TimeClock Plus Employee Guide

Mission Statement
Grand Forks Public Schools will provide an environment of educational excellence that
engages all learners to develop their maximum potential for community and global success.
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Accessing TimeClock Plus
This method of Accessing TimeClock Plus can be used at work and home if employee is issued an email
account by the Grand Forks Public Schools.
1. Go to the Grand Forks Public Schools Home page – gfschools.org.
2.

Click on Staff Resources.

3. You will be prompted to select your @mygfschools.org email account, next enter your password.
4. Click on “TimeClock Plus” listed under Staff Links.
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Clocking In/Out
Clocking-In/ Out
1. Double Click on the TimeClock Plus icon on the Desktop.

2. If Grand Forks Public School District 1 does not show up in the Select Company field, select it from
the drop down list.

3. Enter in your employee Badge ID number.

4. Then select Clock In, Clock-Out or one of the Lunch options.

5. Enter your PIN (default is 1234) and then select Log On.
* Note: If you have your screen minimized you may not see the rest of the necessary prompts
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6. You will now be on the Confirmation screen. You will see your name and the current database
time, as well as buttons to Cancel, go Back, or Continue. If the name and time are correct, select
Continue.
7. If you have more than one job code, select the job code from the list and select Continue.
8. Click Ok on the “Clock operation successful” window.

*One job code*

9.

*More than one job code*

You are now Clocked In/Out.
*Note: If you don’t go through the entire process (from Badge ID through OK on ”Clock Operation
Successful”) your punch will not register.
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Leaving/Returning for Lunch
If you are punching out for an unpaid break any time during the day, you should use the “Leave on
Lunch” and “Return from Lunch” buttons rather than the Clock In and Clock Out functions.

The advantage to using these buttons is that the system will note the length of your break when you
“Return from Lunch” and group all of your hours for the day together and provide you with a shift total.

Punch using Lunch break punching:

Punch not using the Lunch break punching:
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Changing Job Codes
If you are already punched in and need to change your job code

1. Enter your Badge ID Number
2. Select Change Job Code

3. Enter your PIN and then select Log On.
4. Select Continue on the Confirmation page
5. A screen will appear with your showing your available job codes, Select the Job Code you would like to
transfer to, Click Continue (the job code you are already punched into will not show)
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6. Click Ok on the “Clock operation successful” window

7. You are now entered into the new job code
*Note: If you don’t go through the entire process (from Badge ID through OK on ”Clock Operation
Successful”) your punch will not register.

Page | 8

Missed Punches
If you miss a punch you must correct it before the system will allow you to punch again; the following series of
screens will help you with corrections:
*Note: You should only attempt to correct a missed punch at your next normal punch in/out.
1. In the below scenario the employee has forgotten to punch out so when they are trying to punch in
the message below is received.
2. Select Continue to deal with the missed punch. Do no press Cancel it will not fix your missed
punch OR clock you in/out.

3. The date and time of your last punch is displayed. Select Continue.
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4. Verify the date is correct, enter the missed punch time making sure to type pm or use the 24hr clock
if needed. Select Continue.
*Note: Do not click cancel as it will not fix missed punch or clock you in/out.
5. The correct IN and OUT punches for the day should be displayed. Select Continue.

6. If you have missed an in punch and have multiple job codes you will be asked which job code you
should have been clocked into.
If you missed an Out punch and have multiple job codes you will be asked which job code you are
clocking into now.
Select job code and then select Continue.
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7. Click Ok on the “Clock operation successful” window.
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Time Off Requests
Each employee is required to make their own time-off requests by using the TimeClock Plus system. If a
School District email has been established the employee can also do this from home. See Section 1 on
Accessing TimeClock Plus. The use of the TimeClock Plus system to request time-off does not remove the
requirement for employees to communicate all time-off requests with their Supervisor and follow school
specific rules for approval.

Creating a Time Off Request
1. Log onto your Dashboard.

