Time Clock Plus
Approving Time

Using the Web Portal

1. Navigate to the TimeClock Plus website.
https://278110.tcplusondemand.com/app/webclock/#/EmployeelLogOn/278110/1

2. Enter your ID Number, this number is assigned to you across all Extension Offices through
TimeClock Plus.

TimeClock Plus®

5/1/2018

10:47:55 AM

Select Company  |3U Extension and Outreach 1

IDMumber 744
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3. Click LOG ON TO DASHBOARD.
4. |If prompted, enter your PIN number.

PIM Enitry
5. Click Log On.
6. Click on VIEW.
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7. Click on Hours.
a8
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Hours st Punch  Accruaiz Messages

8. Using the Navigate Period, select the week to be reviewed and approved.

E
9. Underthe v check the boxes of times to be approved.

VIEW HOURS

10. If desired, click on the Download button to save your approved time.

Using the Mobile App

*Images are from the iOS app

1. Launch the TimeClock Plus app.

MebileClock
2. Select Hours.

CHANGE FUND

Notihcations

Hours

3. If needed, navigate to the correct week using Prev or Next.
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4. Review the hours listed. If need, click the > to see full details of the shift total.
! Netlzan A EM

View Mours
<
. 6/2/2018 02:14:39 PM
Prey 05/27 - 06/02 Next
Period tatal (7:23 Hours)

6/2/2018 10:15 AM (7:15)
() 148 - Hancock - County

Shift total (7:15)

6/2/2018 10:41 AM (0:01)
O 168 - Hancock - County

Shift total (0:01)

6/2/2018 10:43 AM (0:07)
) 168-Hancock - County

Shift total (0:07), Week total: (7:23)

5. Check the box to approve the hours.
ol Vet $ 215 PM

View Hours
<
. 6/2/2018 02:14:59 PM
Prev 05/27 -06/02 Next
Period total (7:23 Hours)

6/2/2018 10:15 AM (7:15)
168 - Hancock - County

Shift total (7:15)

6/2/2018 10:41 AM (0:01)
@ 168 -Hancock - County

Shift total (0:01)

6/2/2018 10:43 AM (0:07)
168 - Hancock - County

Shift total (0:07), Week total: (7:23)
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