min

Cancel

Once processed press download.

Processing ? Feedback

Process complete.

100%

Elapsed 2:47
Remaining O min

Close Download

17



A\ 4

A4

SOUTH TEXAS
v COLLEGE

Sending Messages through TCP

Supervisors may send employees messages through TCP. Please note that employee messaging
is not meant to be used for “have a good weekend”.

You can send employee messages selecting the following

— Type the message
— Select send with time clock plus messaging
— Select can mark as read
— If you'd like you can also send the message to their e-mail

— Go to the envelope icon located in the top right-hand corner
— Select individual message

Cancel

Send

18

— Select send
P e | =
a HOURS  SCHEDULES ~ EMPLOYEE  REPORTS  TOOLS  CONFIGURATION  COMPANY
MY DASHBOARD Refresh Edit Feedback
Compose Message ? Feedback
APPROACHING OVERTIME O
- . . (CLOCKED IN)
Q Company wide bulletin
ﬁ (® Individual message Select recipients
" OVERTIME
Recipients
[™ APROVAL COMPLETION 0
No data found
q Send with TimeClock Plus messaging
[ Messagestarts | 7/2/2021 12:00 AM
[[] Message expires | 7/16/2021 12:00 AM
[ “ Canmark as read
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You can access messaging history by going to

Employee Tab = Employee Profile = Select “Personnel”> Select “Messages” = Select a date
range—> and press “Update”

This will display the message history as well as when the employee read the message.

EMPLOYEE PROFILES + AddEmployes 7 Feedback
Sortby: 1D Employee Filter
656618 Information Jobs Overtime Hours Leave Payroll Access Exceptions Custom Fields Contracts
Shawing 1 records of 1
_,‘ Michelle Chan Michelle Chan Select Role Delete
Role Professional Nen-EX (6)
Edit Photo
Expandall Collapseall Cancel
= Notes
Showing 0 records of 0
Edit Delete DateEntered EnteredBy Description
No records found
+ Reviews
- Messages
6/28/2021 to 7/4/2021 This Week Update
Startdate Stopdate Period
Edit Delete Read Date Read Date Sent Message Starts ~ Message Expires  Message Sent By
v
x Not Read 07/10/2017

Please verify your time card for last week. Thank you AGONZAS3

19
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Audit Log Access

Go to Tools = Other Tools = Audit Log

Select feature = Hours Audit Log

Click Search on segment times

Enter the date = Click Update = Click Download - PDF
*You will now see the history of the employees’ timecard.

ch Company: Week BO_BACKUP

South Texas College  6/28/2021
ﬁ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY
Import  Export EmployeeStatus  Requests  Other Tools

Attendance Monitor  AuditLog  Unresolved Punches  Calculator

AUDIT LOG G o i) z Feedback
Select feature. Hours Audit Log ~
6/25/2021 to 6/25/2021 B Manual Update
Start date Stopdate Period
Employee Filter Position Title Filter User Filter Advanced Filter
(O Searchon datesedited Group by
(®) Search on segment times Employee ID ~
Page 1
Page 10733 Expandall  Collapseall

Showing 1-100 records of 3247

Time Employee Name Timeln Time Qut User Name: Feature Reason Physical Location ~ Note

- 40-Maria Elizondo

Tue&/29/20210217PM  Maria Elizondo Fri 6/25/202108:00AM << Timesheet >> David Plummer Reguest Manager Added 208.84209.3 Unexpected Home Repair Services
Tue&/29/20210218PM  Maria Elizondo Fri 6/25/202108:00AM << Timesheet >> David Plummer Individual Hours ApprovalChange  208.34.209.3 Unexpected Home Repair Services

*If you would like to isolate any adjustments you have entered to the employees’ timecard please use
filters below. This will show you any adjustments that have been entered do to excessiveness potential
abuse of the employee not clock in and out.

