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WHAT TO EXPECT WITH THIS MANUAL

This manual takes you through the many features of TimeClick. Each navigation bar tab in
admin options has a section that describes all the features available within it.

Resources Found on Website and Blog

You can find additional documentation such as the FAQs page and Video Tutorials on the
Support Center on our website.

The blog is another great resource for tips with the software and documentation on using
advanced features.

TimeClick Blog Features: https://www.timeclick.com/blog/category/timeclick-features/
TimeClick Blog Technical Support: https://www.timeclick.com/blog/category/technical-

support/

Contact Customer Support Team

Our support team is happy to assist. Contact them by emailing support@timeclick.com or
calling (435)753-4102. Live chat is available through our website at timeclick.com.



https://www.timeclick.com/tc/support-center/faq.php
https://www.timeclick.com/tc/support-center/support-videos.php
https://www.timeclick.com/tc/support-center/support.php
https://www.timeclick.com/blog/category/timeclick-features/
https://www.timeclick.com/blog/category/technical-support/
https://www.timeclick.com/blog/category/technical-support/
mailto:support@timeclick.com
https://www.timeclick.com/

PREFERENCES

General Preferences

Break Down of General

Specifies the organization name that will appear on reports
Allows you to name this computer for easier tracking of changes

Allows you to enable breaks and set them as paid and/or unpaid
TimeClick checks to see if our developers have released an update
of the software - updates found under Help on the main display
Allows you to prevent time theft by syncing the workstation time to
the time on the TimeClick server (only found on workstations)
Adds a requirement to enter admin password before TimeClick can
be closed

Allows you to change the admin password

General Display Pay Period and OT Advanced Time Actions

Organization Name |TimeCIick |

Account Holder Email |genera|@timeclick.com |

B Computer Nickname |Fru:|nt Desk |

A. Organization Name:
B. Computer Nickname:
C. Enable breaks:
D. Automatically Check for
Updates:
E. Sync Time to TimeClick
Server Computer:
F.  Require Admin Password
to Quit Program:
G. Change Admin Password:
@ Admin Options - TimeClick
Navigation
Dashboard
D
Computer Name DESKTOP-03VUTHD
Employees

Modify Times

p
Accrued Time

vl

Utilities

X

Repaort Center

c Enable Breaks
Breaks are Paid
Breaks are Unpaid

D Automatically Check for Updates
E |:| Sync Time to TimeClick Server Computer
F |:| Require Admin Password to Quit Program

G Change Admin Password



Display
Main Employee List Display Options

After making your changes make sure to click Save to save the new settings.

A. Clock Icon: Adds or removes clock icon next to employee name
B. Date: Adds or removes date from display
C. Enable Sorting: Allows the user to change if the list is sorted by name, time, etc.
D. Display On/Off: Controls whether or not the display is turned on or off
E. Status: Adds or removes employee status from display
F. Comment: Adds or removes any comments associated with the entry
G. Only Display Shortens employee name by only displaying the middle initial
Middle Initial: instead of the whole middle name
H. Time: Adds or removes the entry time from display
l. Font Size: Modifies how big or how small the font will be on the main screen
@ Admin Options - TimeClick 7 ®
Navigation General D|s|::|ay- Fs;-'Fsri::-sr: -9- .i.:'-.-'s-r:s: Time Actions

Emplovee Status Time Date Comment
Ford, Robert A Clocked In 01:26 PM 09/19/18 Traffic.
Millay, Maeve D Clocked In 11:53 AM 09/19/18

»

Employees

Modify Times
A Clock lcon B Date c Enable Sortin '.;Ij Display COn
g B) Display
P T E Status F Comment G Only Display Middle Initial () Display Off

.|/ Ho e
Font 5ize

I = Limit Display to Individuals or Departments |:| Limitation Settings
Utilities 20 -

X

Report Center

:.3 Apply these display settings only to this workstation

:: Apply these display settings to EVERY TimeClick workstation



Limit Which Employees Appear on the Display Screen of a Workstation

1. Check the box next to Limit Display to Individuals or Departments.

2. Check all
individuals,
departments, or
jobs you would
like to be
displayed on the
main screen of
TimeClick.

3. Click OK.

4. Click Save.

Select Which
Workstations

@ Admin Options - TimeClic
. . General Display Pay Pericd and OT | Advanced  Time Acticns
Navigation
Main Employee List Display Options
| Dashboard 1 | Ssmple Main Display
@ Assignment Dialog - TimeClick ? ¥ Status  Time Date

Include Employees, Departments, and/or Jobs

[ Indlude Al Active Employees

D Include All Departm
[ include Al jobs

+ Employees

[CJ Christensen, Darran A

[[] Grant, Evan
[ Grey, David

[ Johnson, Clayton 5

] Jones, Jeff

] smith, Kevin €
[ williams, Sarah
» Departments
b Jobs

3

e D Clocked In 11:53 AM 09/19/18

ents

Date
Comment

Enable Sorting

Limit Display to Individuals or Departments

oK Cancel

Preferences [ |

%

These Display Settings Apply To
1. Choose the option to apply display settings to EVERY workstation or only to this

workstation.

2. Click the Save button.

K

Report Center

Preferences

ke

Font Size
20 |

@App\y these display settings only to this workstation

() Apply these display settings to EVERY TimeClick workstation

Limit Display to Individuals or Departments

@Apply these display settings only to this workstation

:: Apply these display settings to EVERY TimeClick workstation

Only Display Middle Initial

Comment

A Clocked In 01:26 PM 09/19/18 Traffic.

@D\sp\ayﬂn
OD\sp\ayDH

Limitation Settings

Save Exit
4 HEDN BETER

Limitation 5ettings

2 ETE T



Pay Period and OT
How to Set Pay Period Preferences

1.
2.

4.

Select the type of pay period.
Fill in the required information about when the pay period starts. The end date will
adjust automatically according to length of the pay period.
Select either Reports Default to Last completed Pay Period or Reports Default
to Current Pay Period. This refers to what date range is displayed first by default in
the Report Center.
Click Save.
@ Admin Options - TimeClick ?
Navigatjon General Display Pay Period and OT | Advanced Time Actions
~ Pay Period Pref: ces
ol Pay Period Pay Period Template
m |Semi—Montth '| September_ 2013
Period A Period B
Employees |Z|§|_ 15 |E|§|_ end
]
Modify Times
]
- O Reports Default to Last Completed Pay Period
Accrued Time @ Reports Default to Current Pay Period
L/ :

How to Set Overtime Preferences

1.

2.
3.
4

Check the box next to the different type(s) of overtime calculations your office uses.
Set the threshold of hours at which overtime begins to be counted.
Set the day when the week starts.

Click Save.

Accrued Time

Utilities

K

Report Center

Preferences

%

~ Overtime Preferences

O Reports Default to Last Completed Pay Period -—-—“

@ Reports Default to Current Pay Period

1 OT Type 2 Threshold
Clomiy s C o B
Double Time -
Weekly | 20 hrs l%' | 0min I%'

‘Week Starts On: {For OT Calculation)

|Sunday ' |
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Advanced

Break Down of Advanced

A. Admin Options Initial Tab: This controls where admin options will open to when
logging into admin mode.

B. Date and Time Formats:
This changes the default format for the date and time.
Click Save after all settings have been set.

@ Admin Options - TimeClick

. . General Dizplay Pay Pericd and OT | Advanced | Time Actions
Navigation

Dashboard AMmin Options Initial Tab
Fr=y
) Messages

- 'i::'Dasht:Dard Reports

() Modify Times
Employees

f:; Report Center

B Date and Time Formats

Date Format
Modify Times 01/31/18 * | 09/19518
® Time Format
> i 08:00 AM 05:00 PM -

Accrued Time

Utilities

\/



Time Actions

How to Set Time Actions

1. To create your own time actions, select Create Custom Time Action.

2. Input a name for your custom time action.

3. Select to include or exclude this time action in total calculations and overtime

calculations.
4. Select Update Time Action.

5. To modify, or remove an existing time action select the time action from the list.
6. If you wish to remove this time action, deselect Active then Update Time Action.

Click Save after all time actions have been set.

& Admin Options - TimeClick

General Display Pay Pericd an Advanced | Time Actions

o
Q

Navigation

Dashboard Select Time Action

m Vacation 1 Create Custom Time Action
Sick
PTO
Employees 5 Holiday
. Bereavement
A Other Time
Mo Pay Time
Modify Times

1©

Accrued Time

Utilities

X

Report Center

D Include Inactive Actions

Active 6

2 Acti

4

on Name |

3 Include in Totals Calculations

Include in OT Calculations

Update Time Action

7 I
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EMPLOYEES

Edit Employee Record

Create a New Employee

1. Click the Create New Employee button.

2. Fill'in the First Name, Last Name, and Password fields.

3. Click OK.
To make edits to an employee’s name, password, or other info, double-click their name in
the employee list or click Edit Employee Record after selecting their name. Mark the box
Edit Employee Record above the Employee ID field, make your changes, and click OK.

