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Instructions for Time Entry

Log-in: Access the webclock by typing in webclock.Issd in the
address line in the Internet Browser.

ﬂ:' Workforce Time z5d Attendance Software - Windows

@?-: = QE webclock.lssd )

Fle Edt View —Favoite Tools  Help

- - Favarites ggl v| & workforce Time and Atte.., X 1

NOTE: You should time-in when you are ready to begin working and time-out
when you have completed your work.

* Log in to Workforce Software using your employee identification nhumber as the User
ID. Your Employee ID is:

1 XX X X XX XX
(Two Digits of Birth Month)  (Two Digits of Birth Day) (Last four digits of Social Security #)

EXAMPLE: if your birthday is September 28 and your Social Security Number ends
in 1234, your Employee ID is: 109281234.

e Enter your User ID (Employee ID) and Password. Your initial password is the same
number as your employee identification number. If you have already set your
password, you will need to use the password that you set.

e To Login, Click on the e button.

(J.i EmpCenter:

WFTEMP2

Copyright 1989 - 2011; WorkForce Software, Inc. Al rights reserved
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The first time you enter the webclock, you will be prompted to change your
password. To change your password, enter your old password (NOTE: When
changing your password for the first time, your old password is your Employee ID).

Your password has expired - please enter 3 new password.

G} Workforce Software Change Password

Old Password:

Hew Password:

Confirm New Password:

Update Password

NOTE: Workforce passwords can be alpha/numeric, are case sensitive, must be at
least FIVE characters and cannot be reused when you are prompted to change your
password in the future. It is recommended that you use your network password for

the Workforce Software password. Enter and confirm your new password.

e After changing your password, you will be directed to the Webclock.
e You will be directed back to the screen to time-in.
e Enter your User ID and Password. Click on the “Login” button.

Regular Employees
If the screen looks like this: i

Lee's Summit R-7 School District

29:56 am

\9) Attendance/Time In

J ‘\mesheet

e Time Out
A

@ Logout \

(You are an Employee With
One Assignment)

¢ Click the appropriate button
“Time-In" or “Time-Out”.

Regular Employees
If the screen looks like this: i

(You are an Employee With
Multiple Assignments)

e Select the appropriate job that
you need to time-in or time-
out. When you are
reporting for work on your
regular job, DO NOT select
an hourly assignment.

Substitutes
Your screen may look like this if
you have both “Substitute”
assignments:

& e

Cancel

(If only one substitute
assignment, proceed to
building selection)
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Regular Employees
You will receive confirmation
that your time-in or time-out
was recorded successfully.

Process Complete

Employees With Multiple Jobs

¢ (Click to “Time-In" or “Time-
Out”.

Lee's Summit R-7 School District

2011 11438:33
/ Building Code /

5] Attem'dan:e/'rime In Q Time out |4
) Tmesheet @ togout

() Switch Assignments

o If you selected the wrong
assignment, you may go back
to the assignment screen by
selecting the “Switch
Assignment” button. Select the
correct assignment and
continue with time-in/time-out.

Lee's Suinmit R-7 School District

38|33 am

Building Code

Q meout
Q Logot

y

@) Actendance/me In

() Tmesheet

() switch Assignments

e You will receive confirmation
that your time-in or time-out
was recorded successfully

e Process Complete

Substitutes

e Select the building in which
you are working. Enter the 2-
digit building or to get a listing
of building codes, click in the
screen in the “Building Cod¢”
box to view a drop-down phenu
listing all the building codes.

Lee's Summit R-7 School Pistrict

38:32 am

Building Code ‘

Q Time out
@ Logout

@) AttendancesTime In

) Tmesheet

() Switch Assignments

A building list will show:

R-7 School District

e Locate the correct building
location, select (by clicking)
the building name. Click\on
the scroll bar to the right &f
the building listing to move
through the list of buildings.
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Substitutes

After the building is selected,
click the “Time-In" or “Time-
Out” button. Substitutes/will
not need to select a building
when timingrout.

Lee's Summ/t R-7 School Pistrict

03/16/2011 11:38:33 Jm

=

\4

; | 4
\a Attendance/Time In @ Time Out
O Timesheet @ Logout

O Switch Assignments

You will receive confirmation
that your time-in or time-out
was recorded successfully.

Process Complete

To review your timesheet, go to website: webclock.Issd

Log-in using the above instructions.