2. Click on the Requests tab (located top, left of page)

3. Select the day you want to make the request for. Double click on the day or click on the “+” sign in
the top right corner of the day. If there is no “+” sign on the day in question see Transmittal Form
info below.
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4. Select the correct Template on the left side
**It is important to do this step first otherwise the info that you fill regarding your hours and
reason will not be saved and you will not be paid for the leave**

5. Fill in the information regarding the absence.

#1
#2
#3
#4
#5
#6
#1 Actual start time or time you’ll leave for appointment.
#2 Number of hours you’ll be paid, depends on your accrual balance.
#3 If you are taking multiple days off in a row, and there are NO differences in the
days, you can select the correct number of days and the request will post in each
of the days. The hours entered in the previous step would be the hours for each
day of the leave not the total hours requested.
#4 Leave code will appear based on the template you selected in step 4 above.
#5 All absences must have a description. Family Illness and Bereavement require
the family member that you are taking this time off for. (e.g., Son’s dr appt or
Grandfather’s funeral) See the Classified Personnel Policy Manual for complete
list. If taking vacation or sick leave you can put that for the description also.
#6 If your position doesn’t require a substitute or your request is in the past then
uncheck this block.
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6. When complete, click on the Save button and it will be sent to the Principal for approval/denial.

7. ERROR MESSAGE : If you get an error message regarding a negative balance it means that you
no longer have enough time left in your accrual balance.

8. Click on the Accruals tab (bottom left corner) to view your remaining balances. Then you can go
back and adjust the Hours block from #5.2 above by selecting Cancel.
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Deleting or Editing Time Off Request
Time off requests must be in pending status in order for you to make any edits to them.
1. Right click on the time off request and it can be deleted or edited. (change date, time, hours, type,
etc.)
*Note: After a request has been approved/denied the employee is no longer able to make adjustments.
Employee will need to contact the school secretary and complete the Transmittal Form to indicate the
adjustment needed.

Transmittal Form
There are still times when the use of the Transmittal Form is still necessary.
1. To Adjust a time off request that has been approved/denied.
2. Request time off in a previous pay period.
3. Other leave of absences. (e.g., Jury Duty, Short Term Leave, Military Leave, etc.)

*All leave of absences are explained in the Classified Personal Policy Manual.

Page | 15

Dashboard
Logging onto the Dashboard allows you to view hours, schedules, last punch, accruals, messages and
change pin numbers.

1. Enter in your employee Badge ID number.
2. Then select Log On To Dashboard option.
3. Enter your PIN (default is 1234) and then select Log On.
* Note: If you have your screen minimized you may not see the rest of the necessary prompts

4. Select View

5. Select the item that you would like to view
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Use the arrows to move between weeks when viewing timecard hours



Last Punch will display your current clocked status



Accruals will show your used and remaining leave balances.



To change Pin number select Change Pin in the right corner
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You will be prompted for old pin and new pin, then select Change. Your pin is now changed.
*Note: pin must be 4 numbers.



When finished reviewing your information Log Off.
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Mobile Clock
Mobile clocking is intended for use by an individual on their own personal Android or IOS device. Devices with
the Moblie App cannot be shared for clocking in purposes.
1. Download the Mobile App TimeClock Plus v7, open the app and select Next

2. Select https. Next screen Host will be 225537.tcplusondemand.com and then select Next.

225537.tcplusondemand.com

3. Select OK when you receive message that App is installed and then NEXT.
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4. Select https. Next screen confirm Host is 225537.tcplusondemand.com and then select Next.

225537.tcplusondemand.com

5. Type 225537 in Namespace and then select Next. Then click on the company
Grand Forks Public School District 1.

6. Enter Badge Number and select Log On. Enter Pin and select Log On.
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7. Select function you are trying to perform such as Clock In/Out. You also have access to all the
items on your dashboard in webclock.
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Clocking In/Out
Open TimeClock Plus app on your device.
1. Select Clock In or Clock Out.

2. After you have selected Clock In select Allow.

3.

Verify clock operation performing and select Continue. If more than one job code select Job
code clocking into. Click OK to finish clocking in.
*One job code*

*More than one job code*
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4.

Your device must have Location service turned on or you will receive the error below. Also If
you are not physically in a District building you will receive the message that you are unable to
perform clock in operation. Select Ok to go back to main screen.
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Leaving/Returning for Unpaid Break/Lunch
1. Open TimeClock Plus app on your device.
2. Select Start Lunch or End Lunch.

3.

Verify clock operation performing, select Continue and then OK to complete clock operation.
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