©  Admin Options - TimeClick

Edit Employee Record | Edit Department  Edit Job Codes

Navigation
Dashbeoard Select an Employee
m ‘Christensen. Darren A x
L Grant, Evan
Grey, David #  Edit Employee Record
Johnson, Clayton S
Jones, Jeff Ve 1 + Create New Employee
Smith, Kevin C
Williams, Sarah
Modify Times Employee Record | Detailed Info ~ Accrued Time | Restrictions ~ Clock Schedule
® Employee Information
D Edit Employee Info
Employee ID |B |
First Name | |
2 Middle Name | |
Assigning Employees to A LastName | |
Password | |
Departments

Select Employment Type
Make sure you have departments

created before proceeding. Here is
the link to the section about Creating
or Editing a Department.
1. Click on Assign to
Department(s) in the
employee record.
2. Check the box next to all the
departments you would like Assign to Departmentls) Assign Job Codes
to assign this employee to.
3. Click OK.

Department(s) Job Codes
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Detailed Info

How to Delete an Employee Record Permanently

Note: Deleting an employee will remove all records regarding the employee. There is
no way to retrieve that information.

In the employee’s record go into the Detailed Info tab. The Delete button is in the top
right corner
Christensen, Darren &4 | Detailed Info | Accrued Time = Modify Times | Restrictions ~ Clock Schedule

Darren A Christensen
1

X Delet= Employee

Employee Address Contact Information
Address || Cell Phone | |
| Work Phone | |
City [ Extension l:l
State/Country Haome Phone | |
Zip Code | Personal Email | |
Aelevant Datee Work Email | |
T2 EE Emergency Contact Information
Termination Date Contact Name | |
Birth Date Relationship l:l
Gender Cell Phone l:l
:.3 Male Daytime Phone l:l
:; Female Home Phone l:l

Mark the Employee as a Terminated Employee

Terminating an employee, prevents the employee from displaying on the employee main
screen and from displaying on reports unless otherwise specified. It does, however, save
the employees information and data for future use in the case of a company audit or a
dispute for fair compensation.
In the employee’s record go into the tab with their name.

1. Click the bubble that says Terminated Employee.

2. (Optional) Click the Detailed Info tab and enter a termination date.

Click OK when finished editing the employee record.

Christensen, Darren A | Detailed Info | Accrued Time = Modify Times | Restrictions |~ Clock Schedule

Employee Information

Edit Employee Info |:|

Employee D |‘I

First Name |Darrer1

Last Name |Christensen

1 i‘j Active Employee

|
|
Middle Name [A. |
|
|

Password |-“.

E Salary -
:: Terminated Employee
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Accrued Time in Employee Record

Initializing and Editing an Existing Employee’s Accrued Time Totals.

Please note, you will not see this tab until accrued time has been enabled in the Accrued
Time portion of the Admin mode.

Navigate to Employees and select the appropriate employee.

1. Gointo the Accrued Time Tab.

2. Check the box next to Edit Values.

3. Enter the Vacation, Sick, PTO times with values that reflect their total accrued
times for the year, or at the moment you input these values.

Note: You can also assign Accrued Time Categories here. For details on how to create
and edit those categories visit our comprehensive Accrued Time section. Click OK when
finished editing the employee record.

(& Admin Options - TimeClick ? X
_— 1
Na‘"gatlon Christenzen, Darren A Detailed Info | Accrued Time | Modify Timez = Restrictions Clack Schedule
Dashboard
Accrued Time Balance
m 2 Edit Values
-
Vacation 9.1372 hrs ¥
Sick 0.0000 hrs = 3
PTO 24.0000 hrs ¥
Accrued Time Categories
Modify Times Lo
® 0.004 hrs per hour worked -
] Sick
No Category Set =
Accrued Time

PTO
No Category Set =

X

Utilities

X

Report Center

Preferences

o

Lo [ concel |



Restrictions

How to Put Restrictions on What an Employee Can Do
In the employee’s record go into the Restrictions tab.

Chriztenzen, Darren A Detsiled Info ~ Accrued Time Maodify Times | Restrictions | Clock Schedule
1 Employee Options Settings

¥ Employee Settings
Enable Employee Options Menu

Navigation
Dashboard

(D

Employees

Enable Messages Tab
Employee Can Send Messages

Modify Times Enable Dashboard Tab

o
Accrued Time
2

Utilities

Enable View Hours Tab

Enable View Accrued Time Tab

Enable Employee Settings Tab
Employee Can Set Preferred Department

Employee Can Change Their Password
Employee Password Can Be Blank

X

Report Center MR

® Allow Paid Breaks

Time Actions
Employee Can Use All Time Actions

Preferences

2.

Set Time Actions

2

Apply These Settings
to Multiple Employees

1. Select or unselect all the options you want or don't want employees to access in

their Employee Options.

2. Select Apply These Settings to Multiple Employees if you wish to apply these

settings to more than one employee.
When finished editing employee record click OK.

15



How to Make an Employee a Restricted Admin

In the employee’s record go to the Restrictions tab and scroll down to the Restricted

Admin Settings.

1.

4.

Mark the box Set
Employee as
Restricted Admin

If you want the
restricted admin to
only have access to
specified employees,
select Set Limited List
and choose who this
employee can manage.
Select all the options
you want this
employee to access in
their Employee
Options. These options
determine what
sections of the admin
menu this employee
has access to. Note: If

you selected Limited List, this employee can only access these options for the

Navigation
Dashboard

g

Modify Times

1©

Accrued Time

X

Utilities

X

Report Center

e

Preferences

oﬁ

& Admin Optiens - TimeClick

Chrisf en, Darren A Detailed Info ~ Accrued Time  Modify Times | Restrictions | Clock Schedule

Employee Options Settings
> Employee Settings

V¥ Restricted Admin Settings
1 Set Employee as Restricted Admin

Restrict Actions to Limited Employee List 2 Set Limited List
Enable Admin Dashboard Tab

Enable Admin Messages

D Enable Admin Dashboard Reports Tab

Enable Admin Employee Tab
Enable Edit Employee Record Tab
Enable Create New Employee
D Enable Department List Editing
3 [J Enable Job Code List Editing
[J Employee Can Modify Their Own Record
[ Enabile Restrictions Tab
[] Enable Detziled Info Tab
[ Enable Accrued Time Tab
[ Enabile Schedule Tab
(0 Enable Edit Department Tab
(] Enable Edit Job Codes Tab
Enable Modify Times Tab

() Employee Can Modify Their Own Times
D Enable Mass Entries Tab

4

selected employees.

16

Apply These Settings
to Multiple Employees

v

If you wish to apply these settings to more than one employee, select Apply These
Settings to Multiple Employees.
When finished editing the employee record click OK. Employees are now able to access
administrative privileges through the employee options menu.
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Clock Schedule

Setting up Auto Lunch Deduction

In the employee record go to the Clock Schedule Tab.

1. Check the box next to Enable Automatic Lunch Deduction.

2. Select the amount of time to be deducted in minutes.

3. Select the minimum number of hours an employee has to work before the auto
lunch deduction feature kicks in.

4. Select if automatic lunch deduction is calculated by day total, or individual clock
period. Day total automatically deducts the time if the threshold is met during the
entire day. Individual Clock Period deducts the time if the time between any given
clock in and out reaches the threshold to prevent a double deduction of time if the
employee accidentally clocks out for lunch.

When finished editing the employee record click OK.

Admin Options - TimeClick ? *
_
NaVIgatlon Christensen, Darren A~ Detailed Info | Accrued Time | Medify Times | Restrictions | Clock Schedule
Dashboard A~
¥ Auto Lunch Deduction ¥ Advanced Settings
‘ - ' 1 Enable Automatic Lunch Deduction Set Period Cutoff Time (Used for Totals and OT Calculations)
12:00 AM -
Deduct 60 min 5 2
After an employee has o a 3
worked a minimum of 8.00hrs [5
C.j Calculate ALD by Day Total 4
() Calculate ALD by Individual Clack Period

Modify Times

™

Set Period Cutoff Time

This is used for employees who have regular cross-midnight shifts. Set the time this
employee’s week of seven consecutive, 24-hour periods begin and end for calculating
weekly overtime. Do not change the period cutoff time frequently. Frequent change of this
time to avoid overtime costs results in a failure to comply with Federal overtime laws.

