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ACCESSING TIMECLOCK PLUY TO APPROVE TIME

Accece Timeclock Pluc (TCP) by l0gging on via the Connect

(ehigh gatewny to the (ehigh Portal ucing your Ucer ID (your
email ID) and lbaggwom{
TC’P finke-are located inthe Em,b/oyee (mks“ o aetler """

“Ewmployee Toole” i
Click on “TimeClock Pluc — Managere”
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APPROVING TTME USING THE HOURS TAB

In TCP, click on the Houre Tab to cee Individual Houre for a cingle

employee
. Select ‘Houre” on the left-hand menu and then celect “Tndividual
e Haue e et R o S —

Celect the name of the wohé ctuaﬁf ctudent -whose houre yoa wont to—

“review AP\CILA?/D?OVG- e T i i

Adjuct the Start and Stop Date to view appropriate pay period
Click on the box in the column /aée/ea/ /Mm«ager Approval” ( M)

to approve eacA t:me entry




EDITING [TME ENTRY

_\': IF the work ctudy ctudent micced a time entry, the text ‘WMicced” will be

____ dicplayed in the appropriate field (i.e. ctudent clocked in, but failed to clock out;
—_ Micced” will appear in the Time Qut column

—_ There are three waye to-edit time-entryin JOP—— ——

————Double-click-onthe-appropriate-entry——

24

——— Right-click on the appropriate entry and celect “Edit” St S
“+ Place a checkmark in box at the lefthand cide of the menu for the
appropriate entry; Select the ‘Wanage” box at the top of the page and
then ‘edit” Sl R

————— : - - - - - — —_— - ——————————— — ———————————————————————————



ADDING TTME TN TIMECLOCK PLUS

Click on ‘Houre” and “Individual Houre” to accece the ctudent workere’

,; Cime entrieg

—_+ (lick on the green “+ Add” button
| . Chek the Time-Cheet-bnbiybutlomm— —
———+—Enter the appropriate informationfor-fime T

i /ee,beat’cte,‘bg*to"eﬁtef“tﬁne"appropk‘/ate iaformation for Time OQut—




QUESTIONS ABOUT TIMECLOCK PLUS?

Contact the payroll office for any quections about Timeclock Pluc?

Payroll Office
_610-258-3150

inpayrol@lehigh.edu
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