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Manager Area

Administrator & Manager Log In Screen

Administrator Area

Administer

Administrator & Manager Log In Screen will look the same ïOnce logged in you will see 

either the Administrator Area or Manager Area depending on your user log in.

Administration Functions
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Interface Entry Screen

Employee Log In Screen

Punch Time Entry ScreenGrid Time Entry Screen

Employee Log In Screen will look the same ïOnce logged in you will see an Employee 

time Entry screen. This will vary depending on the time entry screen chosen by your 

administrator
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Manage 

üEasily Switch to 

the Employee time 

Entry Screen 

üSelect the 

Employee button on 

the Manager/Admin 

Login Screen

üSelect the 

Employee Link

üSwitch to Employee Screen
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Manage 

üSelect Password 

link to change your 

current password

üConfirm the old 

password and enter 

and confirm new 

password.

üChange Password
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Manage 

üLogout 

üSelect Logout to 

return to the Manger 

Login Screen

üLogout before 

switching to the 

Employee Log in 

Screen
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üIn the event you 

need technical support.  

Click on the Support 

link.

üThis is available in 

the same location in all 

areas of WebClock.

üFill out the support 

form and a member of 

the technical support 

team will assist 

accordingly

Administer

üSupport
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üDefining The            

Company:

üPay periods

üSecurity & Depts.

üEmployee & Pin #ôs

üHolidays

üSelecting Options 

AdministerDefine the Company
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AdministerSecurity Setup
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üSetting Up a Department

Administer
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üSetting up an Administrator

Administer
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üSetting up A Group Manager

Administer
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üEmployee Management

üEstablish New Employees

üMaintain Existing Employees

AdministerEmployee Management
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üEmployee Management ïAdd

Establish New Employees

Administer
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üEmployee Maintenance

üMaintain Existing 

Employees

üSelect the Pencil next to  

an Employee to Modify an 

Employee Definition

Administer
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Administer

üPayroll Export

üJob Costing

üProcess Holidays

üSchedule 

Definitions

üManage Features

Manage Features
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üHolidays

üHoliday Setup

üHoliday 

Maintenance

AdministerHoliday Definition
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üHolidays

üHoliday Setup

Select Add a Holiday

to Setup a new Holiday

üHoliday Maintenance

Select the Pencil to

Maintain an existing 

Holiday Observe Date, 

Description, and/or 

Pay Code

Administer
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Administer

üProcess Holidays

üManage Features
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üProcessing Holidays

üProcess Holidays

üSelect the 

appropriate Holiday 

and click Process

üOnce a holiday has 

been Processed it will 

show as UnDo- in the 

event for example: a 

Holiday was processed 

too early ïyou would 

Click UnDo and 

reprocess the holiday 

at a date closer to the 

Holiday
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üManage Features

Administer

üPayroll Export:

Payroll ExportPayroll Export
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Administer

üPayroll Export

Select Appropriate Group/Pay Period ready for Export
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Administer

üPayroll Export

üPayroll Export is complete

üLeft Click the link to review

Payroll data exported

üExported Data is pulled into 

.csv file ready for use

with your company Payroll

system.

üRight Click the link and Select 

Save Target Asé Save this 

file to your local computer to 

E-mail to your payroll 

company for processing. 
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Administer

Job Costing

üManage Features

Costing
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üList Active Tasks

üAdd New Projects

üMaintain Existing   

Projects 

üView Costing Reports

üJob Costing
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üJob Costing

üAdd New Projects
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üJob Costing

üMaintain Existing   

Projects 
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üJob Costing

üView Costing Reports 
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Administer

üSchedule 

Definitions

üManage Features

Scheduling Setup
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üCreate/Edit 

Schedules

üAssign 

Employees to 

Schedules

üView Reports 

based on 

schedules 

üSchedule Management

Administer
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üCreate/Edit 

Schedules

üSchedule Management

Administer
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üAssign 

Employees to 

Schedules

üSchedule Management

Administer
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üView Reports 

based on 

schedules 

üSchedule Management

Administer
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üInformation Center

Administer

üProduct Information 

- Client ID

- Version of WebClock

- User License 

- Active Employees

- Employee Info

* Employees IN

* Employees NOT IN

View Report: 

üWho is IN/OUT

üWho is Late in/Early out

Information Center
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Manage
üUsed perform time 
management functions.