Click on Position Title Filter
On the drop down menu click: Exclude Selected

Check mark all leaves in Purple & Orange.

20
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Filter Position Title ? Feedback
O Include all
(@ Select from list
Exdude selected |v
Pagel | - Select All Deselect All ® Non-Clockable @ Leave £7] activeonly | Search Qs
Page 10f43
Showing 1-100 records of 4259 Selected 7 records ~
[[] PositionTitlet  Description Group
7000 Wacation
7002 Sick
7004 Admin Leave-HR Use Only
005 Comp Hours - BO Use Only
7006 Funeral Leave
7007 Educational Activities Leave
7008 Funeral Leave Other Imm Fam
M nne N v
Save as Load Disable

Click User Filter

On the drop down click Exclude selected.

On the search bar, enter BO and the check mark BO_Admin & BO_Backup. Then click Filter.

Feedback

Filter User ?
Exclude selected |
] Activeonly bo
Showing 7 records of 7 Selected 2 records
O bt First Name Last Name
BO_ADMIN BO_ADMIN
BO_BACKUP BO_BACKUP
[0 Bopackurz BO_BACKUP2
[0 DcamBoa Dalinda Gamboa
[0 poucHsoY Eduardo Diaz
[0 JBARBOZA 1334  Johnny Barboza
[ JeocAanEs Jose Bocanegra
Disable Cancel
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Click Advanced Filter and select items below:

Advanced Filter ? Feedback

] include specific operations

B add operations
] Edit operations

4] Delete operations

I include approvals Approval Filter

(@) Include 2l features

) Include specific features

Cancel Save

Once you have done all the filters change the date range as preferred. Example below is for one month.

Click on Search on segment times.

AUDIT LOG Options Dovnload 2 Feedback
Selectfeature  Hours Audit Log ~
6/25/2021 to | 6/25/2021 Manual Update
Start date Stopdate period
Employee Filter Position Title Filter User Filter Advanced Filter
(O Searchon datesedited Groupby
(®) Searchon segment times Ermployee ID v
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Then click Download and select OpenXML and wait for it to process.

Once process is complete pop up below shows and click download & open file.

Processing ? Feedback

Process complete.

100%%

Success 3247 Elapsed 2:06
Remaining O min

Close Diovwmiload
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Scheduler Essentials

TimeClock Scheduler, available from the Schedules menu in TimeClock Manager, allows you to
apply and view schedules to employees’, as well as run reports on scheduled time.

A. Applying a Schedule Template
B. How to create an Employee Schedule
C. Assigning a Recurring Schedule to an Employee
D. Global Scheduler
a. Applying a Global Schedule
b. Deleting a Global Schedule
c. Modifying a Scheduled Segment
d. Recurring Schedule-Assign
e. Recurring Schedule-Unassign
A. Applying a Schedule Template
Once BO has created one or more schedule templates, you can begin using them anywhere
that allows you to create schedules. Segment templates can be assigned using the Add
button, which will overwrite the values in the Add Segment window with those of the
template.
To use a day or week template, select the day you’d like the template to begin on, then
select Paste from Template from the Manage menu. Here, you will see a sortable list of all
templates and can select the one you’d like to apply.
After selecting the template and clicking Select, the template segment(s) will appear on that
employee’s schedule.
B. How to Create an Employee Schedule
1. Select Employee from the Schedules menu.
2. Select an employee.
3. Click on Add beneath one of the days on the schedule to access the Add Schedule
menu.
4. Enter the Time In and Time Out for the segment.

Add Schedule g Feedback

Segment Length: 8.00

Templates
Segment type Regular v

Timein | 6/25/2021] . 09:00 AM B
Timeaut | 6/25/2021 E_] 05:00 PM D

Breaktype

No records found

Pasition Title 717184 - Accounting Spe,
Cost Code

Description
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5. If you'd like to copy this schedule to other days within the week, select the number of
days you’d like to copy forward in the Days field. For example, if your week starts on a
Monday and you want to copy this segment through Friday, you would select 5 in the
Days field.