Admin Optiens - TimeClick ? *
S
NaVIgatlon Christensen, Darren A | Detailed Info | Accrued Time =~ Modify Times | Restrictions | Clock Schedule
Dashboard ~
¥ Auto Lunch Deduction ¥ Advanced Settings
‘! - !j Enable Automatic Lunch Deduction Set Period Cutoff Time (Used for Totals and OT Calculations)

12:00 AM =
Deduct 60 min

4| (4

After an employee has
worked a minimum of

@ Calculate ALD by Day Total

8.00 hrs

:: Calculate ALD by Individual Clock Period

Modify Times

TN
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Setting up the Employee Schedule Feature (General Day Schedule)

In the employee’s record go into the Clock Schedule tab to Employee Schedule.

1. Check the box next to Enable Employee Schedule.

2. Select the bubble next to General Day Schedule.

3. Under General Schedule, put in the employee’s hours.

4. (Optional) check the Prevent employee from clocking in before scheduled time
box if you would like to restrict the employee from clocking in before the buffer
zone.

5. Under Scheduled Clock In Buffer use the Early Buffer field to specify when a clock
in is marked as early or late. For example - my early buffer is set to 5 minutes so any
time between 7:55 a.m. - 8:05 a.m. will be marked on time. If | clock in at 7:54am it
will be marked as early.

6. Under Scheduled Clock Out Buffer use the Late Buffer fields to specify when a
clock out is marked as early or late.

7. Select Apply This Clock Schedule to Multiple Employees if you wish to apply the
same schedule to more than one employee.

When finished click OK.

& Admin Options - TimeClick ? *

-
NaVIgatlon Christensen, Darren &  Detailed Info ~ Accrued Time | Modify Times | Restrictions | Clock Schedule

Dashboard ~

> Auto Lunch Deduction > Advanced Settings
m ¥ Employee Schedule
Enable Employee Schedule

2 C‘j General Day Schedule

() Individual Day Schedule

3 General Schedule

Modify Times ClockIn
08:00 AM 3
Clock Out
Do 05:00 PM [&
Accrued Time 4 Prevent employee from Clocking In before scheduled time
-I/ 5 Scheduled Clock In Buffer
= 08:00 AM
07:55 AM 08:05 AM
Utilities
3¢ - I ([ .
’ Early Buffer | 5 min = Late Buffer | 5min [
Report Center 6 Scheduled Clock Out Buffer
@ [ 05:00 PM
— 04:55 PM 05:05 PM

Preferences
Early Buffer | 5 min fy Late Buffer | 5min [y

7 Apply This Clock Schedule to Multiple Employees
v

Lok J Gencel ]
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Setting up Employee Scheduling Feature (Individual Day Schedule)

In the employee’s record go into the Schedule tab and scroll to Employee Schedule.

1. Check the box next to Enable Employee Schedule.
Select the bubble next to Individual Day Schedule.
Deselect the days when the employee does not work.
Enter the regular work schedule of the days that the employee works.
Use the Early Buffer field to specify when a clock in is marked as early or late. For
example, my early buffer is set to 5 minutes so any time between 7:55am - 8:05am
will be marked on time. If | clock in at 7:54am it will be marked as early.

6. Use the Late Buffer field to specify when a clock out is marked as early or late.
If you wish to apply the same schedule to more than one employee, select Apply This
Clock Schedule to Multiple Employees. When finished click OK.

vk wnN

Christensen, Darren A | Detailed Infe = Accrued Time Meodify Times = Restrictions | Clock Schedule |
1 Enable Employee Schedule

:: General Day Schedule

(@ Individual Day Schedule

Individual Day Schedule

Monday Tuesday Wednesday Thursday Friday
Clock In Clock In Clock In Clock In Clock In
07:00 AM |2 02:00 AM 5 08:00 AM 5 08:00 AM 5 08:00 AM o
Clock Out 4 Clock Out Clock Cut Clock Out Clock Cut
04:00 PM |2 05:00 PM |2 05:00 PM |5 05:00 PM |5 05:00 PM =

3 O Saturday O Sunday

Prevent employee from Clocking In before scheduled time

5 scheduled Clock In Buffer

08:00 AM
07:55 AM 08:05 AM
Early Buffer | 5 min = Late Buffer | 5 min =

G Scheduled Clock Out Buffer

05:00 PM
04:55 PM 05:05 PM
Early Buffer | 5 min (e Late Buffer | 5 min =

L
Lo [ cencel |
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Edit Departments
Creating or Editing a Department

In the Employees options select the Edit Department Tab.

Click the Create New Department button.

2. Fillin the Department Name.

3. Out of the list of employees select employees to assign to the department.
4. (Optional) add a Department Description.

—_

To edit a department, select the existing department from the list of departments and click
the Edit Department button and follow instructions 2 - 5 again.

Note: If you wish to delete a department that was previously created, select Delete when in

the Edit Department tab after selecting an existing department. Deleting a department
cannot be undone. Click the OK button.

& Admin Options - TimeClick

Edit Employee Record | Edit Department | Edit Job Codes

Navigation

Dashboard

Marketing Department Name
- Tech

#  Edit Department

1 + Create New Department

Select a Department

& Admin Options - TimeClick

New Department

Navigation

Dashboard Department Name (Required |

Assign Employees to this Department
- [] Christensen, Darren A 4 Department Description

[] Grant, Evan
3 [] Grey, David
[] Johnsan, Clayton S
[T Jones, Jeff
[_] Smith, Kevin C
Modify Times [ williams, Sarah

O
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Edit Job Codes

Creating a Job Code
In the Employees options select the Edit Job Codes tab,
1. Click the button that says Create New Job Code.
2. Enter a Job Name and the optional Job Code.
3. Out of the list of employees select employees to assign to the job.
4. (Optional) Enter a Job Description.
Click the OK Button.
To edit a job code, select the job code from the list and click the Edit Job Code button. Then
follow instructions 2-4.

& Adrmin Options - TimeClick

. . Edit Employee Record  Edit Department | Edit Job Codes
Navigation

Dashboard Enable Job Codes

Select a Job Code
‘ - ' 1234 - Video Production Job Code ar Mame ‘
5678 - Email Marketing

Edit Job Code
Employees

. 1 + Create Mew Job Code
S

Modify Times

7T

©  Admin Options - TimeClick

. . MNew Job
Navigation

Dashboard 2 Job Name |Required |
Job Code [optiona |

D

Assign this Job to Employees
[] Christensen, Darren A 4 Jok Description
() Grant, Evan
3 [] Grey, David
(] Johnson, Clayton S
[] Jones, Jeff
Maodify Times (] smith, Kevin C
[ williams, Sarah

Employees

| (GHN [
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MODIFY TIMES

Modify Times Tab

How to add an Employee’s Times

1. Select the employee out of the list of employees.
2. Click Modify Employee’s Times.

& Admin Options - TimeClick ? %
. . | Modify Times ‘ Mass Entries
Navigation
Dashboard Select an Employee to Modify Their Times
L
l Christensen, Darren A Christensen, Darren A x |
- Grant, Evan
Grey, David £ |+ Modify Employee's Times |
Employees Johnson, Clayton S
Jones, Jeff
. smith, Kevin C
A williams, Sarah
Modify Times

Using the “Add Action” button

1. Select the date from the list on the left, or use the calendar to select the date.
2. Click the Add Action button.

3. Select the type of action you will add by clicking the top or bottom section of the

window.
Christensen, Darren A: 1 F

4. Putinthe clock
in/out Time, or ifin

? x
Choose other _
Action put in the Christensen, Darren A: 1
total time and any -
|09f191’18 v

other needed info.

Click the OK button. [@ciock i | [ozooan |2 4
|+ sasacon D | | Clock Out | Department
Clock Action  Tj — Cliars
| Begin Paid Break | () Marketing
@ Clock In 04 : : O Tech
Py | Begin Unpaid Break |

Finish Break

Comment
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Using the Shift + Click Add Option
1. Select the date from the list on the left or use the calendar to select the date.
2. Shift + click the Add Action line.
3. Select the type of clock action, Time, and if needed add a comment.

Click the Ok button when finished modifying this employee’s times.

© Admin Options - TimeClick ? *
NaVIgatlon Modify Times
Dashboard
[4] sepremper [»] September_ 2018 Christensen, Darren A: 1
- e 1 :
E | 09/ 8
e 09/04/18
. 09/0518
— 09/06/18
09/07/1
Modify Times 0 18
09/08/18
09/10/18
p — 09/11/18
09/12/18
Accrued Time
+ it [+ sasacon | (G sove cranges
— 08/15/18 Clock Action Time Date Department Comment
09/16/18
S 091718 Clock1 08:00 AM 09/19/18
Utilities @ oeein
09/18/18 -
09/19/18 + |Clockin v |0B00AM  [08/19718 ¥ [None -
09/20/18 2 T
09/21/18
Report Center 09/22/18
! 09/23/18
g 09/24/18
— 09/25/18
Preferences 18




Modifying an Existing Time

September, 2018 Christensen, Darren A: 1 !

