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My Dashboard

The My Dashboard page appears when you first log into TCP

Manager. On this page are multiple widgets which can provide a
quick view of various items such as:

* Required Approvals
* Missed Punches
e Conflicting Time Segments
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Approval Manager

e Make sure all time is entered and correct

* 40 hours (or more) per week for full time
employees

e 26 hours (or less) per week for student
employees (115/month)
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Employee Hours

My Dashboard Employee hours can be viewed from two places:

Hours

* |ndividual Hours — Allows adding, editing,

¢ [ndividual Hours

o Guzx i Hows viewing, and approving of time segments for

« Mass Hours
= Period Export
+ Time Sheets

one person at a time.

Schedules * Group Hours — Allows viewing and approving
of time segments for multiple employees at
the same time. Also allows adding and

Reports editing of time segments one person at a
time.

Employee

Tools

Configuration
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Stephen F. Austin State University

Wweek
1/28/2023

Company € Ashley Engle » ] [ = Message Center ] l @ Logout ]

Individual Hours [_optons ] [(2] [__reetbact
[ Sortby: ID 15 ~ ‘ I Employee Filter
brian x Schedules Accruals
Showing 8 records of 8 = , ;
9 Brian Carlisle ~ Task Code Filter ‘ l Cost Code Filter J | Segment Filter ‘ | Exception Filter | I Download ~
1 Brian Carlisle .
1162023 @ to 2132023 @  Manual v Update
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Start Stop date Period
9 20362350 Brian Coolman
9 20384991 Brianna Lopez 4 Add Processing v ] [ Resolve Period v ]
20399545 Briana Islas ok e
9 [ show absences | pogjar  OT1  OT2 Leave Total
_ 800 GO0 000 000 800
e 20425696 Brianna Rivera
Showing 1 records of 1 Befected 0 refioids
9 20427941 Brianna Alvar..
0O M 5 Y 2 Notes Edited & Timehn Time Out Hours  Shift Total DayTotal WeekTatal Task Code Rate
9 20430962 Brian Hebert
O ® O O 0O =] Y Mon 2/13/202309:00 AM << Timesheet>> 800 800 8:00 8:00 59975600 - 00-Forepsn Spec Sves 0,00
Options [2] 1 dback
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Time format  Server Default Fixed ~
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light nents that contain breaks oy el cote enap Sty fik
[ pisplay actual punch times in addition to rounded tim Display totsl hioues:for eacks day
yisplay day of week for each time in/out
A P it wha deleting a semert y manager next to employee name rs Only)
O Include Show the user 1D of the user that granted approval
[ show cost code description in list
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Cancel Apply
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Available accrual balances for Sick, Vacation and Comp
can be viewed in Individual Hours under the Accruals tab.

Accrual balances are updated
after each semi-monthly
Payroll has been processed.

s

ect forecast date' | 7/11/2024 &g

Showing 3 records of 3

Ledger  Accrual Bank 15 Accrued Accrual Forecast  Used Used Forecast  Expired Expired Forecast = Remaining
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Company: Week

Stephen F Austin State University 6/29/2024

¢ Paula Tykol ~ Message Cen|

Group Hours

7/11/2024 @ to 7/512024 @ Manual

Period

| Start date

Sort by: Classif

v Upd&c— ‘

Task Code Filter I ‘ ment Filter \ |

| Employee Filter | ‘ Cost Code Filter | I

Exception Filter

rder to increase performance and enhance the functionality of our sof

Resolve Period ~

Showing 11 records of 11 Selected 0 records

o 5 9 o

A 20274473 - Lillie VanSickle

Break

Group Add Hours has been made part of a new feature Mass Hours. To add or edit |

] [ show absences

5 for multiple employ

ees and multiple s

ents use Mass Hours

O ‘ & v g Notes Edited & length Time in Actual time in Time out Actual time out Hours  Shifttotal Daytotal  Week total
O ® O O O Y Tue7/2/2024 11:30 AM  Tue7/2/2024 11:30 AM << Time sheet =» 530 530 530
o ® O O O ¥ s Wed 7/3/2024 09:00 AM  Wed 7/3/202400:00 AM  Wed 7/3/2024 03:00PM  Wed 7/3/2024 03:00PM  6:00 6:00 6:00
O ® O O o C Fii 7/5/2024 12:07 PM Fri 7/5/2024 12:07 PM Fri 7/5/2024 04:19 PM Fri 7/5/2024 0419 PM 412 412 412 1542
A 20331130 - Amber Wilburn
O A & U 2 Notes  Edited  ¢? I’:::: Time in Actual time in Time out Actual time out Hours  Shifttotal  Daytotal  Weektotal
O ® 0O PLACEAD PLACEAD [T C Mon7/1/202409:01 AM  Mon7/1/202409:01 AM  Mon7/1/202401:02PM  Mon7/1/202401:02PM 401 401
o ® O 0O =] = C Mon 7/1/2024 0256 PM  Men7/1/20240256PM  Mon7/1/202405:02PM  Mon 7/1/2024 D6:02PM 206 206 607
0O ® 0O PLACEAD PLACEAD r Tue 7/2/2024 0858 AM  Tue 7/2/2024 08:58 AM Tue7/2/20241025AM  Tue7/2/20241025AM 127 127

Options l ‘

™

Task Code

84226100 - 00-Graduate Assistant
84226100 - 00-Graduate Assistant

84276100 - 00-Graduate Assistant

Task Code

80949500 - 00-Stdnt Asst-Career Prof Dev
80939920 - 1C-Student Asst-AARC

80949500 - 00-Stdnt Asst-Career Prof Dev
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Conflicting Segments / Missed Punches
Must be resolved and approved before Payroll can close

v" Conflicting Segments:

v' Missed Punch:

<= Missed == 0:00 0:100 0u00®

Tue 87872017 01:00 P 4:03 4:03 4:03°

BOY9S&00 - 00-Student Asst-Athletics

00-5tudent Asst-Athletics
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Employees will NOT be paid if:

« A missed punch has not been corrected and approved

prior to the payroll export

« A time segment has not been approved by the payroll
export

* |f an employee is not paid, the department must submit a
Manual Timesheet to Payroll@sfasu.edu
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The time keeping system is an “all or nothing” system. All time should be
entered and approved under the following schedule, *regardless® if the
employee is paid on a semi-monthly or monthly basis.

o 1st—15t: deadline to approve is the 17t by noon (or first business day thereafter).