Review & Modify:
-Employee Time
-Create Shift Records
-Approve Time
-Access the Job Costing 
Module
-Create/Edit Schedules 

Manage 

üManage  

Manage Features
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Manage 

üEdit Employee Time Records

üActive Employee List
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üActive Employee List

Manage 

üEdit Employee Time 

Records By Selecting the 

Pencil        beside the 

appropriate Employee ID
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üEdit Employee Time ïPunch 

Manage 

üSelect the Pay Period of 

the affected shift record

üSelect the pencil     beside 

the appropriate shift Record 
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üEdit Employee Time ïPunch 

Manage 

üThe selected shift record 

will display

üEdit the record with the 

correct data 

üComments are required 

when editing an employee 

shift record

üSelect ñOKò to update 

the shift record
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üEmployee Time 

Manage 

üActive Employee List

üAdd a Shift Record

üApprove Time
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üActive Employee List

Manage 

üReview / Modify 

Personnel Information 

üdrill through time 

records by Employee.



www.itcomputing.net 42

üAdd a Shift Record

Manage 

üSelect the appropriate 

employee from the drop-menu

üAdd the shift record for the 

selected Employee
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üApprove Time

Manage 

üApprove Employee 

Time 

üThis is the first step in 

the Payroll Processing 

Flow.

üApprove Time 

used to approve 

Weekly/Bi-Weekly pay 

periods

üApprove Time By Date

used to approve 

Monthly/Semi-monthly pay 

periods

Approve Time
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üApprove Time

Weekly/Bi-Weekly Pay Periods    

Manage 

üSelect the appropriate 

Group beside the Pay 

Period ready for Approval
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üApprove Time

Manage 

ü This is the Approval 
screen. From here you 
can Approve or 
Unapprove Employee 
time

ü The area circled in red
is where you click to 
Apv or UnApv an 
individual Employeeôs 
time

ü Click once and it will 
change the area 
highlighted in yellow 
from Unapproved to 
Approved.

ü Click the same spot 
again and it will change 
it back.

ü You also have the 
ability to Approve or 
Unapprove All by 
clicking on the 
appropriate buttons in 
the  center of the 
screen
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ü Here Employee #1 had 
their time changed from 
Unapproved to Approved 
as reflected in the 
ñManager Approvedò area

ü The area under ñActionò 
now shows UnApv and 
the area in Yellow under 
ñManager Approvedò now 
shows Approved

ü You can change the 
Approval status as many 
times as required.

ü Once you approve the 
Employee time, you will 
be taken to a change 
confirmation screen

üApprove Time

Manage 
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ü When you click the 
Approved or Unapproved  
link on the previous 
screen, it will bring you 
to this screen

ü This screen is a 
confirmation that the 
Approval status you 
requested has been 
changed

ü Click on the ñBack to 
Approval Reportò link 
and you will be returned 
to the ñApproval Reportò

üApprove Time

Manage 
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Report
üReporting on 
attendance data. 

Period and Audit 
Reports:
-Produce Timesheets
-Period Reporting
-Overtime Reporting
-Audit IP Addresses
-No Breaks
-Any Changes
-Rounding Suspects

ReportReport Overview
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üTime Reports

-TimeSheet Report

-Standard Period         
Hours Report

- Weekly Hours Report

-Date Range Report

-Overtime Reports

-Employee List

Report

üTime Reports
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üThe timesheet report 
will display employee 
time by work week.

üCreate a complete 
Timesheet report for 
selected department or 
the complete company, 
based on Pay Weeks. 

üTimeSheet Report 

Report
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üStandard Period Hours Report

Report

üReport on hours for the 

entire period, based on 

weekly or biweekly. 

üYou may drill into time 

records by employee. 
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üReport on hours for the 

week. You may drill into time 

records by employee. 

üWeekly Hours Report 

Report
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üDate Range Report

Report

üReport on hours by 

Date or Date Range.
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üOvertime Report

Report

üReport on hours for 

a period, only 

showing those 

employees who have 

earned overtime. 
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üEmployee List

Report

üListing of employees and 

contact information. 
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üAudit Reporting

- IP Address -Location 
Exception

-No Breaks in a  
Worked Shift

-No Worked Shifts in 
a Period       

-Shift Anomaly

-Change Report

-Hours and 
Descriptions

Report

üAudit Reporting
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üReport identifies the 
location of the computer 
used to punch in by 
which a record has been 
added or modified either 
by employee, admin or 
manager 

Report

üIP Address Tracking & Locking
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üNo Breaks in a Shift

Report

üA listing of all 

employees that have 

worked over 8 hours 

without a break. 