©  Edit Time - TimeClick ? =

Christensen, Darren A: 1

| x Delete Action |
|09f‘|9f‘|8 '|
- Clock Action
| Clock In | |02:00 PM }%{ 5
| + Add Action || Vd 3 Edit Action
4| @Clock Qut |
Clock Action Time Date
‘ Begin Paid Break ‘
(@) dockin 08:00AM  09/19/18
+ Add Action | Finish Break |
Comment

Select the date from the list on the left or use the calendar to select the date.
Select the Clock Action you wish to edit.

Click the Edit Action button.

Modify the clock action to what is needed.

Put in the correct time.

Click the OK button.

ounkwnN-=



Modifying Times with Shift + Click

1. Select the date from the list on
the left or use the calendar to
select the date.

Hold Shift on the keyboard
while clicking on one of the
Clock Actions to edit the clock
action.

Hold Shift + click on the clock
actions Time to edit it.

When finished click the Save
Changes button.

Click the Ok button.

How to Delete a Clock Action

© Admin Options - TimeClick

Navigation

Dashboard

Accrued Time

Wodify Times
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scptember [7]

=

09/04118
09/05/18
09/06/18
08/07118

09/10/18
091118
09r12118
09/13/18
09/14/18

1

Delete Action

Christensen, Darren A: 1

I Save Changes

1. Select the date from the list on the left or use the calendar to select the date.

2.
3. Click the Delete Action button.
4

& Admin Options - TimeClick

Select the Clock Action from the list.

Click Yes to confirm the deletion. Note: Deleting an action cannot be undone.

T X

5.

izati
Navigation Modity Times
Dashboard
m o Semmwme U Christensen, Darren A: 1
./
@ puplicate Entries
Employees 09/04/18
. 09/05/18
— 09/06/18
08/0718
Modify Times 09/08/18
® 09/10M18
] 09/1118
09/12118
Accrued Time
+ ggﬁ:iﬂ: ‘ + Add Action || Vd Edit Action || K Delete Action 3 ‘ [H  Save Changes
- B Clock Action Time Date Department  Comment
oo/ 8
- 09/17/18 1 .
Utilities o Clock In 08:00 AM 09/17/18
() dockin 08:07AM  09/17/18
f-L\ i} kot LA-00 DRA oosizs1a
(87 TimeClick Dialog - TimeClick ? s
Report Center
C) Confirm Deletion
— Delete this clock action?
Preferences
4| Yes | | No

- Clock Action Time Date Department ‘Comment
. Clock | 08:00 AM 09/19/18
Utilities @ ocein
0911818 -
X . - + |mm:km Y|IIEOOAM ~{osnsns 'lNan -
Vd

Report Center

Preferences
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Mass Entries

Adding a Mass Clock Action Entry

1. Select the Date.

Select all the employees that will be included.

Select Choose a Clock Action or Choose Other Action.

Select the correct action.

Enter the Time.

(Optional) For Choose a Clock Action fill in the other necessary information.
Click the Add Time button.

Click the Save button.

Note: The Add Time button is hot. It will add the time you entered to all employees
selected. Be sure to double check that all the time information and employee list are
correct. There is no mass delete button.

O NoU A WN

& Admin Options - TimeClick ? x

Medify Times | Mass Entries

Navigation

Include
Dashboard Select Date 1
All Employees -
09/20/2018 -
. Choose a Clock Action [ include Terminated Employees
Sy Select a Department
. Begin Paid Break Select 3 Job
am O nenease hore 1]
Comment
Modify Times
'
[ L)
)\'—/-, Include Clock Out
3-6
_ or
Accrued Time Choose Other Action
+/_ @ Holiday - ghrs = 0 min =
Utilities
Report Center
+ Add Time

Preferences

P

Clear

Save Exit
8 HEZ I



ACCRUED TIME

Initial Set-up
Enable Accrued Time

1. Make sure that Enable Accrued Time is checked.

Setting up Categories

27

2. Choose Create Category under the drop-down Select Category Field
3. Click Select Type to set how the time is accrued, either hourly, by pay period, or

annually.

4. Enter the amount to be accrued. E.g. If | was accruing by hour and | put in .003, then
for every hour worked the employee would gain .003 hours Paid Time Off.
5. (Optional) Set the name of the category. To set the name, check the User Custom

Category Name and then enter the name.

6. (Optional) Enter a brief description of the category or any notes that are needed.

7. Click Create Category.

Repeat these steps until you have all needed categories accounted for (Paid Time Off (PTO),

Vacation, and Sick).

& Admin Optiens - TimeClick

Accrued Time Settings | Deduction Approval

Navigation
1 Enable Accrued Time

Dashboard

D

Accrued Time Earning Categories

2 ’Create a New Category

Employees 3 Hourly

4Am0unt 0.0030 hrs per hour worked

5Name |P_O Hourly

Modify Times
6 Graphic Designers

1©

7 Create Category

Use Custom Category Name

Select Employee(s) -

Christensen, Darren A
Grant, Evan

Grey, David

Johnson, Clayton 5
Jones, Jeff

Smith, Kevin C
Williams, Sarah



Assigning Employees to Categories

1. Select the employee name
from the list.

2. Under Vacation select the
category that you
edited/created.

3. Under Sick select the
category that you
edited/created.

4. Under PTO select the
category that you
edited/created.

5. Click the Update
Employee button which
will attach the categories
to the employee’s record.

Repeat steps for all eligible
employees.

Initializing and Editing an

Accrued Time 5ettings | Deduction Approva End of Pay Period

Enable Accrued Time

Accrued Time Earning Categories
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Select Employee(s) L

Christensen, Darren A

[Create a New Category

-] Grant, Evan

Hourly

Amount | 0.0030 hrs per hour worked =

Grey, David
Johnson, Clayton 5
Jones, Jeff

MName |FTO Hourly

Use Custom Category Name

Graphic Designers

Create Category

Smith, Kevin C

Williams, Sarah

Employee ID: 6 Vacation
2 0.003 hrs per hour worked -
Sick
3 0.004 hrs per hour worked -
PTO

4 No Category Set

5 Update Employee

Existing Employee’s Accrued Time Totals.

To initialize an existing employee’s Accrued Time Totals. Go into Employees and select the
employee to be initialized or edited.

1. Go into the Accrued
Time Tab.

2. Check the Edit Values
box in Accrued Time
Totals.

3. Enter the Vacation,
Sick, PTO times with
values that reflect their
total accrued times for
the year.

Click the Ok button.

Note: You can also assign
Accrued Time Categories for
this employee here.

All Employees A

Save

€ Admin Options - TimeClick ? X
_— 1
NaVIgatlon Christensen, Darren A Detailed Info | Accrued Time | Modify Times |~ Restrictions | Clock Schedule
Dashboard
Accrued Time Balance
2 Edit Values
=
Vacation 9.1372 hrs >
Sick 0.0000 hrs = 3
PTO 24.0000 hrs -
Accrued Time Categories
Vacation
Modify Times
® 0.004 hrs per hour worked v
p— Sick
No Category Set =
Accrued Time
+ PTO
/_ No Category Set v

5
2

oY
e



Launch Employee Options
How Employees Request Time Off

29

Double click on your name in the main screen and enter your employee password.

1. Click the Launch Employee Options button.

2. Inthe bottom right corner click Submit Time Request to Admin.

3. Select the date of the event.

& Employee Options - TimeClick

Messages | Dashboard

Reports View Accrued Time Settings
+ Create a New Meszage 1 Mark Unread
Date From Subject

06/22/18 Christensen, Darren A Check your hours

© Time Request - TimeClick ? >

Date
092018 = 3

|:| Select from Date Range4

-5

Thu, 09/20/18

Duratiun6

Select Time Action =
ghrs &

[pTO

i ik
0min [

Available Hours
PTO 14h Om

Admin Privileges

@ View Messages

:: View 5ent Messages

2

Submit Missed Action to Admin

Submit Time Request to Admin

8 Send

4. (Optional) If the time request spans multiple days, check the Select from Date

Range button.

Select the Time Action.

Put in the Total Time under the Duration box.
(Optional) Type a message for the Admin.
Click Send in the bottom right corner.

0 N o
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Admin: Accepting a Time Request:
When you first open Admin Options, you will discover that for every approval request there

is @ new message. The Admin will approve these requests in one of two ways; through the
Dashboard Messages or in Accrued Time >> Deduction Approval.

Dashboard Messages:
1. Open Admin mode to the Dashboard.
2. Select the time request.
3. Click Approve or Deny.

