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Employee WebClock -Approving own time
�ƒ After navigating to Dashboard > View > Hours, review hours and job codes, check the “E” button and confirm
�ƒ





















Manager -Approve employee time
�ƒ Check period is set to “Open Weeks” and then select “Update”

�ƒ ReviewOpeis �

�ƒ�W �̀Z��`�‰�Z��a]�Œ�Á�v`�]�u��a(�Z��`�‰�Z��`�}�Ç��a�c–�] tim8 -324 re
W n
/Tw gure <</M1/TT0 1 69<00
3271.50004 1/TT0 RG
2.25 w/FiM /CS0 mJ
.5 n
q
 -86.983 l
S</MCI1/TT0 1 538 Tw98 896 549004 1/TT0 rg/CS0 mJ
41 7 -6.TJ
 l
31 7 -<00c -l
h
f*0104 cm
m8 -324 re
W n
/T5 gure <</M1/TT0 1 32900
325100
304 1/TT0 RG
2.25 w/FiM /CS0 mJ
.244  -0.l
S</MCI1/TT0 1 318 3598 255.3T53004 1/TT0 rg/CS0 mJ
6.  -9.14  -l/CS
6.  -l
h
f*0104 cm
m8 -324 re
W n
/T6 gure <</M1/TT0 1 8300
323100
304 1/TT0 RG
2.25 w/FiM /CS0 mJ
.244  -0.l
S</MCI1/TT0 1 72 3598 135.3T53004 1/TT0 rg/CS0 mJ
6.  -9.14  -l/CS
6.  -l
h
f*0104 cm
31 >P re
W n
/TFigure <<1/TT0 rg/0.365 0.49








	TimeClock Plus Overview
	Drawbacks of current paper-based (manual) process:
	Benefits of TCP:
	Other TCP Benefits:
	Other UNM campuses and universities:
	TimeClock Plus Quick Guide
	Employee login & clocking in/out
	Employee login & clocking in/out
	Employee WebClock - PIN reset
	Employee WebClock - Dashboard
	Employee WebClock - Approving own time
	Employee WebClock - Submitting leave request
	Employee RDT - Self service
	Employee RDT - PIN reset
	Employee RDT - Approving own time
	Employee RDT - Submitting leave request
	Manager email notification for leave requests
	Manager login
	Manager - password reset
	Manager - Approve employee time
	Manager - Approve employee time
	Manager - Approve pending time off requests
	Manager - Approve pending time off requests
	Employee email notification for leave requests