6. Click Save.

10/22-10/28

10/22 {Mon) 800 10/23(Tue) 800 10/24 (Wed) 800 10/25(Thu) 800 10726 (Fri)
400 400 400 400
08:00AM- 12:00PM 08:00AM-12:00PM 08:00AM - 12:00PM 08:00AM - 12:00PM 08:00AM - 12:00 PM
753184 - Payroll Sp... 753184 - Payroll Sp... 753184 - Payroll Sp... 753184 - Payrall Sp... 753184 - Payroll Sp...
FINANCE & ADMINS... FINANCE &ADMINS... FINANCE &ADMINS... FINANCE & ADMINS.. FINANCE & ADMINS...
400 400 400 400

01:00PM-05:00PM

753184 - Payroll Sp...
FINANCE & ADMINS...

01:00PM-05:00PM

753184 - Payroll Sp...
FINANCE &ADMINS..

01:00PM-05:00PM

753184 - Payroll Sp...
FINANCE & ADMINS...

01:00PM-05:00PM

753184 - Payrall Sp...
FINANCE & ADMINS..

01:00PM-05:00 PM
753184 - Payroll Sp...

FINANCE & ADMINS...

8.00

400

400

7. To delete a segment, select it then select Delete from the Manage menu. You can also
right click on the segment and select Delete.

8. To copy a segment, select it then select Copy from the Manage menu. You can also right
click on the segment and select Copy.

9. To paste a copied segment to another day, right click on the day you would like to add
the segment to and select Paste.

C. Assigning a Recurring Schedule to an Employee

1. Select Schedules then Employee from the sub-menu.

2. Select an Employee from the list, then select the Recurring tab.

3. Click on Assign.

Llcp

ﬁ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY
Employee Daily Weekly Recurring Template Global Scheduler Staffing Reguirements
EMPLOYEE SCHEDULES
Sortby: 1D 1 Employee Filter
Showing 1 records of 1
®Wae  Michelle Chan Michelle Chan
VD eumgpe

Override role settings
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4. Enter the start date for when you would like the schedule to take effect. If you’d like the
schedule to stop being applied to this employee at a certain date, enter in a Stop date
as well.

Assign Recurring Schedules ? Feedback

6/28/2021| . to [

(®) Use company wide recurring schedule

() Use recurring schedule

5. Select the Use company wide recurring schedule radio button or, if you created a new
recurring schedule, select the “Use recurring schedule” radio button, and select a
recurring schedule from the dropdown menu. Then click Assign and Save to save the
contents of the Hour tab.

D. Global Scheduler

The Global Scheduler allows you to copy or delete schedules for selected employees. This
allows you to copy schedules that are unique to an employee to future weeks, as well as
perform this operation for several employees at once or copy those schedules into
Individual Hours as hours that employee has worked. In addition, multiple schedules can be
deleted at once with Global Scheduler.

a. Applying a Global Schedule
1. Select the Schedules drop down menu, then select Global Scheduler.
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2. Select the employees you would like to copy schedules for by either selecting
specific employees form the list or by using a Filter. Once you have identified the
employees you would like to schedule, click Next.

L
Lc Search Q Company: ‘Week: BO_BACKUP
p South Texas College  6/26/2021 - ., =

/“‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Employee  Daily Weekly Recurring Template _ Staffing Requirements

GLOBAL SCHEDULER 2 Feedback

Select Individuals

) select using filters Filtes

@ Select employees from list

656618 x
Showing 1recordsof 1 Selected 1 records

M b FirstName LastName ExportCode Department Classification ~ Role

g 656618 Michelle Chan ADDE56618 BUSINESSOFFICE 6 &

3. Select Apply schedules from the Schedule operations list, then click Next.

4. Select the Start date by entering the beginning date of the weekly schedule(s) you
would like to create or edit. Select the Number of weeks you would like to create or
edit and click Apply.