Click on “Timesheet” to review your timesheet.

fa

Lee's Summit

02/16/2011 11:52:37 Zm

-7 School District

@ AttendancefTi/é In

e Time Out

\_') Timesheet K

'@ Logout
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o OR“ To review your timesheet from the “"Dashboard”, click on “Enter My
Hours”

55 |~ | @& Manager Time Entry {& TFAS Bi-Tech Dashboard (& Dashboard

Center @
Production

@ Time Entry 1? Schedules

i) Request/ Cancel
Review Time Off

@ GotoW
g4 View Past Assignments

eb Clock

Seftings

M Reports @ Change My Password

[ View General Reports

e Verify that you are reviewing the correct timesheet based on the “Pay Period” you
want to review. Use the “left blue arrow” to select a week previous to the week
shown on the timesheet. Use the “right blue arrow” to select a future week.

= Cerzzr @ vome @) Hei

) save|| More ~ |
Time Sheet Pay Preview
i W T F S pyag, 2011
6 78 9 101112
Pay Code Sun 02/06 Mon02/07 [ Tue03/08 P Wed02/00 P Thuo2/i0 P Frioz/11 P  Sat02/12 Comments Totals
(D=
| /| Resular tn/out 06:53 2m 06:53 am 06:59 am 06:56 2m 07:01 am 22.05
11:31 am 11:18am 11:212m 11:223m 11:19am
[ @] Regular InjOut 11:52am 11:44 am 11:45zm 11:51am 11:442m 1385
02:32 pm 02:33 pm 02:30 pm 02:35 pm 02:37 pm
Totals 0.00 7.20 723 712 717 718 0.00 35.00

e To review pay for the period, select the “Pay Preview” tab.

| 4 o=z/o06/2011-03f12/2011 77 B | | 5ave || More ~ |
——

[ Time sheet H Pay Preview ]
Assnt Desc ‘Work Date  Pay Code Building Code  Regular Days Addt'l Hrs OT hours | Unworked P... Dock
FOCUS RO... 03/07/2011 Regular Rou.. 15 7.25 0.00 0.00 0.00 0.00
FOCUS RO... 03/08/2011 Regular Rou... | 15 7.25 0.00 0.00 0.00 0.00
FOCUS RO, 03/09/2011 Regular Rou.. 15 7.00 0.00 0.00 0.00 0.00
FOCUS RO... 03/10/2011 Regular Rou... | 15 7.25 0.00 0.00 0.00 0.00
FOCUS RO... 03/11/2011 Regular Rou.. 15 6.25 0.00 0.00 0.00 0.00
FOCUS RO... 03/11/2011  Accrue OT (... 15 0.00 1.00 0.00 0.00 0.00
SUPERWISI.. 03/07/2011 Straight OT EE] 0.00 0.00 1.25 0.00 0.00
SUPERWISI.. 03/08/2011 Straight OT EE] 0.00 0.00 i.50 0.00 0.00
SUPERWISI.. 03/0%/2011 Straight OT EE] 0.00 0.00 i.50 0.00 0.00
SUPERWISL.. 03/10/2011 Owertime EE] 0.00 0.00 0.50 0.00 0.00
SUPERWISI.. 03/10/2011 Straight OT EE] 0.00 0.00 0.75 0.00 0.00

e To review exception messages (warnings or errors) on the timesheet, select the
“Exception” tab.

\ <« o=/06/2011-03/12/2011 (7] B | A Save|| More ~ |

| Time Sheet [ Pav Preview 1

s
R EETIEENEE)

Pay code sSun ess00 Mon ozsor 5

oe:S55 am

11:31 am

Uzise pm
7.20

Schedule

on 03/07 - Fri03s11 (5}
Sun 03/06 - Sat 0312 oT/FLSA i

0&:55 am
11:21 am
wziso pm

712
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e To review absence bank balances, select the “"Bank Balances” tab.

| W wsroersoiz - vsraeseoas (7o | b save || more - |

[ Time Sheet

Regular

e To review your work schedule, select the “"Schedule” tab. The schedule includes the
days and hours you are scheduled to work for the selected week.

‘4 02/06/2011 - 03/12/2011 [7] p‘ | save| Mare ~ |

[ Time Sheet |[ Pay preview |

M TWTFS

Mar 6, 2011
6 7 8 9 1001312

Pay Code Sun 03/06 Mon03/07 § Twe03/08 ¥ Wed03ged P  Thu03/10 P  Fri03/11 P  Sat03/12 Comments Totals
3 || Accrus OT (Gen
3 = | Regular In/Out a 153 a 08:55 am 08:56 am 07:01 am 2205

11:21 am 11:22 am 11:19 am
[ £ = | Regular In/Out a s o 11:45 am 11:51 am 11:44 am 13.85
02:30 pm 02:35 pm 02:37 pm

712 747 78 00 3590
Excepti 2]
MTWTOES 0
c 7.8 9 01132
Pay Code Sun 03/06 Mon 03/07 Tue 03/08 Wed 03/08 Thu 03/10 Frioz/11 Sat03/12 Comments Totals
7| Regular - Contract 7.00 7.00 7.00 7.00 7.00 o
T .00 7.00 7.00 7.00 7.00 7.00 000 35.00

e To logout of the system, click on “Logoff” on the upper right-hand portion of the
screen.

n - Page~ 3Safety~ Tools

Logged in as

PASSWORD RESET REQUEST: After 10 unsuccessful attempts to use your password
you will be locked out of the Webclock. NOTE: IF YOU ARE LOCKED OUT OF THE
WEBCLOCK YOUR BADGE WILL NOT WORK IN THE KIOSK.