Potential forced 

overtime. 

üThe high hours for 

reporting may be 

changed to fit you 

companyôs shift hour 

definition in the 

options settings
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üNo Worked Shifts in a Period

Report

üA listing of all employees 

that have not worked any 

shifts in a period. Helps find 

any non-working 

employees. 
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üShift Anomaly Report

Report

üA listing of all 

employees that have 

worked over 8 hours 

or who have not 

clocked out after 

more than 8 hours.
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üChange Report:
This report will 
display all records 
that have been:
- Added
- Edited/Modified 
- Deleted 

and who the record 
was changed by

üChange Report 

Report
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üHours and Description

Report

üList the hours worked 

with descriptions. Export 

to a file for further 

analysis. 
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üWho is IN/OUT

Manage

üThis report will

display which 

employees are 

clocked IN or 

OUT.  Showing 

the most recent 

date and time.
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Manage

üWho is Late In / Early Out

üSet the Date & Time

Parameters to view 

Employees who

have Clocked In Late;

Clocked Out Early
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Employee Login
üEnter the Employee ID 
and Pin number. 

üIf a pin number is not 
assigned enter the ID 
and OK you will then be 
prompted to create a 
pin.

EmployeeEmployee Area
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Employee Create Pin
üThis screen will 
display if a pin number 
does not exist or reset 
by the administrator.

üThe employee types 
his pin number and hits 
ok.

üThe employee will be 
placed back at the login 
screen. Enter the ID and 
new Pin and press OK.

üEmployee Area

Employee
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Punch Employee

üInterface: Data is 
collected through a 
device

üWeb Punch Screen

Employee Features:
-Start/Out/In/End Punch
-Review Timesheets
-Approve Time

üEmployee Area

Employee

üInterface 

üWeb Punch
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üEmployee can view 
their current timesheet. 
This will display their 
timesheet separated by 
work week

üCurrent Timesheet

Employee
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üApprove Current Period

Employee

üEmployees may approve 

their hours earned for the 

payroll period.  They will 

review the payroll sheet and 

then approve by selecting the 

Approve button.
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üPrevious Timesheet

Employee

üEmployee can view 
their previous timesheet. 
This will display their 
timesheet separated by 
work week
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üApprove Previous Period

Employee

üEmployees may approve 

their hours earned for the 

payroll period.  They will 

review the payroll sheet and 

then approve by selecting the 

Approve button.



www.itcomputing.net 72

üHours and Description

Employee

üEmployees may 

view their current or 

previous Hours and 

Description Report 



www.itcomputing.net 73

üChange Pin

Employee

üEmployees may 

have the ability to 

change their own Pin 

üIf an Employee 

forgets their Pin they 

will need to contact 

their administrator to 

reset their Pin.



www.itcomputing.net 74

üMessage of the Day

Employee

üUpdate Employees on 

upcoming events, 

Remind Employees to 

review and approve their 

payroll sheet, etcé

üThe Message of the 

Day will be displayed for 

all employees. 

www.itcomputing.net

Employee

üInterface 

üWeb Punch
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üPunch Employee Types

Employee

üPunch Employee will 

simply select:

üShift buttons to START 

and END shifts

üBreak buttons to Break 

OUT and IN from breaks
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üInterface Employee ïTime Clocks

Employee

üEmployee time being 

collected via Interface ï

may have the interface 

Employee time entry 

view.  

üThey are still able to 

view their timesheet
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üThe Options Area

Support

üSelect and set your 

option settings

Support



www.itcomputing.net 78

üThe Options Area

Support

üSelect and set your 

option settings

üSelect the 

Question Mark for a 

description of the 

option setting.
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üGetting Emails

Support

üEmails are to be set at 

the Department level 
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Support

üEmails are to be set at 

the Department level

üWhen an employee 

inputs a timeoff request 

or approves their 

timesheet; an email will 

be sent to the email 

address set at the 

employees dept level.

üEmails entered at the 

Group manager/Alias 

level are for reference 

purposes only. 

Setting Emails