5. Create the segments(s) you would like to add for the selected employee(s).
Segments can be created by clicking Add, enter time in and time out, or pasting from
templates. When you have created the segments you would like to add to the
selected schedules(s), click Save.

Add Schedule 7 Feedback

Segment Length: 8.00

Templates
Segmenttype Regular |:

No records found

Timein | 7/12/2021 09:00 AM
Timeout | 7/12/2021 Ios:oo PM

Breaktype | << NONE >

PositionTitle | Default Position Title |

Cost Code | Defauft Cost Code

Description

bas 1 v
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6. The Summary screen will provide a summary of the operation you are about to
perform including the number of individuals affected, and the segments you are
creating. Select Preview to view the copy operation without making any changes to
the schedule, or click Process to add the segments.

Summary

MNumber of employees to be modified: 1
Selected employees from a list

Applying schedule segments

11/05/2018 08:00 AM - 11/05/2018 01:00 PM, Default Position Title, Default Cost Code

b. Deleting a Global Schedule

Select the Schedules drop down menu and then select Global Scheduler.

2. Select the employees you would like to delete schedules for by either selecting the
specific employees from the list or by using a Filter. Once you have selected the
employees you would like to delete schedules for, click Next.

3. Select Delete schedules and click Next.

=

ch Company: Week:
South Texas College  6/28/2021 BO_BACKUP
ﬁ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Employee Daily Weekly Recurring Template Global Scheduler Staffing Requirements

GLOBAL SCHEDULER 2 Feedback

Select Operation Back Cancel Next

Schedule operations
Apply schedules
Copy schedules
Delete schedules
Maodify schedule segment
Transfer position title information

Recurring Schedule

4. Select the Source date range by entering the date range of schedules you would like to
delete, by selecting them using the date picker, or use one of the preset ranges in the
drop down list.

5. If you would like to only delete segments from certain position titles, create a Position
Title Filter.

6. Check the various options for different types of segments you would like to include.
Once you have finished configure the source date, click Next.
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The Summary screen will provide a summary of the operation you are about to perform,
including dates, the number of individuals selected, and the types of segments you will
be deleting. Select Preview to view the copy operation without making any changes to
the schedule, or click Process to delete the schedules.

Modifying a Scheduled Segment

Select the Schedules drop down menu and then select Global Scheduler.

Select the employees you would like to modify one or more segments for by either
selecting the specific employees from the list, by creating a Filter. Once you have
selected the employees you would like to modify segment(s) for, click Next.

Select Modify schedule segment then click Next.

Company Week BO BACKUP
South Texas College  6/28/2021 -

HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Employee  Daily Weskly Recurring Template GlobalScheduler  Staffing Requirements

GLOBAL SCHEDULER ? Fesdback

Select Operation Back Cancel

Schedule operations
Apply schedules
Copy schedules
Deleteschedules
Modify schedule segment

ransfer position title information

Select the Source date range by entering in the dates of schedules you would like to
modify, by selecting them using the date picker, or use one of the preset ranges in the
drop down list.
Check the various options for different types of segments you would like to include.

e Include schedule segments

e Include recurring segments

e Include recurring override segments

e Include segments tied to requirements

e Include regular segments

e Include on-call segments

e Include off segments

e Include unavailable segments

6. Once you have configured your range, click Next.
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7. Select the data you would like to edit on the Configure Segment screen by checking the
box for the relevant segment information and enter the modify information. Once you
have made changes, click Next.