& Admin Options - TimeClick ? *

Meszages | Dashboard Reports

Navigation
g Enable Messages
Dashboard
@Vlew Meszages
+ Create 3 New Message ©rcr Mark Unread x Delete
po OViewSent Messages
Date  From Subject Time Request
Status: Active
. Johnson, Clayton 5
(@ 09/18/18 Christensen, Darren A Missad Action Request: Clock In, 08:05 AM, 09/18/18 09/27/18
- PTO 8h Om
® 09/17/18 Christensen, Darren A Missed Action Request: Clock In, 02:44 PRI, 09/17/18 PTO Balance: 14.0000
Modify Times
@ 08/12/18 Christensen, Darren A Request: Vacation 8h O0m, 0971218
D (@ 0&/03/18 Johnson, Clayton 5 Time Request: PTO 8h Om, 08/07/18 3
NS (@ oa/0318 Johnson, Clayton 5 Time Request: PTO &h Om, 08/06/18 Approve Deny
+/ @ 07/31/18 Christensen, Darren A Missed Action Request: Clock Out, 12:41 PM, 07/31/18
(3 07/26/18 Christensen, Darren A Request: Vacation 8h 0m, 07/30/18
Utilities (2 07/26/18 Christensen, Darren A Missed Action Request: Clock In, 10:55 AN, 07/26/18
x @ 07/25/18 Christensen, Darren A Missed Action Request: Clock Out, 11:04 AM, 07/25/18
(@ 07/02/18 Christensen, Darren A Missed Action Request: Clock In, 02:19 PM, 07/02/18
R i (@ 06/28/18 Christensen, Darren A Missed Action Request: Clock In, 02:11 P, 06/28/18
g Reply
—] @ 08/22/18 Christensen, Darren A Request: PTO 8h Om, 06/29/18
Accrued Time Deduction Approval Tab
. . .
1. Navigate to Accrued Time >> Deduction Approval.
2. Select Active Time Requests.
3. Change pending to either approved or denied under Status.
& Admin Options - TimeClick ? x

. . Accrued Time Settings | Deduction Approval | End of Pay Period
Navigation
Dashboard Deduction and Other Time History | (1) Active Time Request{s)

Employee ID Date Acti Amount Status

_4 09/27/18 PTO 8hOm 3Panding A

D

Employees

Modify Times

1©

Accrued Time

vl
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Click the button Save Changes that appears in the bottom left

It will then ask you if you would like to notify the employee of your decision. After which the
request will be removed from the list. If you selected Approve then the time has been
deducted from the employee’s existing accrued time. If you deny the request then nothing
changes on their accrued time record.

You can use this to edit approvals if after having approved/denied a request a change
needs to be made.

When requests are approved, the time approved is deducted immediately from that
employee’s total accrued time balance in the corresponding category.

Time that is earned through accrued time categories is reflected in the employee’s accrued
time bank when the pay period is closed (explained in the section below).



End of Pay Period

Updating Employees Accrued Time Earned

1. Navigate to the end of pay period tab.
2. Select the correct pay period. Note: pay periods that have not been updated and
closed are highlighted in red.

vk w

Click the Generate Report button.
Review the information.
Click the Close Pay Period button to finalize the calculations. Please note: any

32

changes that need to be made after the pay period has been closed must be made
manually for individual employees.

© Admin Options - TimeClick ?
. . Accrued Time Settings Deduction F-.ppra\.'5|1 End of Pay Period
Navigation
Dashboard " v End of Pay Period Settings Close Period: 09/01/18 - 09/15/18
(@) By Last Name ~ v Christensen, Darren A: 1
e O 4 Vv Totals ¥ Other Time Awarded: None
By EmRmEE Regular Hours 71.15 hrs Holiday 0.0 hrs
D Reverse Bereavement 0.0 hrs
Employees ) Overtime Hours 0.0 hrs
. Total Hours 79.15 hrs
[
¥ Accrued Time Earned V Accrued Time Deducted
. § Vacation + 032 hrs Vacation &.0 hrs
Modify Times
Sick +0.0hrs Sick 0.0 hrs
® PTO +0.0hrs PTC 0.0 hrs
I
v Previous Bank ¥ Updated Bank
Accrued Time Vacation 17.14 hrs - Vacation 9.46 hrs
+ Sick 0.0 hrs - Sick 0.0 hrs
- PTC 240 hrs - PTC 24.0 hrs
Utilities VGrant, Evan: 2
Beginning Date Ending Date v Totals ¥ Other Time Awarded: None
x 2 |ng”1 g - | |DQ!1 s/18 - | Regular Hours 23.15 hrs Holiday 0.0 hrs
Bereavement 0.0 hrs
. - 3| Generate Report | Owertime Hours 0.0 hrs
eport Lenter Total Hours 23.15 hrs
® | View Report PDF |
— ¥ Accrued Time Earned ¥ Accrued Time Deducted: None
Vacation + 0.07 hrs Vacation 0.0 hrs
Sick +0.0hrs Sick 0.0 hrs
Preferences
% PTO +0.0hrs PTO 0.0 hrs
5 | Close Pay Period
Save Exit
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How to Fix Errors within the Accrued Times Report

1. Click the button that says Fix Errors if one appears by an employee’s name.
2. Fix the error in the window that comes up. In this case we are just missing a clock
out.
You will need to Generate the report again to see the updated report.

© Admin Options - TimeClick

Accrued Time Settings Deduction Approval | End of Pay Period

Navigation
Dashboard | v End of Pay Period Settings | Close Period: 03/01/18 - 03/15/18
|
m (@) By Last Name -
V¥ Grant, Evan: 2
L OBy Employee ID ¥ Totals ¥ Other Time Awarded: None

D Reverse Regular Hours 22.97 hrs Holiday 0.0 hrs

Employees L J Bereavement 0.0 hrs

Overtime Hours 0.0 hrs
March

Total Hours 22.97 hrs

]
¥ Accrued Time Earned ¥ Accrued Time Deducted: None
Modify Times Vacation +0.07 hrs Vacation 0.0 hrs
5ick +0.0hrs 5ick 0.0 hrs
p PTO +0.0hrs PTO 0.0 hrs
¥ Previous Bank ¥ Updated Bank

Accrued Time

.

Vacation 0.0 hrs Vacation 0.07 hrs
Sick 0.0 hrs

PTC 0.0 hrs

Sick 0.0hrs
PTC 0.0 hrs

¥+ ¥

Utilities (> Grey, David: 3
", :

Beginning Date Ending Date

€ TimeClick ? >

Madify Ti ¥ Other Time Awarded: None
RairylInes Holiday 0.0 hrs

[4]

March March_ 2018 Grey, David: 3

(=
o )

P N T e N Y O Y O Y Y Y Y Y s o

[ IS T Y I WY R Y RV VX VY

L

L
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=
=
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(=]
o 5 =
- E1=

@7 Missing: Clock OQut

Current Pericd

[

0 00 0O 00 00 00 0O DO 0O 0O 00 0O 00 09

- Clock Action Time Date Comment
@ Clock In 08:00 AM 03/02/18
@ Clock Out 11:00 AM  03/02/18
@ Clock In 12:02 PM 03/02/18

Z-l- Add Action




REPORT CENTER

Reports

How to Run a Report
1. Select a Report.
2. Choose who to include in the report.
3.
to select other pay periods.

4.

a preset.
5. Set Report Settings.
6. Click View Report.
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If prompted enter a beginning and ending date, or use the Prev and Next buttons

(Optional) Select the report preset with pre-saved report settings if you have created

Note: If you wish to customize your report more, you may click Show Advanced
Settings to allow more report options. Details regarding the Advanced Settings are in

the key below.

& Admin Options - TimeClick

Reports Payroll Reports

Navigation
Select a Report
Dashboard
m 1|H0urs Report -
- Begin Date End Date
3 09/16/2018 09/30/2018
Employees < Prev Current Period Next >
. ¥ Hours Report Presets
L] 4 Default Settings
o Hours Report Settings
Modify Times
Show Advanced Settings
b — f:ortmg 5 Include on Hours Report
@) Alphabetical [ Daily Clock Actions [ Breaks
Accrued Time () Employee ID [ Day Totals [ Overtime (0T}
+ [ Reverse Order ) Week Totals Breakdown
-— Rounding (] Report Totals
® 1 Minute () 5 Minutes [-) Employee Dept Totals
Utilities (10 Minutes ()15 Minutes [] Employee Job Totals

LIS T [ Grand Totals (Al Employees)

X

) Decimal (e.g. 8.25)

() Hours and Minutes (e.g. 8:15)
Report Center

%
Preferences

ko'

(@) Both (e.g. &15/8.25)

Other Settings

[ Include Employees with 0 Hours
| Employee Comments

| Employee Signature Line

.. - -

H Save As PDF

= View Report

B coveascsy

7 X
Include
2 All Employees v
~
W
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Advanced Settings

Include on Hours Report

A [ Daily Clock Actions N & Breaks
B (] Display Action's Dept/job (] Paid Breaks
(<] Day Totals (] Unpaid Breaks
C (W) Simplified Day Totals O overtime (OT)
D Expanded Day Totals () Weekly OT
E () Week Totals Breakdown P () Show Previous Hours
F [+] Week Totals Summary [ aily OT
GD Report Totals | Double Time

H ] Report Totals Breakdown Chart QD Auto Lunch Deduction

| (] Employee Dept Totals ) . )
| @ Employee Dept Breakdown Chart A - Shows the clock in/out actions that occur daily

[ Employee Job Tatals B - Specifies the job/department to which each clock action
(] Employee Job Breakdown Chart belongs
C - Displays the day total as one number
D - Displays a breakdown of all the sub-totals that contributed
to the day total (e.g. paid breaks, sick time, etc.)