* 16% —end of the month: deadline to approve is the 2" by noon (or first business day
thereafter).

The deadlines are important as they give Payroll enough time to handle any
problems that need to be researched or corrected prior to running the payroll.
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There are three approval levels available in TimeClock Plus:
 Employee
* Manager

e Other

Other approval is required for all time segments.
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Adding an Employee

* Employee’s are added to TCP after the EPAF has
been applied
e Updatesat6amand 2 pm

 Send email to tcp@sfasu.edu after EPAF is
apphed
Employee name
* Employee campus id
e Start date
* Approvers
e Position and suffix number
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Removing an Employee
* Submit the separation/term EPAF

* Removed from TCP after EPAF is applied and
position becomes inactive

 Send email to tcp@sfasu.edu
Employee name
Employee campus id
Term date
Position and suffix number
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Adding an Approver

 Send email to tcp@sfasu.edu when a new
approver is to be added

e If taking another’s place, state whose place they
took

* If not taking another’s place:
=  Which employees they will approve
=  What task code access is needed
= What type of approval: E, M, O
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Period Reports

Q Search
6/16/2024 |F§ to B/30/2024 | Ef | Last Period w
Start date Stop date Penod
My Dashboard = = ;
Categories Select a report
HOU rs Pa'frﬂ”
Approaching Exception
Task Code
Schedules Approaching Dvertime
Scheduler
Approver Day *
Employee
Period
Complete Fayroll Report
Rm Cost Code
CURRENT EMPLOYEE PAYROLL REPORT *
« Period Reports Accruals
Day Breakdown
) Tools Miscellaneous

Employees Without Exceptions

Estimated Wages

L] Configuration
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Once the desired report is selected, you can modify the report settings and date

ranges.
Sart Key Settings - Employee Filter l [ Position Filter ] [ Cost Code Filter ] |:
73112022 & o | 862022 & | TmeClock Week ™
Start daie Stop date Period
Categories Select a report l I l
* = Custom Category
Approaching Exception | Settings l
Fayroll J
Aporoaching Overtime | Preview |
Position
Bill Fate | Pt ]
Scheduls
=
Complete Payoll
Period
l Download ~ ]
Reports can be downloaded in | j|
HTML, PDF, or XML format. In | |

addition, reports may be previewed [
prior to viewing.

Print |

Create Saved Report
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Commonly Used Reports:

v’ Complete Payroll Report

Complete Payroll Report
For the period of 6/16/2024 to 6/30/2024
Mame: Brian Carlisle Number: 1  Export Code: 1
Date Time Date  Time
Week D In In Out Qut Task Code Rate  Hours Reg Owvtl Owt2 DayTotal O User
1 C Mon &f17 09:00AM  -—- . 59975600-00-Forepsn Spec Sves 0.00 8.00 2.00 0.00 0.00 8.00 X TYKOLPD
C  Tue &/18 02:00AM -—- --—  91000-Vacation 0.00 8.00 8.00 0.00 0.00 8.00 X TYKOLPD
C Wed &/19 0%:00AM - -—— 59975600-00-Forepsn Spec Sves 0.00 8.00 8.00 0.00 0.00 8.00 X TYKOLPD
C  Thu 620 09:00 AM B - 59975600-00-Forepsn Sper Swes  0.00 8.00 B.00 0.00 0.00 8.00 X TYKOLPD
= Fri 6/21  09:00 AM B - 59975600-00-Forepsn Sper Swes  0.00 8.00 8.00 0.00 0.00 8.00 X TYKOLPD
Week 1 Totals: 40.00 40.00 0.00 0.00 40.00
Period Totals: 40.00 40.00 0.00 0.00 40.00
TASK CODE BREAKDOWRN
Task Code  Description Rate Regular Owertimel Overtime2  Total
21000 Vacation 0.00 8.00 0.00 0.00
Task Code 91000 Total: 8.00 0.00 0.00 8.00
59975600  00-Forepsn Spec Sves 0,00 32.00 0.00 0.00
Task Code 59975600 Total: 32.00 0.00 0.00  32.00
Period Total: 40.00 0.00 0.00  40.00
Managemeant: Employee:
Brian Carlisle
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Commonly Used Reports:

v’ Estimated Wages

Estimated Wages
For the period of 6/16/2024 to 6/30/2024

Reg il Ovt2  Estimated

Mumber Mame Task Code Rate Reg Owtl wt2  ‘Wages \Waoges ‘Wages Wages
i | Brian Carlisle  91000-Vacation 0,00 2.00 0,00 0.00 0.00 0.00 0.00 0.00
59975600-00-Forepsn Spec Sves 0,00 3200  0.00 0.00 0.00 0.00 0.00 0.00

Totals 40.00 0.00 0.00 0.00 0.00 0.00 0.00

Period Totals 40.00 0.00 0.00 0,00 0.00 0.00 0.00
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Contact Info

 Ashley Engle 936-468-3732
* Paula Tykol 936-468-2451

e tcp@sfasu.edu

* Fax 936-468-8201

e Austin Building — 2058
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