Configure Segment

Select which fields to modify

Segment type Regular ﬂ
Datein | 11/5/2018 [ Timein | 08:00 AM

Dateout | 11/5/2018 ] Timeout | 01:00 PM

O

O

O

O Breaktype = << NONE >>
[  PositionTitle | Default Position Title
[l Cost Code | Unspecified cost code
O

Description

8. The Summary screen will provide a summary of the operation you are about to perform,
including the number of individual affected and the options selected for the source and
destination dates. Select Preview to view the copy operation without making any
changes to schedule, or click Process to modify schedules.

d. Recurring Schedule- Assign a recurring schedule on Global Scheduler
1. Select the Schedules drop down menu, then select Global Scheduler.

icp oo et [ BSAGHR

South Texas College  6/28/2021
ﬂ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Employee  Daily Weekly Recurring Template GlobalScheduler —Staffing Requirements

GLOBAL SCHEDULER : Feedback

Select Individuals Cancel Next

() Select using filters

(@ Select employees from list

656618
Showing1recordsof1  Selected 1 records

1Dt FirstName  LastName ExporiCode  Department Classification  Role

656618 Michelle Chan ADDG56618  BUSINESSOFFICE 6 3

2. Select the employees you would like to recur a schedule for by either selecting
specific employees form the list or by using a Filter. Once you have identified the
employees you would like to schedule, click Next.
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3. Select Assign recurring schedule, then click Next.

LC| A Company:  Week
p South Texas College  6/28/2021 BO_BACKUP
4  HOURS  SCHEDULES  EMPLOYEE  REPORTS  TOOLS  CONFIGURATION  COMPANY

Employee  Daily Weekly Recurring Templste Global Scheduler Staffing Requirements

GLOBAL SCHEDULER ? Feedback
Select Operation Ers Cancel Next
Schedule operations Sections

Apply schedules Assign recurring schedule
Copy schedules Unassign recurring schedule
Delete schedules Reset employes overrides

Modify schedule segment
Transfer positiontitle information

Recurring Schedule

4. Select your recurring schedule you would like to assign to your employee. Then click
Next. (Example below shows a recurring schedule for payroll staff (8am-12pm)-(1pm-
S5pm).

‘P ' xR, s PO

/ﬁ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Employee  Daily Weekly Recurring Template Global Scheduler  Staffing Requirements

GLOBAL SCHEDULER ? Feedback

Sabact Recurring Schadule
Back Cancel Next

Shomig s recordawfd
St Dascription]
e o Cuastintiin
Crvsgermy [bedomit
R
G sty d ke

. Poaryraill ikl @8- 12500 &

Pl 4108 L3000 (100 5

5. Next you will need to configure the recurring schedule active period date range. Then
click Next.

lcp Company: Week BO_BACKUP

South Texas College 6/28/2021
/ﬂ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY

Employee  Daily Weekly Recurring Template Global Scheduler  staffing Requirements

GLOBAL SCHEDULER ? Feedback

Configure Recurring Schedule Back Cancel Next

[ Override role settings

Active period

7/12/2021 o]
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6. The Summary screen will provide a summary of the operation you are about to
perform, including the number of individual affected and the options selected for the
source and destination dates. Select Preview to view the copy operation without
making any changes to schedule, or click Process to modify schedules.

e. Recurring Schedule- Unassign a recurring schedule on Global Scheduler
1. Select the Schedules drop down menu, then select Global Scheduler.
2. Select the employees you would like to recur a schedule for by either selecting
specific employees form the list or by using a Filter. Once you have identified the
employees you would like to schedule, click Next.

ch Compan leek:
South Texas College  6/28/2021 BO_BACKUP
ﬁ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY
Employee Daily Weekly Recurring Template |Global Scheduler — Staffing Requirements
GLOBAL SCHEDULER Feedback
Select Individuals Cancel Mext
O select using filters
@ select employees from list
656618
Showing1recordsof 1 Selected 1 records
1D} FirstMame  lastName ExportCode  Department Classification ~ Role
656616 Michelle  Chan ADOSS6618  BUSINESSOFFICE 6 6
3. Select Unassign recurring schedule, then click Next.
l.Cp Company: eck
South Texas College  6/28/2021 EeLENE L
/ﬁ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY
Employee  Daily Weekly Recurring Template GlobalScheduler Staffing Requirements
GLOBAL SCHEDULER ? Feedhack
Select Operation Back Cancel Next

