Version

TTH PAYROLL

Time & Attendance

Time & Attendance
UserGuide



TJH PAYROLL

Time & Attendance User Guide

© TJH Payroll
21601 Devonshire Street, Suite 128
Chatsworth, CA 91311
Phone 818.998.0919 * Fax 818.709.8728




Table of Contents

FIRST TIME SET UP ... et 4
LOGIN SCREEN ...cee ettt ettt et e e e e e e e e e e e e e e 5
REGISTER DEVICES ..ottt ettt e e e e e e e e e e e e e e e 6
TIME & ATTENDANCE IMANAGEMENT ... eteeee e et eeeeeee e e e e eeeeeeeeeeeaneeeeennnns 7

ACCOUNTS PAGE ...ttt e e e r s 8
ADD/REMOVE A CCOUNTS ..ttt sesesesesessssseessesesssenssennnnnnnnnnnns 9

MANAGE SETTINGS ...t e e e e e 10
GENERAL SETTINGS ..uietettteeeeeteeeeeeesaseeetasssseseestassssessnsesseesassessssnaaeeerens 11
SETUP EIMPLOYEE ....iiteete i eeeeeee e ettt e e ettt e e e e eateeeeseesseeseesnseeseesnneeerens 12

PAY T HME ... et e et e e e e e e e 13
IMPORT HOURS TO PAYROLL .. etet ettt e e e e e eeeeeeeea e e e eeeenaneeennas 14

REVIEW THME ...ttt ettt e e e e e 15
T IMESHEET EDITOR ... ettt ettt e e e e e e e e e e e e e e e e e eeenens 16
[ I Y TR 17

START WEBCLOCK ..ottt ettt e e aaens 18
CLOCK=IN SCREEN. ... ettt et e e e e et et e e e e e e e e e e e e e e eeeeetaseeeeenanaeeeens 19
TIMESHEET HISTORY ..tteetueeetesaseeeestassesesssnssssessnssessessnnsessessnnssessssnanseesens 20

TIME CARD VIEWER ... cceutieieteeee e e et e e e e eeaeeeeeseesasssssassnsessessanseesessnaaeeerens 21




Welcome

This tutorial will set you up with the basics of our Time and Attendance system. To start, please click login in
the upper right to set up a workstation to act as a clock-in station.

ENROLL NOW! LOGIN Pav




Login Screen

Instead of the usual TJH connect login, this time click "Login" under Time & Attendance

&« C' [ thpayroll.com/login/ Q vy
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Register Device

Here is where we can register a device to be used as a clock in station for your employees.
The administrator of your TJHconnect portal can approve or deny these requests as they
come in

C' | § https://connect.tjhpayroll.com/TimeAttendance/Activation2.aspx e =

TIHCONNECT

This device is not recognized

In order to use the Time and Attendance system you must first register this device with your company. Input the fields below and
press the submit button. After approval, you will be able to access your Time and Attendance system from this device

1 | Fill in your Company
Alex Workstator] ID and nam_e your
workstation

Request Activation




Time & Attendance management

Now that we're done with that we need to now approve the request to use that workstation
as a clock in station for employees. First, start off by clicking on the Time Attendance tab
to your left.

€« C' | @ https://connecttjhpayroll.com/Account/AccountHome2.aspx Qafy B =

JHCONNECT & Alex Rogers ~
fompany MEL & AL'S AUTOMOTIVE INC. (Demo)

Eles Hi, welcome to TJH Ci

£

¥  Departments We hope you'll find our online application as feature rich and user friendly as possible.
Let us walk you through a new payroll distribution, please click the start button below.

¥ | Deduction Types

[

Or you can jump to the following topics:

+« My Reports
(&1 | Payroll ’ « Documents

= Documents

Click here to expand the
Time Attendance menu

[ul  Reports 2

Time Attendance




Accounts Page |

Here is where we can register a device to be used as a clock in station for your employees.
The administrator of your TJHconnect portal can approve or deny these requests as they
come in

« C' | & https://connect.tjhpayroll.com/payroll/activepayroll.aspx bl & |

TIHCONNECT

W  Departments

3

B3 | Pay Types

¥ | Deduction Types

[@  Payroll

I

E | Documents

[l  Reports

@ TimeAttendance 2

# | Home

Click here to approve
Accounts or deny clock in
stations

B | ReviewTime

[@  PayTime

Settings

5



Accounts Page Il

Here you can see which accounts are pending or approved to use the TJH web clock-in
system.