To request a password reset, use the following:

e Go to District website: www.leesummit.k12.mo.us

¢ Go to Staff Links page.

e On the Staff Links Page, under Workforce Forms, select Password Reset Link.
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. = Workfforoe

= Go To Web Clock (Webclock.lssd) In-District Only

=+ Request Time Off/Review Timesheet Out-Of-District
Smartrind Express (for subs)

Frequently Asked Questions (FAQ)

KIOSK Locations

2010-11 Payroll Schedule

Employes Information Change Form (for changes to name,|
address, phone, or marital status)

= Password Reset
Reporting Atte R Time In/Time Cut Modification

- OT Reported in Webclock/Workforce
= Absent Today?

If absence is for TODAY, complete a Time OFf

Request (TOR) using one of the following links:
| a) From home (Out of District) - Workforce.lssd

b From work (In District) - Webclock. lss

e (lick on “Password Reset”.

= WorkForce

‘ Time and Attendance

Webforms

If absence is for TODAY, complete a Time Off Request (TOR)
using one of the following links:
1) From home (Out-Of-District) go to Workforce.lssd
OR
2) From work (In District) go to Webclock.lssd

PAST Absence NOT Reported in
WebClock/WorkForce

Reporting Attendance OR
Time In and/or e Out
MODIFICATION

Password Reset

Submit this form ONLY if Ydwdave forgotten your password and ajpe

WorkForce web forms are designed to work with Internet Explorer.

Ifyou have issues with using these , please print a copy of the correct and submit the completed form to Payroll at the Stansberry Leadership Center.

are to be used ONLY if you are unable to access a computer to submit your Modification Request(s) or are having issues using the

@ Intemet | Protected Mode: On G~ &
¢ Click on the link next to the appropriate employee type.
Password Reset
(Use Year Round - Regular School Year & Summer School)
Submit this form ONLY if you have forgotten your password and are locked out of
logging in to webclock.lssd or workforce.lssd
(NOTE: Itis highly recommended that you use your network login password for this password.)
and it - itting the form(s) below sends an email to Business Services to have them reset your password. You will receive a confirmation email back from

them if you provide an accurate email address on the form.

Substitutes - Submi

ing the form(s) below sends an email to Human Resources to have them reset your password. You will receive a confirmation email back from them if you provide an accurate
email address on the form.

— — s>

Substitutes

http:/ir7: leesummit k12.mo.

e Complete (all blanks have to be completed. If not applicable, enter NA) and submit
the form. You will receive an email notification when the password has been reset.
WFS passwords are always reset to your employee ID.

Webclock.Issd _J/*WorkForce
<

Password Reset

First Name (required)

Last Name (required)

@leesummitk12.mo.us

IMPORTANT! -1ype in front jit.k12.mo.us

Email Address (required to receive response email)

Employee ID (required)
1MMDDXXXX - 1two digit birth month two digit birth day last four of ss#

Today's Date Month - pay -

Other Comments / Info (use if needed) -
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REPORT TIME-IN/OUT MODIFICATION OR ABSENCE NOT PREVIOUSLY
REPORTED IN WEBCLOCK (WFS).
To request time-in/out modification or to report an unplanned absence, use the
following:

e Go to District website: www.leesummit.k12.mo.us
e o to Staff Links page. Select “Workforce Software”.

e Select “"Reporting Attendance or Time In/Out Modification Form”

e

So To web Clock (wWebclock.lssd) In-District Only

Reguest Time Off/Review Timesheet Out-Of-District
SmartFind Express (for subs

Frequently Asked Questicns (FAQ)

KIOSK Locations

2010-11 Payroll Schedule

Employee Information Change Form (for changes to name
address, phone, or marital status)

VVORKFORCE FORM S

- P
=CEeporting Attendance OR Time In/Time Out Modificaticn—>
- Poer = el Pl

= Absent Today?
If absence is for TODAY, complete a Time OFF
Request (TOR) using one of the following links:
. a) From home (Out of District) - workforce.lssd
b) From worl ke (In District) - Webclock. lss

¢ C(Click on "Reporting Attendance or Time-In and/or Time Out Modification”.

m Time and Attendance

Webforms

If absence is for TODAY, complete a Time Off Request (TOR)
using one of the following links:
1) From home (Out-Of-District) go to Workforce.lssd
OR
2) From work (In District) go to Webclock.lssd

PAST Absence NOT Reported in
WebClock/WorkForce

Password Reset Reporting Attendance OR
Time In and/or Time Out

Submit this form ONLY if you have forgotten your password and are locked out of logging in to
‘webclock.lssd or workforce.lssd

WorkForce web forms are designed to work with Internet Explorer.

