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HOW TO USE THE WALL CLOCK

SIGNING IN ON THE WALL CLOCK

You can begin the log in process by either using your ID badge if you have a proximity badge or

using your Employee ID (the one found on your pay stubs that is 6 characters and begins with
an IIEII).

If you have a proximity badge, scan the ID Badge by placing the card over the wi-fi signal.

Place your ID Badge
over the wi-fi signal.

©)

If you do not have a proximity ID Badge or do not have it with you, you can log-in using your
Employee ID number. Tap the main screen shown below.

TimeClock Plus’
a better sense of time.

04:01:49 pm
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The screen below will appear. Enter your Employee ID number using the number pad on the

screen. You will use the Employee ID number found on your pay check minus the E and any
leading zeroes. For example, if your Employee ID is EO0010, enter 10. Press “Enter.”

Enteri|DINumber,

= [ B Company: Lexington County Schoo_l Dis
N [ll.[:] Badge/ID Number:|
. @ ST
TimeClock Plus

a better sense of time..

The steps below will be the same no matter which method you used to log-in. The screen
below appears.

Clzire Innet

Place finger on reader
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Place your finger on the reader as indicated below. Be certain to place your finger flat on the

surface of the reader and the top of your finger up to the arch.

LINDSEY PRICE

Match successful!
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The Select Operations screen below will appear. This screen will display your last punch. From
this screen, select the task you wish to do. To clock in, select Clock In, to clock out, select Clock

Out. To change your Job Code (because you will discontinue one job duty and begin working a
different job duty), select Change Job Code.

Select Operation

Claire Innet
Auto out at 05:30 PM from 01:30 PM
Wednesday November 1, 2017 03:42:43 pm

T T
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CLOCK IN

Log in on the Wall Clock as instructed above. From the Select Operations screen, select the
“Clock In” option.

Select Operation

Claire Innet
Auto out at 05:30 PM from 01:30 PM
Wednesday November 1, 2017 03:42:43 pm

— T T

The “Select Job Code (Clock In)” screen will appear. This screen will list your active job code(s)

If you have multiple job codes, be sure to select the correct one. The active job code will
appear in royal blue. Select “Continue.”

Filter: |

| Job Cade |Descrption

2210 SECRETARY ASSISTANT
7056 4 HOUR SUB-CERTIFIED-PES
8050 AFTERSCHOOL PROGRAM

12/2017
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If there are no issues, you will receive the “Operation successful” message. You are now

clocked in. If you have missed any previous punches, click “Continue” until you receive the
“Operation successful” message. If you have missed punches, be sure to complete a Time Clock
Edit/Missed Punch form and submit it to your supervisor for approval as soon as possible.

Operation successful

CHANGE JOB CODE

If you work multiple jobs in a single day and are going from one job to another, you will need
log-in on the wall clock and select “Change Job Code”.

e P

Select Operation

Claire Innet
Auto out at 05:30 PM from 01:30 PM
Wednesday Nevember 1, 2017 03:42:43 pm
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The “Select Job Code (Clock In)” screen will appear. Select the job code that you will be
working from this point forward. Select the correct job code and then select “Continue”. This

process will clock you out under the previous job code and clock you in under the selected job
code.

Filter:

| Job Cade |Deseription

2210 SECRETARY ASSISTANT
/7056 4 HOUR SUB-CERTIFIED-PES
8050  AFTERSCHOOL PROGRAM

Be sure you receive the “Operation successful” message (see example several screens above),
before walking away from the clock.

CLOCK OUT

When leaving the office during the day for non-work related reasons or at the end of the day,
you must clock out. Log on to the Wall Clock and select “Clock Out”. Remember to clock back in
if you return before the end of the day.

Claire Innet
Auto out at 05:30 PM from 01.30 PM
Wednesday Nevember 1, 2017 03:42:43 pm
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When you have finished your clock operations, be sure to log off by selecting the red Log Off if
you were not automatically logged off.

Approving Time Worked on the Wall Clock

We recommend approving time on the Web Clock (employee web based portal). But you can
approve your time using the Wall Clock. There is a separate guide for approving time on the
Web Clock, “How to Approve Time Using the Web Clock”. We recommend you approve your
time worked daily, but it must be done at least weekly.

Log on to the Wall Clock as instructed at the beginning of this guide. From the “Select
Operation” screen, select “Self Service”.

Select Operation

Claire Innet
Auto out at 05:30 PM from 01:30 PM
Wednesday November 1, 2017 03:42:43 pm

—

The “Self Service” screen will display. Select “Hours”.