'/ @ Company x
€« C | & https://connect.gjhpayroll.com/TimeAtten vices.aspx ady @ =
JHCONNECT & AlexRogers ~
Manage Accounts A . 5 5 )
B ore = Kiosk mode - User is logged out after Kiosk mode - User is logged out (= i
every action. after every action.
B | Company User mode: User remains logged in User mode: User remains logged in
all day all day
Pending Accounts
& | Employees >
AccountlD DeviceName AccountType StoreGPSLoc CookieExpiration DateCreated Action
W | Departments
ee199c56-1758-4156-b1ee-4dbc2f17f33c TWM EDGE ] Kiosk 'I I False v I 9/29/2016 9/30/2015
B Pay Types

Here you can approve or deny

pending stations to be used to
Admin-Approved Accounts clock in

W | Deduction Types

@ | Payroll >

AccountlD DeviceName AccountType StoreGPSLoc CookieExpiration DateCreated Action
& | Documents 8ecc2b86-5686-47eb-9adb-ba300951adle yo Kiosk v True ¥ | 7/29/2016 7/30/2015 Delete
Reports > 26cb9116-47fe-45e7-b30c-0fba3dal4abe twm11 Kiosk v False v | 8/23/2016 8/24/2015 Delete
46a29c70-fae2-424c-8c7d-6c216611ectd test Kiosk v False v 7/8/2016 7/9/2015 Delete
© TimeAttendance >

eBba3fab-8b77-4df0-a4df-98aa2f044283 LDL Kiosk v False v | 8/2/2016 8/3/2015 Delete

0071c1f0-465a-495d-976e-d418f1a7c28b ipad testb5 Kiosk v False v | 9/29/2016 9/30/2015 Delete

9ddb87c0-8631-484e-8afb-bb9e0b36ablc Demo2 Kiosk v False v | 8M11/2016 8/12/2015 Delete

98a739b7-9879-4d07-aab3-3c3bb77870e0 Demo User iPhone Kiosk v False v | 4/14/2016 4/15/2015 Delete

Al fc56d7e4-b6ab-432-afb3-24314ae2ce01 Demo Kiosk v False v| 811172016 8/12/2015 Delete

o | Settings 7b4e3d49-1389-42a3-b58d-fb8b425e6ad4 CP Demo Kiosk v False v | 6/17/2016 6/18/2015 Delete

b3
]
8
g
5
&

0110f0cc-276¢c-4478-bb74-47c1c84 7532 Alex Comp Kiosk v False v | 9/29/2016 9/30/2015 Delete



Manage Settings |

Now that we’ve set-up a clock-in station, lets click settings so that we can give a 6 digit pin

to our employees.

€« C' | 8 htips://connect.tjhpayroll.com/payroll/activepayroll.aspx

TIHCONNECT

¥ | Departments

4
s
r

B | Pay Types

¥  Deduction Types

[@ Payroll >

= | Documents

[l | Reports
#  Home
E Accounts

EE  ReviewTime

Pay Time

e Settings

Click here to manage
your settings

& Alex Rogers ~



Manage Settings Il - General Settings

This is where we can change/view some of your settings and set the day that the week

starts.

« C' | & https://connect.tjhpayroll.com/TimeAtter

ce/adminSettings.aspx

TIHCONNECT

avr @ =

& Alex Rogers ~

# | Home

B  Company

&  Employees

W | Departments

B | PayTypes

& | Deduction Types

Payroll

& | Documents

[ad | Reports

© TimeAttendance >

Manage Settings

General Settings

Week Starts:

By clicking here you
can choose which day
your work week starts.

Calculate Overtime After (Daily):

@ | Wednesday

VIE

‘Work Day Starts

12:00 AM

Calculate Doubletime After (Daily):

12

7th Day Doubletime After:

8

Employee Management

Calculate Overtime After (Weekly):

" 40

7th Day Overtime After:

hours 0

Display Employee Status Button Below PIN:

hours No

@ Save Changes Clear Changes

Click Save afterwards to reflect any changes

# | Home
EmployeelD Name Import Reg Time Import Overtime Import Double Time PIN Action
Safari 5.1
Bl | Accounts 9 Aol 37 - HOLIDAY SALES A 12- OVERTIME MECHAI  ~ No Import v 933888 Save Changes
pple
B ) Review Time 10 safari 7 applee 11-REGULAR MECHAN v No Import A v 358376 Save Changes
3 JOE DUDE 11-REGULAR MECHAN v A v 408779 Save Changes
@ | PayTime
S 20 testy erp . . . Save Changes

Home

hours
hours

hours




Manage Settings IllI- Set-up employee

In order to get started, we must first set up our employee with a pin so that they may use
our time &amp; attendance system. A Pin is a 6 digit number that you assign or can
generate that is used by your employees in order to clock in.

