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Login to Helpside Tools at tools.helpside.com

Under Quick Links, click on Timeclock

Quick Links

Benefit Information & Forms

Document Center
Eind a Provider
Talent LMS

Timeclock

Wages on Demand (Zay£oon)

Click on Go Back to Manager
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Step 1: From Main Menu select Current Period, Previous Period, or Select Other Periods to enter a range.
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MAIN MENU

APlus Benefits TWP
Site: 43694

Dashboard (Try Dashboard
Beta)

@ Time Off Requests (0)

& Employee Setup

2 Add New Employee

) My Employee Portal

Time Cards

€ Multi-Time Card Editor
8 Yesterday's Entries

8 Today's Entries

Current Period - Start: 8/1

Previous Period - End: 7/31

Select Other Periods
€ Multi Time Card Approval

# Maintenance Menu
a1l Reports Menu

¥ Settings Menu
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The color of an employee’s name in the “Clock Activity” list means the

e Black — No activity during the selected date range/pay period. e e———
Pay Period Finder

Show Missing Only
Back to Main Menu)

e Blue - Activity on the time card during the selected date range/pay
period. The number of edits to the time card is listed in the "E” column

and highlighted in blue. T
¢ Red - One or more missing punches during the selected date range/pay Jones. Charte

period. The number of missing punches is listed in the “M” column and Jones, Elizabeth

highlighted in pink. Keenum, Case

Krauss, Alison
Lonnquisi, Myles
Maran, Josia
McBride, James

Millar, Jennifer

(= — R — T - T — T -y
o - o o o 0 o O O

Maore, David

Step 3: Click on the names of the employee whose time card you need to edit.
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Clock Activity

8172021 - 8142021
Pay Pariod Finder
Show Missing Only
(Back to Main Menu)

Employee M
Jones, Charlie
Jones, Elizabeth
Keenum, Case
Krauss, Alison
Lonnquist, Myles
Maran, Josie
MeBride. James

Miller, Jennifer

L= = = N = I = N = =
LT — I — I — B — - -

Maare, David
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Different colored fonts have different
meanings for each punch:

e Black — Normal, “untouched” punch.
The punch is unaltered and represents
the actual time an employee made
their punch at the clock.

e Blue (in bold) - Edited punch. Blue
punches have been edited
(added/changes) by someone that has
rights to edit time cards.

¢ Green — Rounded punch. This punch
has been rounded due to a rounding
rule (script).

e Green (in bold) — This punch has been
edited and rounded.

How to Edit Time Cards
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A Plus Benefits TWP
8172021 thru 81142021

Miller, Jennifer
Code: J28642

-
#

< Previous Pay Period | Next Pay Period > Pay Period Finder

Time Card Oplions *  Show Mobile Punches
Date Edit In Out Deducted Time Category Hours Hrs/day Amount Job Project
Sun
an i
P Add]

Mon

a2 Py :

e Edit]|Add 8:002 12:00p - 4.00 ' Job1 Project1
[Edit[Add] 1:00p 5:00p - 400 800 Job1 Projectl

Tue

&3 e E

e |Edit]| Add’ 8:00a 12:15p - 425 ! Job1 Projectl
Edit|| Add 1:15p 5:00p - 375 8.00 Job1 Project1

Wed

814 — ) - ;

Ve |Edit}|Add 6:15a Missing - - Job1 Project2

[Edit)[Add] 6:30a Clocked in = - Job1 Project2

Thu

- (Add

Fri 8/6 S

1.7 |Add|
Sat
a7 N
e Add

Total hours clocked for week of 8/1 to &/7: 15.90

Step 4: Select Edit to modify an existing punch record or select Add to create a new punch.

Miller, Jennifer
Code: J28642

)

< Previous Pay Period | Mext Pay Period > Pay Period Finder

Time Card Options * Show Mobile Punches

Date Edit In Out
Sun

an

. Add -

8:00a

an -
p- Edit][Add]

12:00p

Time Card - Jennifer Miller (2]

Deducted Time Category Hours Hrsiday Amount Job Project

A Plus Benefits TWP
MI2021 thru 81472021

4.00 | Job1 Projecti
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Step 5: Edit or correct the “In/Out” time, if needed.
Step 6: Edit the “Category”, if needed.

Step 7: Enter a comment (optional).

Step 8: Click Save.
Time Card - Jennifer Miller
Milber, Jennifar
Code: J28642
-}
< Prowious Pay Period | Mext Pay Period » Pay Period Finder
Time Card Options Show Mobde Punches
Duane Edit In Out Deducted Tima Categony
Sun &1 Fd
Cancel] [Save
Mon 872 F anchll eme & 00a o 12:00p o Ragular +
Delote
Commaents about this edit: s
Tus 873 r o 0 I L
[Commants appear only in edif hisfory)
o FRAPT
Wad BI4 i 615a Missing
B:30a Clocked in

Howrs

4,00
425

3.7h




