TIMECLOCK PLUS (FOR MANAGERS)
SSO URL (may take a couple minutes to load as it loads your dashboard):
https://adfs.macomb.edu/adfs/ls/idpinitiatedsignon.aspx?loginToRp=https://272362.tcplusondemand.com/api/v0000/s
aml2Sessions/0/Saml2SingleSignOnUserPost
Non-SSO URL: https://272362.tcplusondemand.com/app/manager/#/ManagerLogOn/272362
ID: FirstInitialLastName (i.e. JMcNally)
PW: blank the first time you go in, then you will need to set your password
To set up or reset your password: when you are logged in to the system, click on your name in the upper right corner,
select “My Options,” then create the System Access password under the Passwords tab. If you forget your password &
SOS is not working, contact Jessica McNally to reset your password.
Home screen: User dashboard filtered by the employees that you have access to. From your dashboard you will see
items that are awaiting your approval as well as other items of interest (Birthdays, Anniversaries, etc.). You can modify
what widgets appear on your Dashboard by clicking the Edit button in the upper right.
For items that need your approval, you can approve them right from your dashboard by clicking on the checkmark, or
you can use the “Jump to…” link in the lower right of the widget to take you to that area of the site.

Note, you will likely have access to more employees than those whom you are the designated approver for. You can
filter the employees further by clicking on your name in the upper right, selecting “My Options”, then under Global
Options, click the Employee Filter button. In the Filter screen, check Employee ID. If you don’t know the ID’s of the
employees, hit the Select button to select from a list.
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Deselect any employees that you do not wish to see on your dashboard. Be sure to hit the Select button when finished.

Back on the Employee Filter screen, hit the Filter button to save your changes.
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EDITING AND APPROVING TIME
Group Hours
https://timeclockplus.force.com/TCPSupport/s/article/Group-Hours-Essentials-Guide
https://timeclockplus.force.com/TCPSupport/s/article/Approvals-in-Group-Hours
https://timeclockplus.force.com/TCPSupport/s/article/Exceptions-Essentials-Guide
https://timeclockplus.force.com/TCPSupport/s/article/Approving-Shifts

Update start date & stop date
with pay period start/end dates

Employee Filter: set to your default,
update as desired. Hover over the
button to see current filter
Recommended Settings
Hit Update after you
have desired settings.
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If an employee has made a note on
a shift, it will be highlighted Blue in
the Notes column. Click on the icon
to view the note.

Period Summary based on dates specified

Weekly Totals

Red dot indicates that there is an exception that needs approval
Blue dot indicates a flagged exception that does not require approval
Hover over dot to view exception (in this case the shift just requires manager
approval/timecard approval)

Notes:
•
•
•

Employee approvals (E) and Other approvals (O) are not required
Schedules for STAs & Command Officers are automatically imported in to their timecards and will have a “Y”
in the Edited column for this reason (more on scheduling later)
Automatic lunch breaks are set up for the following groups:
o ½ hour for MCCCOPA
o 1 hour for STAs
If you have an employee in one of these groups whose lunch break is regularly different than that
specified, please contact Payroll to update the automatic break. This will save you editing time.

•

Rounding rules are set up for employees who Clock In/Out – that is why the “Time in” may vary from the
“Actual time in”
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Individual Hours
https://timeclockplus.force.com/TCPSupport/s/article/Individual-Hours-Essentials-Guides
Hours can be viewed, edited and approved within Group Hours (all filtered employees at once) or in Individual Hours
(single employee).

Search for employee by name or ID number (if the employee does
not show up, check your filter by click the Employee Filter button)

One advantage of Individual Hours is that you
can also jump to the employee’s schedule, or
check leave Accrual balances.

Within Individual Hours, you can click on the employee’s name (in blue) and jump to their Employee Profile or Schedule.
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Editing Time
Some common edits:

Editing In/Out time (ex: employee forgets to punch in and notifies you that they punched in at 7:30 AM instead of their
start time of 7)
Click on the segment that needs to be edited, click on the Manage button and select Edit (alternatively, you can
double click on the time that needs to be edited)

If employee notifies you the same day, prior
to clocking out or going on lunch, be sure to
check “Individual is clocked in.” This will
leave the Time out empty, allowing the
employee to complete the day.