- C' | § https://connect.tjhpayroll.com/TimeAttendance/adminSettings.aspx w E =
TIHCONNECT
B | Reports You can change your pin at

ey e g e e Click here to auto-generate

reflect the chanaes pins for all employees
@ TimeAttendance > Employee Management T

# | Home Generate Pins

EmployeelD Name Import Reg Time Import Overtime Import Double Time PIN Action

Safari 5.1
| Accounts 9 Appl 37 - HOLIDAY SALES v 12 - OVERTIME MECHAI  + No Import v 933888 Save Changes
pple

B8 | Review Time 10 safari 7 applee 11 - REGULAR MECHAN ¥ No Import v v 358376 Save Changes

3 JOE DUDE 11 -REGULAR MECHAN ¥ v v 408779 Save Changes
(3 | Pay Time

20 testty emp v v v Save Changes
9 Settings
5 ALFIELD . |This is where you can choose to RN PSS "

import the employee's hours into a
designated pay type.

15 Win7 Firefox v 332471 Save Changes

8 Zues Goodson v v v 844300

4 JANE MINNIE v M v 958190

19 Alex Rogers v v v
Yosemite

16 ) v v v 710910 Save Changes
Safari 8

18 Jose Salazar v v v 122229 Save Changes




Pay Time |

Now that we have our employees set up, lets go over how we can import those hours
collected and import it to payroll.

€« C' | 8 htips://connect.tjhpayroll.com/payroll/activepayroll.aspx = B =

TIHCONNECT

¥ | Departments

B | Pay Types

¥  Deduction Types

@  Payroll >

= | Documents

[l | Reports
#  Home
El | Accounts

EE  ReviewTime

Pay Time ;sz here to import

hours into payroll

e Settings

hitps:/fc




Pay Time Il

Here is where you can select a date range that you'd like to review and then lock to submit
into our payroll system. This allows you to quickly and easily import your hours and
submit your payroll.

€« C' | 8 https://connect.tjhpayroll.com/TimeAttendance/adminPayroll.aspx awr B =
JHCONNECT & Alex Rogers ~
# | Home Pay Time Home / Pay Time
Enter the dates for the
pay period you wish to
Company
pay
Pay Employees Jr
& | Employees >
Complete the following steps to process your timecards
W | Departments
o Select Start Date: Select End Date:
10/01/2015 10/08/2015
B Pay Types
Review Hi : . .
o s Review all the hours in the
¥ | Deduction Types — designated date.
Lock: N .
o 5 e Finally, click here to Lock the date range
and prepare to import it to our payroll Click here to import your hours in to
system our payroll system to get ready for
Eg.ocuments submission. This may take a few
minutes.

il | Reports > Locked Pay Periods

©  TimeAttendance > PayrollLockID StartDate EndDate CreatedBy DateCreated Actions
48 10/1/2015 10/8/2015 4bf1f4af-5808-4be9-927c-26b7612e5816 10/8/2015 | Import fo Payroll

# | Home 43 9/16/2015 9/20/2015 3a6214bb-d0f9-45e8-902b-d8bc17a8789¢c 9/30/2015
39 9/10/2015 9/15/2015 3a6214bb-d0f9-45e8-902b-d8bc17a8789¢ 9/17/2015
E | Accounts
4 5/20/2015 5/21/2015 3a6214bb-d0f9-45e8-902b-d8bc17a8789¢c 5/21/2015
B | Review Time 5 5/1/2015 5/22/2015 3aB214bb-d0f9-45e8-902b-d8bc17a8789¢ 5/23/2015

_ 6 4112015 4/15/2015 3a6214bb-d0f9-45e8-902b-d8bc17a8789¢c 52312015
‘!’ Pay Time

o | Settings

Copyright © 2014 | TJH Payroll



Review Time |

Now that we have employees using the Time and Attendance system, we can review their
hours for any day at any time. Click “Review Time” to get started.