Schedule operations Sections
Apply schedules Assign recurring schedule
Copy schedules Unassign recurring schedule
Delete schedules Reset employes overrides
Modify schedule segment

Transter position titleinformation

Recurring Schedule
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4. Select your recurring schedule you would like to unassign to your employee.
Then click Next. (Example below shows a recurring schedule for payroll staff

(8am-12pm)-(1pm-5pm).
l.cp Company: Week
South Texas College  6/28/2021 BO_BACKUR
/ﬁ‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY
Employee  Daily Weekly Recurring Template  Global Scheduler  Staffing Requirements

& Feedback

GLOBAL SCHEDULER

Sabact Rocurring Schadule Back Cancel Next

. Payrail abalT @ 179 (0 5

Pyl sl 300 01085

5. Next you will need to configure the recurring schedule Effective Date. Then click

Next.
I.Cp Company Week
South Texas College  6/28/2021 Lol
/“‘ HOURS SCHEDULES EMPLOYEE REPORTS TOOLS CONFIGURATION COMPANY
Employee = Daily Weekly Recurring Template Global Scheduler Staffing Requirements
GLOBAL SCHEDULER 2 Feedback
Back Cancel MNext

Configure Recurring Schedule

[ override role settings

Effective Date | 7/4/2021

6. The Summary screen will provide a summary of the operation you are about to
perform, including the number of individual affected and the options selected
for the source and destination dates. Select Preview to view the copy operation
without making any changes to schedule, or click Process to modify schedules.
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Do’s and Don’ts for TCP

Do’s for Clock In/Out

Don’ts for Clocking In/Out

Do’s

Clock in/out using the time clock in your department’s
building or your assigned STC computer when entering
or leaving work.

Properly clock in/out at scheduled time to begin/finish
work.

Arrive and depart your working assignment according to
your schedule.

Use STC Electronic Time Adjustment Request Form (BO-
7700) for working travel hours.

Review and verify all timecards timely before the weekly
deadline.

If verification deadline was not met, print out paper
timecards and have employee and supervisor sign the
timecard.

Keep all payroll related documentation available for
auditing for 4 years for non-grant funded employees and
10 years for grand funded employees. This includes a
paper timecard with signatures when deadline was
missed for verifying. New payroll retention period.

Any forms of abuse are considered acts of fraud. Auditors

review exceptions and request justifications.

Don’ts

Don’t share your TimeClock Plus online web access
username and password.

Clock in/out through the College’s wireless network
utilizing personal equipment.

Abuse working hours.

» Clock in/out or authorize another individual to clock
you in/out for non-working hours.

» Clock in/out in a building you don’t work in to adjust
your arrival/departure time.

» Clock in, go park your car, and then go back to work.

»  Clock in/out of another building when going to lunch
or returning from lunch.

» Clock in and use working time for personal use.

» Do not abuse 15 minute rounding time setups in TCP.

» Overuse the STC Electronic Time Adjustment Request

Form (BO-7700) to adjust your working hours.
Frequent use of this form, which will be displayed in
your timecard, may cause audit issues.

Please visit the link below where we provide additional training material.
www.southtexascollege.edu/go/timeclock

or

https://finance.southtexascollege.edu/businessoffice/timeclock.html

For any questions or concerns you may contact us at:

Michelle Garcia, Payroll Assistant
TimeClock Plus Admin
Email: mgarz447 @southtexascollege.edu

Phone: 956-872-2696

Sonya Moreno, Payroll Assistant

TimeClock Plus

Email: smartinez 0388 @southtexascollege.edu

Phone: 956-872-4679

Payroll Department:

payroll@southtexascollege.edu
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