KD Grand Totals {All Employees)
|_ [+] Grand Totals Breakdown Chart

M (2 pepartment Totals E - Groups days by week including a Week Total Breakdown
() Day Totals for each week group of days in the date range
[ week Totals F - Gives a breakdown of weekly totals at the end of an
(-] Report Totals

individual's report

[lJeb Totals G - Shows totals for the entire given date range

H - Graphically displays the proportions of time spent by an employee in each hour type

| - Shows the total hours spent by an employee in each department

J - Graphically displays the proportions of time spent by an employee in each department
K - Gives a total of all hours worked by all employees during a given date range

L - Graphical representation of proportion of Grand Totals worked by each employee

M - Shows total hours worked by all employees assigned to a department

N - Shows daily breaks (if tracked). Breaks available for tracking are paid, unpaid, or both.
O - Display total overtime hours weekly, daily, and double time (if tracked according to your
State laws)

P - Show the days/hours from the previous period, or earlier in the week, that contribute to
weekly overtime if the date range for the report ends in the middle of an overtime
calculation week (previous period hours shown in blue font)

Q - Shows the amount of time deducted daily and weekly for automatic lunch deduction if
that feature is enabled. Totals will appear in daily totals and weekly breakdown if enabled.



Advanced Settings in Action
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© Hours Report
TimeClick

P

(07/15M18* - 07/16/18 - 07/23/18)

Christensen, Darren A: 1
Week 1 (07/15/18% - 07/21/18)

Mon 07/16/18

Tue 07/17M18

Wed 07/18/18

Thu 07/19/18

Fri07/20M18

A Clock In

Clock In

Clock In

N Paid Break

Clock In

Clock In
Clock In

Week 1 Totals (07/15/18 - 07/21/18) E

Employees
08:00 AM Clock Qut 12:00 PM
Dept: Marketing B
01:00 PM Clock Qut 05:07 PM
Dept: Tech
Total Mon 07/16/18
PTO Used
Total Tue 07/17/18
07:55 AM
Dept: Tech
12:00 PM End Break 01:00 FM
Clock Qut 07:00 PM
Dept: Tech
Total Wed 07/18/18
08:00 AM Clock Out 08:00 PM
Total Thu 07/19/18
08:00 AM Clock Out 12:03 PM
01:00 PM Clock Out 07:00 PM

Week 1 Totals Summary (07/15/18 - 07/21/18) F

Report Totals (07/16/18 - 07/23/18) G

Total Fri 07/20/18

Regular Hours
Paid Break
PTO Used

O Weekly OT
Total

Regular Hours
Paid Break
PTO Used

Weekly OT
Total

4:00
4:.07

C (D) 807
oz
1105

1:00

11:05
12:00
12:00
4:03
6:00
10:03

40000
1:.00
&:00
1:15
42:15

40:00
1:.00
£:00
1:15
49:15

4.00

g.12
5.00
8.00
11.08

1.00

11.08
12.00
12.00
4.05
6.00
10.05

40.00
1.00
5.00
1.25

49.25

40.00
1.00
8.00
1.25
49.25

Christensen, Darren A: 1

Regular Hours
Paid Break
Unpaid Break
PTO Used
Weekly OT
Total

40:00
1:.00
1:00

£:00
1:15
49:15

40.00
1.00
1.00
8.00
1.25

49.25




Employee Department Totals

Regular Hours (31.00% - 40.00—.

Mo Department (80.00% - 29.05]

H

_— PTO (16.00% - 8.00)

\ Weekly OT (3.00% - 1.25)

Christensen, Darren A: 1

2 - Marketing 4:00 4.00
1-Tech 15:12 15.20

J

—1-Tech (32.00% - 15.20)
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M Departments

2 - Marketing
Christensen, Darren A: 1 07/16/18
Marketing Totals Mon 07/16/18

Williams, Sarah: 7 07/17/18
Marketing Totals Tue 07/17/18

Williams, Sarah: 7 07/19/18
Marketing Totals Thu 07/19/18

Marketing Week 1 Totals (07/15/18 - 07/21/18)

Christensen, Darren A: 1 Week 1
Williams, Sarah: 7 Week 1
Total

Report Totals (07/16/18 - 07/25/18)
Christensen, Darren A: 1

Williams, Sarah: 7
Total

Grand Totals (07/16/18 - 07/25/18)

L

Regular Hours (95.00% - 195.53}—|

Christensen, Darren Az 1 (44.00% - 49.25)

4:00 4.00
4:00 4.00
2:00 2.00
8:00 8.00
8:00 8.00
8:00 8.00
4:00 4.00

16:00 16.00

20:00 20.00

Marketing
4:00 4.00
16:00 16.00

20:00 20.00

Regular Hours 195:32 185.53

Paid Break 1:00 1.00

PTO Used :00 8.00

K Vacation Earned 0:79 0.32
Sick Earned 0:04 0.07

PTO Earned 0:07 0.12

Weekly OT 1:15 1.25

Total 205:47 205.78

— PTO (4.00% - 8.00)
__\Weekly OT (1.00%- 1.25)

Grant, Evan: 2 (4.00% - 5.00)
Grey, David: 3 (4.00% - 5.00)

/—Joh nson, Clayton 5: 4 (6.00% - 7.03)
_— lones, Jeff: 5 (5.00% - 5.92)

Smith, John: & {4.00% - 4.00)
— Smith, Kevin C: 6 (2.00% - 2.17)

Williams, Sarah: 7 (30.00% - 33.00)




How to Create a Report Preset
1.
2.

U
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Click on Report Presets to drop down a menu and select Create Custom Settings.
(Optional) If this going to be default settings for you check the box next to Default

Preset for this Report.

In the Report Preset Name field type in the desired name of the custom settings

category.

Under Report Settings choose the settings you would like.

Click the Create button.

(& Admin Opticns - TimeClick

Navigation
Select a Report
Dashboard
m Hours Report - All Employees
- Begin Date End Date
09/16/2018 « 09/30/2018 «
Hipltey e < Prev Current Period Mext >

Modify Times

Re

Reports Payroll Reports

1 ¥ Hours Report Presets
Create New Custom Preset

2 [[J Default Preset for this Report

Include

5

Create

2|Regular Hours Repon:l
[

4 Hours Report Settings

Payroll Reports

How to Run a Payroll Integration Report

1.
2.

Select a Payroll Provider.
Select which employees are
to be included.

Select the correct date
range, or use the Prev and
Next buttons to navigate
to different pay periods.
Select desired Report
Settings.

(Optional) Click Generate
Report.

Click the Launch Payroll
Integration Center
button.

Follow the integration steps specific
to your payroll provider.

Navigation

Show Advanced Settings

€ Admin Optiens - TimeClick

Repore= | Payroll Reports

Select a Payroll Provider
Dashboard

1 QuickBooks Pro
g

Beginning Date Ending Date
3 09/16/2018  ~ 09/30/2018 ¥
Employees < Prev Current Period Mext >
. Report Settings
Rounding Include on QuickBooks Payroll Report
@1 Minute [ Auto Lunch Deduction
Modify Times
5 Minutes
@ 10 Minutes
> ()15 Minutes
Accrued Time
'I/ TimeClick Online Payroll Integration

6 Launch Payroll Integration Center

5 B vewrepon

Include
2 All Employees

[ inciude Terminated Employees

Save



DASHBOARD

Messages
How to Disable or Enable 1 Messages

Messages
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Dashboard Reports T

Navigation
Dashboard 0

El Enable Meszages

Check the Enable Messages _
oy
button to enable and uncheck to " - I’ + -

disable in the entire program. | Date  From Subjec
How to Read a Message
To read a message on the message board:
1. Select the message MjEnabiemesssges
f h I f + Create a New Message H SO Mark Unread » X Delete \ @Vmw Messages
rom the list o () View Sent Messages
messages. BO'd ‘ Date From Subject ‘ This request is no longer active
means unread. (@ 07/14/17 Williams, Sarah Time Request: Vacation 8h 0m, 07/21/17 ;it;i:?:,:z
2. The message will ® 07/14/17 Williams, Sarah Time Request: Vacation 8h 0m, 07/20/17 2 .
g e Williams, Sarah
displav to the right of ® 07/14/17 Williams, Sarah Time Request: Vacation 8h Om, 07/19/17 07/18/17
p y g | | Vacation 8h Om
the list of messages 1
on the message and |t ® 0771417 Williams, Sarah :y;::z;\aion Request: Clock In, 09:49 AM,
W|” open in a ® 07/14/17 Williams, Sarah  Request: Vacation 8h Om, 07/17/17
Separate W|nd0W ® 0711317 Williams, Sarah (h;;i/s]s;ﬁl;ction Request: Clock Out, 01:44 PM,
3. To open the message i

in a new window.
Simply double click it.