Edit Time in or Time out
as needed (in this
example the 1 PM out
time is when they went
on lunch)

If you are editing the time due
to a missed punch, select the
appropriate box.
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After you hit Save, you should receive a warning about Editing Actual Times – leave it as “Keep actual time(s)”

Deleting a segment/shift
In the example below, an employee is showing conflicting shifts (orange font) because they have 8 hours of PTO
in addition to entering time on a timesheet. The note left by the employee indicates that they used PTO.
(Note: when an employee has approved PTO it will automatically clear that employee’s schedule for the day and
enter the time on the timesheet. The employee should NOT enter time on that day if the entire day was PTO.
However, if the PTO was only for a partial day, the employee will need to enter the time worked since the entire
day’s schedule is cleared with the PTO approval)

Notice the different Job
Codes

Since the employee used PTO, that segment is correct and the second segment needs to be deleted. Check the
box to the left of the segment, click Manage, then Delete.
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Splitting a Time Segment
You may find it necessary to split a time segment in to 2 or more separate segments. In the example below the
employee was clocked in from 8:30 to 4:30 but 2 hours of PTO need to be added to the middle of the day.

Select the segment, click Manage, then “Split Segment by Length”
On the split segment screen, click the Split icon to create 2 segments. If you need to create
additional segments, hit the Split icon again. Adjust the In/Out times or the Length of each
segment to reflect the times worked. Then hit Save.
In our example, we need 3 segments. One for 2 hours worked from 8:30 – 10:30 AM, one for 2
hours of PTO from 10:30 AM to 12:30 PM, and one for 4 hours worked from 12:30-4:30 PM.
Hit the Split icon twice to create 3 segments and adjust each segments details.
Note: the system will maintain the total Length of the original segment. So if your original segment was 8 hours, the sum
of all of the individual segments will need to be 8 hours. This also allows you to just change the Length column and the
system will modify the In/Out times appropriately. So in this example, I entered segment lengths of 2, 2, 4.

If you are adding a PTO
segment, be sure to
change the Job Code

Watch the Break column; if
no lunch was taken, be sure
to change Type to “None”
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Add Time Segment
In the timesheet below, an employee has 4 hours of approved PTO on 7/17 but did not record any other time
worked. If she had worked the other 4 hours, add a segment by selecting the Add button next to their name.

Complete the Add screen with Time in date & time, number of Hours of segment worked. Most employees only
have one work (non-leave) job code but for an employee with multiple job codes, select the correct Job Code
from the drop down list. Hit Save.

By selecting “Time sheet
entry” you only have to
specify Time in and number
of hours. To specify an in and
out time, deselect this option

Note field
is optional

Adding Missed PTO
Please see Adding a Request under REQUEST MANAGER section
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Deleting/Editing a Break/Lunch (UNPAID)
If Automatic Breaks are set up for an employee (STA, MCCCOPA), a lunch will automatically be deducted. If an
employee skips their lunch, or takes a shorter or longer lunch, the automatic break will need to be deleted and a
new break added (break length cannot be edited - must be deleted then added).
Note: if an employee is set up with an automatic break that is incorrect, please notify payroll.
Delete Break
Select the segment with the break that needs to be deleted, select Manage, Edit

Shows 60 minute
break

On the Edit Segment screen, select Extra button, then in the Extra Information box, check the “Disable
automatic deduction for this segment” box and Save

Add Break
Select segment to add the break to, click Manage, Add break
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Complete the “Add Break” screen with the time the employee
left on lunch and the length of the break. Hit Save.

Editing Job Code (including deleting “Shift Diff”)
Time that qualifies to receive shift differential pay according to union contracts is automatically processed in to a
separate job code (i.e. “STA Shift Diff”). If the employee should NOT receive shift differential for that time
(voluntary schedule), you can edit the Job Code back to the employee’s default job code.
In the example below, due to PTO taken, the timesheet entry of 2 PM to 4 PM is being calculated as shift (Note:
this is why “breaks” are utilized for unpaid lunches; it prevents 2 separate segments).

To edit Job Code, either double click on the Job Code to be changed, or select that line and hit the Manage
button and select Edit. In the Edit Segment screen, change the Job Code and hit Save.

Note: if the employee is consistently working a schedule that qualifies for Shift pay but is not to receive the
differential pay (voluntary schedule), please notify payroll and the shift differential can be turned off for that
employee.
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Approving Time
Time must be approved to process payroll. Deadline: Noon Tuesday following the pay period
Note: once the time is approved by a Manager, the employee cannot edit the time. So for employees utilizing
timesheets (STA, Command officers), it is recommended that you do not approve time until the end of the pay
period.
Things to check before approving time:
•

•
•
•

Full-time employees: do they have at least 40 hours? If not…
o Is there PTO that needs to be entered? See “Adding a Request” under Request Manager
o Is the employee punching in on time?
If a full-time employee has over 40 hours (hours will show up under OT1 & OT2), were they approved for
overtime? If they worked it, we have to pay it but you should be monitoring unapproved overtime.
Check the Job Code column – is the employee receiving Shift differential that they should not be?
Check any Notes left by the employee to see if their time needs to be edited.