Last Punch

Reqlests
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A screen displaying your time will appear. The dates at the top of the screen are the dates of
the period being displayed. If the period displayed does not include the days you need to
approve, find the correct Period by using the “< Period” to go to previous periods or “Period>"
to move to the following period. You may see more information by scrolling the screen to the
right by using the “Scroll>” button and back to the left by using the “Scroll<” button.

The “Time In” and the “Time Out” displayed on this screen, is the rounded time based on the
15 minute rule. The rounded time is used to calculate your total hours for purposes of
calculating payroll. The 15 minute rounds up for 7 minutes prior to and after the actual time.

L
Period Displayed
on the Screen

Regular: 12:45 OT1:0:00 OT2: 0:00 Leave: 0:00 Total: 12:45
Aprv lNueIB-k i‘ﬁmﬂ: in Time out f_lnb Code
] [ 11/1/2017 08:00 AM 11/1/2017 12:00 PM 2210 - SECRETARY ASSISTANT
] 11/1/2017 01:30 PM 11/1/2017 05:30 PM 7(56 - 4 HOUR SUB-CERTIFIED-PE
[ 1112017 03:45 PM 11112017 04:30 P 2210 - SECRETARY ASSISTANT
11/2/2017 10:30 AM << Missed >> 2210 - SECRETARY ASSISTANT
11/7/2017 02:15 PM 11/7/2017 06:15 PM 7056 - 4 HOUR SUB-CERTIFIED-PH

11/01 - 11/15 |

Goto
previous next
period period

T | |
< Period | Period >

Once you are on the correct period, review your time and if correct, select the box all the way
to the left in the “Aprv” column.

11/01 - 11/15

\t Regular: 12:45 OT1:0:00 0T2:0:00 Leave: 0:00 Total: 12:45
Aprv [Note |Brk |*I'|me in ITirne out ]Joh Code

] [ 11/12017 08:00 AM 11/1/2017 12:00 PM 2210 - SECRETARY ASSISTANT

L 11/1/2017 01:30 PM 11/1/2017 05:30 PM 7056 - 4 HOUR SUB-CERTIFIED-PE
[ 11712017 03:45 PM 1112017 04:30 PM 2210 - SECRETARY ASSISTANT

[ 1172017 10:30 AM <<Missed >> 2210 - SECRETARY ASSISTANT

[ 11/7/2017 02:15 PM 11/7/2017 06:15 PM 7056 - 4 HOUR SUB-CERTIFIED-PH

|

|4
EDEm

12/2017 How to Use the Wall Clock 9



4 LEXINGTON

e SCHOOL DISTRICT ONE TimeClock Plus
Where children and learning are Che

The Wall Clock requires you to approve each day individually. Make sure to see green checks in
all of your boxes. If you have a missed punch or see any other error in your time, complete the
Time Clock Edit/Missed Punch Form and give it to your supervisor for approval ASAP. This will
be forwarded to the timekeeper at your location for entry. Once the missed punch or other
edit has been entered, please log in and approve that time segment. Select “Close” when you
have approved all possible time.

Regular: 12:45 OT1:0:00 0T2:0:00 Leave: 0:00 Total: 12:45
Note Bk [Time in | Time out |Job Code

] [ 11/1/2017 08:00 AM 11/1/2017 12:00 PM 2210 - SECRETARY ASSISTANT

11/1/2017 01:30 PM 11/1/2017 05:30 PM 7056 - 4 HOUR SUB-CERTIFIED-PE

11/1/2017 03:45 PM 11/1/2017 04:30 PM 2210 - SECRETARY ASSISTANT

11/2/2017 10:30 AM << Missed >> 2210 - SECRETARY ASSISTANT

11/7/2017 02:15 PM 11/7/2 ,17 06:15 PM 7056 - 4 HOUR SUB-CERTIFIED-PH

|
L
[
[
[

Missed Punch

The Select Operations screen will appear. Select “Log Off”. If you do not select “Log Off” before
leaving the clock, you will remain logged in and someone else could view your information.

Select Operation

Claire Innet
Auto out at 05:30 PM from 01:30 PM
Wednesday Nevember 1, 2017 03:42:43 pm

Clock Out
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REQUESTING LEAVE

Below are instructions for using the Wall Clock to request leave. Only employees that use the
Wall Clock to clock in and out may use the Wall Clock to request leave. However, all employees
may use the Web Clock to request leave. We recommend using the Web Clock whenever
possible to request leave. Instructions for using the Web Clock are in a separate document,
“How to Request Leave Using the Web Clock”.