How to Create a New Message

1.

2.
3.
4

1.

(Optional) If urgent click the — i@ x [plongescue
H | @ To: | Select Message - ] 8

Urgent check box which makes =~ @ &&= I
it so that the recipient has to | = ®3J ' H
look at the message before | = ®-
clocking in or out. | V" oo

. = @ o7
Click Send. e ]

REpunlEr
— Reply
[ urgent Send
4 § 5 Em
How to Delete a Message
Select the message you s O 2.
. = Messages | Dashboard Reports | Tutorials
would like to delete. Nayigation S 2
ClICk the Delete bUtton m 4 Create a New Message i Mark Unread X Delete ©V‘M:"“"S”
AP () view Sent Messages
NOTE: When a message E bate  From subject gerac
. mployees Missed Clock Action
has been deleted, It . @ 07/14/17 Williams, Sarah Time Request: Vacation 8h 0m, 07/21/17 Status: Approved
A @ 07/14/17 Williams, Sarah  Time Request: Vacation 8h Om, 07/20/17

Click Create a New Message. @ o
Select Message Recipients.
Type a subject and a message.

[ messages | ousnboaraeporss | Tutoriais

Navigation
Dashboard e

m 1 4 Create a New Message

[ Enable Messages

S Mark Unread K Delete
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(®) View Messages

() View Sent Messages

cannot be retrieved.

Modify Times

b

Accrued Time

Utilities

N/

@ 07/14/17 Willlams, Sarah  Time Request: Vacation 8h Om, 07/19/17

. Missed Action Request: Clock In, 09:49 AM,
07/14N7 Williams, Sarah 0747

@ 07/14117 Williams, Sarah ~ Request: Vacation 8h 0m, 07/17/17

Missed Action Request: Clock Out, 01:44 PM,

® 0771317 Williams, Sarah oo o

Load More Messages

Williams, Sarah

07/14117

Clock In at 09:49 AM

Employee Message: forgot to switch
departments
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How to Reply to a Message

1. Select the message. ® i

Click Reply. Navigation

2.

i Dashboard
3 : Type nam essage : = & Create a New Message X Mark Unread x Delets 19) View Msvager
4.

. . - C View Sent Meszages
(Optional) if yrggnt select f ———
Urgent and it will make ‘”3“‘ Missed Cock Acten

® 07/14/17 Willlams, Sarah  Time Request: Vacation 8h Om, 07/21/17 Status: Approved

1 Messoges | Dasnboarc Reports  Tutorials

() Enaie Messages

|

the message pop u p Yo =% ® oran7 Willams, Sarah  Time Request: Vacation 8h Om, 07/20/17

Williams, Sarah
Modify Times ® 07/14/17 Wullams, Sarah  Time Request: Vacation 8h Om, 07/19/17 0714nz

before the employee can | | (0 "] N ¢ v o
= ploye sage: forgotto 5

clock in and out. ' o deporera

I Accrued Time

7 Willlams, Sarah  Request Vacation 8h Om, 071717

H ki Missed Action Reguest: Clock Out, 01:44 PM,
5. Click Reply. -'/ ® o7n3n7 wiliams, Ssah  o7any A
- @® RE: Missed Action Request: Clock In, 03:49 AM, 07/14/17 ? X
Utilities

To: | Select Message Recipients) w | [Willlams, Sarah; |

From. System Admin

Subject: |RE: Missed Action Request- Clock In, 09:43 AM, 07/14/17 |
Report Center
3 - 2

Preferences

Reply

-
Original Message

Mizsed Cock Acten
Sutus Approved

Witams Serah
a7

Cock i a1 09:45 AM

= Empioyee Message: forgot 10 Jwikch depanments v
4 D Urgent ; Reply
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Dashboard Reports

Brief Overview

The Dashboard Reports give you a brief overview of how close employees are to overtime
for the day or the week. The report will default to the current day and current week. It lists
the employees in whichever order you prefer and has a percentage bar next to each name.
If the employee approaches the overtime threshold the bar will turn yellow. If they pass the
overtime threshold it will turn red.

How to Change the Order of Employees

Use the radio buttons under °
Report Settings to change the | o o
Navigation =~ = —
order of the employees | © | [ vAspronching Overtime Dashboacd Repor
displayed. You can sort them T Oourram
| Weekly OT Threshold: 40.0 hrs 1 By Employee I

by Last name, Employee ID,
Highest Weekly Total and even
reverse the order by checking
the reverse box.
To sort the report
1. Select the means for
sorting using Report

S B X e

¥ Christensen, Darren: § (1) Clocked Out
¥ This Week: 0.0 hrs

40,0 hrs to Weskly OT

¥ Grant, Evan: 4. (D) Clocked Our
¥ This Week: 0.0 hrs
L0 hes to Weekly OT

¥ Grey, David: 2030 (%) Clocked In

Settings.  This Weelc 2.20 hrs
2. Click the Refresh namousyor
button. iy
Note: Changing the date in the : e “
top left corner to an earlier '_j::{:f_‘:_j_;':f;f; = y

date will show you how close
an employee was to overtime
on that day.
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UTILITIES

Manage Database
How to back up the Database Automatically

1. Check the Enable  AdninOptirs - Tineic
Automatic Database Navigation :.,‘m.,m::::::ise;.,.g; e
Backup box. A ===
2. Click the Set Directory I e
button and select the Y By searpeon
location of where you want o |[]] o
the backup to be stored. O e
3. Select one of the three 15 © Aty e e
options for frequency of et
backup. )
Monthly: Use the “Attempt K
On:" field to select a date to
backup. =
Weekly: Use the “Attempt cb
On:" field to select a day to
backup. 6 HET
Daily: Select the time to
backup.

4. Using the Attempt At: field set the time of day to attempt a backup.

Under the Remove Back Ups you can select whether you want old copies of
backups to be deleted after you've saved a certain number of newer backups.
6. Click Save to save settings.

U
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Manage Licenses

Reset License Count
1. Inthe list of licensed computers select the old or now unwanted computers by
checking the box next to the corresponding name. If you don't know which ones are
old then select all the listed computers.
2. Click the Reset Checked Licenses button, this will remove the license.

Note: if you remove
alicense of a
computer which will
continue having
TimeClick installed,
then that computer
will be added back
to the list when
TimeClick is
reopened on that
computer.

@ Admin Opticns

Navigation
Dashb:

Up Dstabase | Manage Licenses | Manage Connections  Audit Tools

Licences Purchased: 25
Licences Used: 2
Licences Remaining: 23

2 Reset Checked Licenses

Purchase More Licenses

Licensed Computers

o

[ Optiplex960

Exit
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ses | Manage Connections | ausic Tosls

Navigation

Manage Connections ,
How to Switch the Database € e
where TimeClick Connects or

Manually Connect to a Database
Click on the button Listen. This will cause iy |

B Listening for Connections - TimeClick ? x F

Enter an IP Address

¥
a search for the TimeClick database. If it &
finds a database, or multiple databases on >
the network it will list the database’s IP
address directly underneath the “Choose
Database Connection” text. Select the °O

desired database IP and click Connect.
To manually connect a database o S
1. Enter the Internal IP Address of the computer with the TimeClick database using the
Manually Enter IP Address field.
2. Click the Ok button to connect to the database.
Note: In normal circumstances, you should not have more than two databases on your
network. If more than one database is listed there will be confusion of times and data
entries potentially will be in separate databases causing inconsistency with payroll if
workstations are connecting to different databases when they shouldn't be. If you find
there are two databases on your network, contact our tech support team.

Audit Tools
Modified Times Audit Report

1. Select Modified Times under

Select an Audit Report. E— — .
2. Putin the date range of what e 1W 3 .

days you want the report to oA S

display. K} .
3. (optional) Using the Sorting 4

field select a means for sorting O]

the report. et
4. Click the Generate Report 2

button.

©
=




EMPLOYEE OPTIONS

Messages Tab
How to read a message

1. Toread a message, select
the message from the list
messages. Bold means
unread.

2. The message will display to

the right of the list of
messages.

3. Double click on the
message and it will open i
a separate window.
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& Employee Options - TimeClick ? 4
[Fliessages | Dashboare Reparts View Accrued Time Settings
(®) View Messages
| + Create a New Message || ©ry Mark Unread | x Delete |

() View Sent Messages

-
Date  From

Subject

09/12/18 System Admin Time Cards

09/12/18 System Admin Approved: Missed Clock In Request 08/28/18
08/14/18 System Admin  Approved: Vacation 08/12718 (Reversed)

08/14/18 System Admin Denied: Vacation 08/12/18 (Reversed)

n

From: System Admin
Subject: Time Cards 2
09/12/18, 03:18 PM

Please be sure time cards are complete before Friday!