AFTER YOU HAVE REVIEWED THE TIME & MADE ANY NECESSARY EDITS…

Check the box in the Manager (M) Approval column to approve the time. This can be done segment (line) by
segment by checking the box, or if you click on the “M” in the column header it will check the boxes for the
entire timesheet (see below).

Notice that in the above example, that there are still 2 red dots (7/17 & 7/24). This means that those days have
exceptions that need to be approved. Hover over the dot to find out what the exception is.
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If the exception is approved (overtime in this case), check the box next to the segment, hit the Exceptions
button, click the radio button under the Approve column for Overtime.

Select the Approve radio button for that
exception to approve

If it is not correct that the employee receive overtime for the period, you will need to edit their time. Overtime is
determined on a weekly basis so it may not be the date marked with the exception that needs to be edited;
review any days with a Shift total greater than 8.
You will be unable to edit a time segment that has Manager approval. However, if the time needs to be edited,
just uncheck the Manager’s approval box and then edit the time. (Don’t forget to re-approve after you have
made your edit)
To save your approvals, click the Apply Changes button in the upper left of the screen.
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REQUEST MANAGER
Note: you will NOT receive an email notification from the system when an employee requests time off. So it is important
that you check TCP regularly for pending requests.
Navigation: From the Manager Dashboard, click the “Jump to Request Manager” under the widget Pending Time Off
Requests.

-orFrom the menu bar, select Tools → Requests → Request Manager

Adding a Request
In Request Manager, select the Add button and complete the request. You can also approve the request right
from the “Add Employee Request” window.

Employees can only add a PTO request up until the starting time of the PTO. After that, the manager will need to
add the PTO request in Request Manager.
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Cancelling a Request
To cancel a PTO request that has been approved: click on the approved PTO request, then click on the Manage
button and select Cancel.

You should receive that the following error message. Just click Ok.
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SCHEDULES

https://timeclockplus.force.com/TCPSupport/s/article/Scheduler-Essentials-Guide
https://timeclockplus.force.com/TCPSupport/s/article/Staffing-Requirements-Essentials

Recurring Schedules
The STA employee role is setup with a 7:30 AM – 4:30 PM Monday-Friday recurring schedule.

Remove Recurring Schedule
Under Schedules → Employee, select the employee from the list on the left, then click on the Recurring tab:

Since the recurring schedule is set up on the STA role, you will have to check the box next to “Override role settings”
then click the Edit pencil icon for the current record and enter an end date:

Check the box next to the end date and
enter the end date (must be a Sunday)

After you have entered
an end date, click Assign.

If you are not assigning a new recurring schedule, click Save.
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Assigning a New Recurring Schedule
*You cannot assign a new recurring schedule before ending any current recurring schedule (see above).
Make sure the “Override role settings” box is checked. Then click the “+ Assign” button:

Select the Start Date for the recurring schedule which must be a Monday and must be after the Stop Date of any closed
schedules. If the new schedule is indefinite, leave the “to” box unchecked. Select “Use recurring schedule” and select
the appropriate schedule from the list.
! Important:
• STA’s are set up with an automatic 1
hour lunch so make sure to select one of the
recurring schedules that have (1 hr) in
description.
• MCCCOPA are set up with an automatic
1/2 hour lunch so make sure to select one of
the recurring schedules that have (1/2 hr) in
description.
• If the schedule you need is not in the
list, please email payroll@macomb.edu with
the recurring schedule that is needed.

After you select the correct recurring schedule, click Assign, then Save.
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TimeClock Plus Provided Essential Guides for Users (Managers)
https://timeclockplus.force.com/TCPSupport/s/article/60-Manager-Essentials
https://timeclockplus.force.com/TCPSupport/s/article/Approving-Shifts-and-Exceptions
https://timeclockplus.force.com/TCPSupport/s/article/Adding-Employee-Schedules
https://timeclockplus.force.com/TCPSupport/s/article/Editing-Individual-Hours
https://timeclockplus.force.com/TCPSupport/s/article/Adding-and-Editing-Requests
https://timeclockplus.force.com/TCPSupport/s/article/Adding-Breaks-in-Individual-Hours
https://timeclockplus.force.com/TCPSupport/s/article/Scheduler-Essentials-Guide
https://timeclockplus.force.com/TCPSupport/s/article/Staffing-Requirements-Essentials
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