Log in as you would if you are clocking in/out. Go to “Self Service”.

UNDSEY PRICE
Cloched oo
Wedsevday O0ober 24, 20170897 54 am

I S -
— . - Fs‘ s - - ]

Select “Requests”.

Sell Service
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Select “Add”.

TimeClock Plus

View Requests

00/11/2017 - 10;29;2017 Show:iv) Approved ] Denled ) Pending |

Date Submitted |Notice Days |Request Date [Stant Time | Level 1] Job Code | Description |

The screen below will appear. If the date you want to request leave for is different from the
current date shown, select “Edit” to the right of the date.

Add Employee Request
Templates
Name: LINDSEY PRICE
Date: 10/25/2017
Start time:  Not set

Hours:

Days: |1

Leave Code: Not set

Description

12/2017 How to Use the Wall Clock 12
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Select the desired date from the calendar and OK.

Sun Mon Tue Wed Thu Fri  Sar

B 24 | 25 [ 26 | 27 |28 | 29 | 30 |
2 3] % S6]|7

1011121314
16 17 | 18 21
28

This will return you to the” Add Employee Request” screen. Select “Edit” to the right of Start
Time.

Add Employee Request

Templates
Name: LINDSEY PRICE
Date: 10/25/2017
Start time: Not set

Hours: |

Days: [1

Leave Code: Not set

Description: [

12/2017 How to Use the Wall Clock
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Select the time you want your leave to begin. Enter the total number of hours you are
requesting for each day and the number of days in a row that you are requesting off. If you are
requesting entire days, you will enter the number of hours you are contracted to work each
day. The system can handle days off that cross-over a weekend. However, if there is a district
holiday in the middle of your request. You will need to do two requests. Submit one request for
time up to the holiday and another request for time after the holiday.

Templates ‘_'_ T

Add Employee Request

Templates

Name: LINDSEY PRICE
Date: 11/08/2017

Start time: 08:00 i?_/
Hours: (8
Number of

Days: |2 : days
YT\ requesting
off

— ]

Hours off
each day.

Leave Code: Not set

Description: |SCASBO
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Next you will need to select a Leave Code by selecting “Edit”.

Add Employee Request

Templates

Name: LINDSEY PRICE
Date: 10/25/2017
Starttime: Not set
Hours:
Days:

Leave Code:

Description:

A list of leave codes will appear. Choose the correct one and then “Select”. The type of annual

leave can be very important due to certain restrictions on personal leave and tracking of hours
under the Family Medical Leave Act, etc.

1000 - EMPLOYEE ILLNESS -ANNUAL LEA
1001 - FAMILY ILLNESS - ANNUAL LEAVE
1002 - PERSONAL - ANNUAL LEAVE

1003 - WORKER'S COMP - ANNUAL

1004 - PROFESSIONAL LEAVE

1005 - LEGAL LEAVE (JURY DUTY)

1006 - MILITARY LEAVE J _]—_I _.

Cancel

12/2017 How to Use the Wall Clock 15
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The “Add Employee Request” screen will appear. Enter reason or other note in the Description
box. Select “Save”. If your leave request results in a negative balance for that leave type, you
will receive a warning like the one shown below. Please note if you select OK, and the leave
type is Annual Leave and there is not a sufficient balance when the leave is posted for payroll
in BusinessPLUS, your pay will be docked.

Add Employee Request

This request entry will result in a negative
balance,

Are you sure you want 1o save this request?

No Yes

After selecting “Save”, you will get a confirmation that your request has been submitted for

review. An email will be sent notifying your supervisor/principal they have a request pending
for review.

Add Employee Request
Templates
T v % P ;
' Name: LINDSEY PRICE

Add Employee Request

The request has been submitted for
review.
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TimeClock Plus
You should then be able to see your pending requests in the View Requests screen.

View Requeslts
10/25/2017 - 11!23!201? Show: ¥| Approved v Denied v Pending 5
Date Sut Date |Start Time ILevcl 1 |Job Code

11/08/2017 08:00 AM 8:00 Pending 1004 - PROFESSIONAL LEAV

ied INotice Days |R q
10/25/2017 14

10/25/2017 15

11/09/2017 08:00 AM 8:00 Pending 1004 - PROFESSIONAL LEAV

m Edit Remove

You may edit or remove (delete) a leave request up until the request has been approved. If the
request needs to be deleted or other change is needed to the request after it has been
approved, submit a “Leave Request Change Form” to your supervisor/principal.
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