Thanks

‘ Submit Missed Action to Admin |

‘ Submit Time Request to Admin |

How to create a new message

1. Click Create a New

@ Employee Options - TimeClick

EMessages | Dashboard

Reports  View Accrued Time | Settings

Message.

2. Select Message
Recipients.

3. Type a subject and
a message.

Click Send.

l+ Create a New Message ‘ € Mew Message - TimeClick

Dat:a From SuhjeZD | Select Message Recipient(s) v| |

From: Kyla Swift
09712718 System Admin  Time C

3ubject‘ “

09/12/18 System Admin Appro

08/14/18 System Admin  Approv

Approved)

4 Send Submit Missed Action to Admin ‘

| Submit Time Request to Admin ‘




How to delete a message
1.

& Employee Options - TimeClick

Select the message
[]Messages | Dashbaard

you would like to

Reports  View Accrued Time | Settings
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| =+ Create a New Message

@View Messages

de|ete. || ©cr Mark Unread || x Delete 2 ‘ OViewSent e
. Date From Subject From: System Admin
2. Click the Delete Subject: Approved: Vacation 08/12/18 (Reversed)
D‘}izﬂ& System Admin  Time Cards 08/14/18, 11:00 AM
b Utto n * 09M2/118 System Admin  Approved: Missed Clock In Request 08/28/18

System Admin

Approved: Vacation 08/12718 (Reverse

Note: when a message
has been deleted, it
cannot be retrieved.

08/14/18 System Admin Denied: Vacation 08/12/18 (Reversed)

*rAutomated Message***

Status: Approved (This action was previously Denied)

8h Om Vacation for 08/12/18

‘ Submit Missed Action to Admin |

‘ Submit Time Request to Admin |

® Employee Options - TimeClick

[“|Messages | Dashboard

How to Reply to a

Reports  View Accrued Time | Settings

Message
1. Select the message.

@View Messages
| 4 Create a New Message H 1y Mark Unread H x |

Delete

O View Sent Messages

=
Date _g From Subject From: System Admin
Subject: Time Cards
n0M7/12 N2.42 DA

ri

2. Click Reply.
3. Typein a message.

& RE: Time Cards - TimeClick

X
0%12/18 System Admin

08/14/18 System Admin To: | Select Message Recipientis) w | |Systemﬁdmin;

4. Click Reply.

From: Kyla Swift

‘ nplete before Friday!

08114118 System Admi
35ubje:t. [RE- Time caras

Criginal Message

From: System Admin
Subject Time Cards
CB/1215, 0318 PM

2 > |

| Submit Missed Action to Admin |

Please be sure ime cards are complete before Friday!

Thanks

| Submit Time Request to Admin |

4
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How to Submit a Missed Action to Adm|n
Missed actions are very common, an © s oors i 7 o
example would be if an employee e ————

Cl: View Messages

4 Create a New Message P
forgot to clock out yesterday and came . = :
in and clocked in. They COUld Save the 09/12/18 System Admin Ti € Missed Clock Action Request - TimeClick ? x
Admin time by submitting a missed s s A Keyla 1
action for the Admin to review and R

08/14/18 System Admin D2 09/13/18 -

accept' h Clock Acti
1. Click the Submit Missed OE=h "

Action to Admin button.
2. Select the correct date and

=
() Begin Paid Break

() Finish Paid Break

Message to Admin (Required)

select the Clock Action and 3 |
time. 4

3. Type in a quick message. 1

4. Click OK.

Submit Time Request to Admin

How to Submit a Time Request to Admin

1. Click the Submit Time Request to
Admin button.

Submit Missed Action to Admin

1 Submit Time Request to Admin

Submitting a Single Day Approval Request: | © Time Request ? X
1. Select the date of the event. o~
2. Select the Time Action. W e £, 05/05/47
3. Putinthe Total Time under the Duration box. e Dot o R
4. (Optional) Type a message for the Admin. 2 Vacaton -3 omslzl omn2
5. Click Send in the bottom right corner. S

Vacation 0 hrs

4.
5
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Submitting a Multiple Day Approval Request:
1. Within the above Time Request window, check the box that says Select from Date
Range.
Change the dates to the correct date range.
Select the correct Time Action.
Enter the correct amount of time for each individual day.
(Optional) Write a message to the Admin.
Click Send.

oU A WN

’— E B R S R LI E T e e a = = —I

2 5/14/2017 v | to |5/20/2017 - Select From Date Ran9e1 Selected Dates

e Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Vacation - 05/14/17 &h Om
14 15 16 17 18 19 20 o L
Total: 48.00 hrs
Available Hours ) Include () Include =) Include £ Incude £ Include ) Inchds =) Include
Vacation 0 hrs Duration Duration, Duration Duration Duration Duration Duration U
Bhe o Ehes [ O hes o Bhes o Bhs o Ehvs o B brs o
omn[8] | [omn[®] | [oma[®] | [oma[®] | [omn[®] | [oma[®] | [oma[®

<
6 -
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View Hours Tab
How to run a report

& Employee Options - TimeClick 7 x

Messagss  Dashbosrd | REPOMS | ViswAccrusdTime  Sectings

Select 3 Report

Hours Report 1 A

Begin Date End Date
2 09/09/2018 ~ 00/2212018  ~

< Prev Current Perioc

V Hours Report Presets
Default Settings v

Hours Report Settings

Show Advanced Settings

Rounding Include on Hours Report
® 1 Minute . Daily Clock Actions Breaks
Day Totals
Format () Week Totals Breskdown
(O Decimal {e.g. 8.25) Report Totals

) Hours and Minutes fe.g. 8:15)
(@ Both (=g 8:15/8.25)

Other Settings

Include Emplayees with 0 Hours
([ Employee Comments

[J Employee Signature Line

[ New Page for Each

Tl T

1. Select a Report from the drop-down menu.

2. If prompted enter a beginning and ending date, or use the Prev and Next buttons
to select other pay periods.

Set Report Settings.

4. Click Generate Report.

w

View Accrued Time Tab

In this tab you are able to @ Employee Options - TimeClick ? X
reVleW yo u r c u rre nt =] Messages  Dashboard Reports View Accrued Time Settings Admin Privileges

Accrued Time Balance

accrued time balance, the vacation 1 5m

H Sick 17h Om Filter Hour Types -
r_ate at which you accrue AT Accrued Time History Report Date Range -
time, the total amount of Accrucd Time Rates . P—— .
time used and earned, and ””Emgwm 03/05/18 PTO Used gh0m Deducted

Sicl
your accrued time hiStory, 0.004 hrs per hour worked 03/13/18 PTO Used 8h 0m Deducted
You may also submit a :?}Categwm 04/13/18 PTO Earned 46h0m  Accrued
; 05/22/18 Vacation Earned 10h0 Accrued
time-off request to the rotate acetion Earne mo A
Vacation Used: 24h Om 05/22/18 Vacation Earned Oh 16m Accrued

admin from this window.

Sick Used: 8h Om
PTC Used: 32h Om

05/23/18 PTO Used 8h 0m Deducted

R 06/05/18 Holiday Requested  8hOm Denied

Sick Earned: 25h Om 06/05/18 Vacation Requested  8h Om Denied
PTO Earned: 56h 0m

068/19/18 PTO Requested sh0m Denied
06/22/18 PTO Earned 0h 59m Accrued
06/29/18 PTO Requested 8hom Deniad
07/02/18 Vacation Earned 14h14m  Accrued
07/02/18 PTO Earned -22h-59m  Accrued

Submit Time Request to Admin v
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Settings Tab

How to change my password

1. Click the Change Password button.

2. Enter your current password.

3. Enter your new password and re-enter it.
4. Click the OK button.

Admin Privileges Tab

The employee Admin Privileges tab is available to only those who have been made
Restricted Administrators, by the Main Administrator.
To enter Restricted Admin Mode Click the Launch Restricted Admin Mode button.

View Hours Settings | Admin Privileges
& Employee Options - TimeClick ? x
Messsges  Dashboard Reports  View Accrued Time Settings | Admin Privileges
. . Modify Times
Navigation
Dashboard Select an Employee to Modify Their Times
m Buller, Ronda |E ployee Name or |D |
McCree, Kiera
Suam, Graham " Modify Employee's Times
Modify Times
Swift, Kyla
Accrued Time
Launch Restricted Admin Mode
Report Cent
references
{:}{:} D Include Terminated Employees
All Employees -

Any questions regarding the contents of this document can be addressed to
general@timeclick.com

TimeClicke


mailto:general@timeclick.com