Ifyou have issues with using these , please print a copy of the correct and submit the completed form to Payroll at the Stansberry Leadership Center.

are to be used ONLY if you are unable to access a computer to submit your Modification Request(s) or are having issues using the

@ Intemet | Protected Mode: On G- @

Click on the appropriate employee type.

ALL Emplovees
EXCEPT Facility Services and Nutrition Services

Facility Services
Nutrition Services

SUBS - Certified and Classified
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Complete the webform. ALL blank fields on the form must be completed before you can
submit the webform. If an item on the webform does not apply, insert NA . Your time
will be modified accordingly and you and your supervisor will receive an email confirming
that time has been adjusted.

------- ALL Employees EXCEPT Facility Services and Nutrition Services

Reporting Attendance OR Time In and/or Time Out Modification Request

First Name (required) Last Name (required)

Email Address
(required to receive response email) Example: firstname.lastnamedieesummit.k12.mo.us

Employee ID (required) IMMDDXXXX

Job/Position to Modify Time On

Manager/Supervisor Name (First & Last)

YestoEl

nic Signature +

1 y above i t.
"Yes to Electronic Signature” replaces your written request to accurately update your information.

10
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Using the Kiosk (Touchscreen Monitor and Badge Reader)
NOTE: When using the Kiosk, a user can only time in or time out and will not be
able to submit a Time Off Request (TOR) or review timesheets.

NOTE: Be sure the cursor is flashing in the box next to the "Badge ID” title. If the
cursor is not flashing in the box, touch the screen, inside the box, then
proceed to swipe your badge. When swiping the badge the bar code should
be facing the red light on the bar code reader.

(J.i EmpCenter.

Regular Employees
Swipe your badge through tle
card-reader to get the time-in/out
screen. If the screen looks like
this:

hool District

gi EmpCenter. l

to “Time-In" or “Time-Out”.
e You will receive confirmation

that your time-in or time-out

was recorded successfully.

e Process Complete

Regular Employees
Swipe your badge through the
card-reader to get the time-in/out
screen. If the screen looks like
this:

® Choose an Assignment

HEALTHROOM CLERK 08-09-2010 - PLE

VARIABLE HRLY NOMEXEMPT 07-01-2010 - DW

SECRETARY CLASS II RECEPT 08-18-2010 - PLE

Cancal

(You are an Employee With
Multiple Assignments)

e Select the appropriate job that
you need to time-in or time-
out. When you are
reporting for work on your
regular job, DO NOT select
an hourly assignment.

e Use the touch screen to “Time-

In” or “Time-Out”

Pistrict

qi EmpCentfr

uuuuuuuuuuuuuuuuuuu

Substitutes
Swipe your badge through the
card-reader to get the time-in/out
screen. Your screen may look like
this if you have both “Substitute”
assignments:

® Choose an Assiagnment

SUPPORT SUB 07-01-2010 - ALL

TEACHER SUB 07-01-2010 - ALL

Cancel

(If only one substitute
assignment, proceed to
building selection)
Substitutes

e Enter the 2-digit building using
the keypad or to get a listing
of building codes, touch the
screen in the “Building Code”
box to view a drop-down menu
listing all the building codes.

R-7 $chool District

nnnnnnnnnn

té) Attendance/Time In

e Time Out
@ Logout

11
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Regular Employees Substitutes
o If you selected the wrong A building list will show:
assignment, you may go back R.7 School District

to the assignment screen by
selecting the “Switch

Assignment” button. Select the By
correct assignment and S?
continue with time-in/time-out. 2}:

R-7 School District

¢ Locate the correct building
location, select (by touch) the
building name. Touch and
scroll using the bar to the right
of the building listing to move
through the list of buildings.

\53 Attendance/Time In

Time Out

& ) Switch Assignments
Q oo

o After the building is selected,

* You will receive confirmation touch the “Attendance/Time-
that your time-in or time-out In” or “Time-Out” button.
was recorded successfully. Substitutes will not need to

select a building when timing-
e Process Complete

@ Attendince/Time In
e Time O‘it
@ Logout

e You will receive confirmation
that your time-in or time-out
was recorded successfully.

e Process Complete

e To view a timesheet, you will need to visit the following website: webclock.lssd
and follow the instructions shown on page 5 of this document.
12