€« C | & https://connect.gjhpayroll.com/Account/accounthome

TIHCONNECT

& | Company MEL & AL'S AUTOMOTIVE INC. (Demo) + Add Company To Profie

& Employees H | :

W | Departments We hope you'll find our online application as feature rich and user friendly as possible.
Let us walk you through a new payroll distribution, please click the start button below.

B | Pay Types

+ | Deduction Types
Or you can jump to the following topics:

« My Reports

Payroll « Documents

= | Documents

@l | Reports

Click "Review Time" in
order to see your hours for
your employees.

@ Time Attendance >

# | Home

] | Accounts

e Review Time

3 | Pay Time

& | Settings



Review Time Il - Timesheet Editor

Here is the Timesheet editor that can be used to look at and edit hours. Review this page
to see all the options available to you. Remember to click on a day to see a breakdown of
employees who worked that day and edit their hours.

f»‘" G company % il il

« C | & https://connect.tjhpayroll.com/TimeAttendance/adminhome2.aspx 7 @ =

TIHCONNECT

# | Home Review Time Home / Review Time
You can choose your date
range that you'd like to Filter the hours using
& | Company review your hours from a specific employee
here

& | Employees A
® | Departments Timesheet Editor
8 | Pay Types 10/01/2015 X2 ¥ 10/09/2015 All Employees
SER) DeduciionTypes Date Clock Hours Rest Break Meal Break Regular Time Overtime Doubletime
Oct1, 2015 27:32 16:00 08.00 03:32
Oct 2, 2015 48:00 16:00 08:.00 24.00
Payroll Click on a day to Oct 3, 2015 48:00 16:00 08:00 24:00
see a Oct 4, 2015 48:00 16:00 08:00 24:00
breakdown of Oct 5, 2015 24:00 08:00 04:00 12:00
& | Documents the hours for Oct 6, 2015 24:00 12:00 12:00
that day Oct7,2015 24:.00 08:.00 04:.00 12:00
Oct 8, 2015 14:39 08:.00 04.00 02:39
B Octs, 2015
258:11 00:00 00:00 88:00 56:00 114:11

© Time Attendance >

You can use this button to
give you a nice printable
format that you can use for
your records.

# Home Export to Excel Printable Summary

El | Accounts

= Y You can export the hours
eview Time into a nice excel document

for your own records

Pay Time

COpynanue 20731 1art Payion



Review Time lll - Edit Time

After clicking on a date you will be prompted with this screen which allows the admin to
make changes to the clock-in hours depending on if the user note requests it.

TIHCONNECT

X
Thursday, September 10, 2015 _
Add a clock in event for e Closes the current
Add Clock Action an employee who may | Empiogec | g
. window
%ve forgotten Al Employees  ~
The admin can edit Edit Employee Time In Time Out Type
hours in case the ,
Safari 5.1 Apple Thu, 10, 8:00 AM Thu, 10, 5:00 PM O A

employee makes an

error
= safari 7 applee Thu, 10, 2:00 AM Thu, 10, 10:00 AM O #a

Clocked In Date [l Clocked Out Date [l

Update
09/10/2015 09/10/2015
[ o n e RN s o e I
Add Event
08:00 AM 05:00 PM

Admin Notes

SR




Web Clock | - Start Web Clock

To start your web clock on your station, you can either click login under "Time and
Attendance" and it will shoot you to the web clock or you can go directly to
https://connect.tjhpayroll.com/TimeAttendence/default.aspx

&« C' [ thpayroll.com/login/ e
Sales (800) 711-6244 Hablamos Espafiol Payroll Dept (818) 998-0919
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Web Clock Il - Clock-in screen

This is the clock-in screen that employees will see and the available options hat will be
present depending whether they’re clocked in or out.

C' | § https://connect.tjhpayroll.com/TimeAttendance/Defaultaspx Qe =
Fri Nov 06 2015 14:57:32
You can verify that your
______ I ‘Ao Rogers | | pinis linked to your
Not Clocked In ] "\ name right here

Click Clock In to start a
clock in event for that
day.

Simply click either of thes ) .
buttons once clocked in to Time Cards ~ History
start your break or lunch.

An employee can see their An employee can see their
time cards for a pay clock-in history and make
period and sign off on a note for each day.

their hours.




Web Clock Ill - Timesheet History

This is where an employee can write notes and view admin notes on specific days that
they’ve clocked in. This allows the admin to verify and have in writing the changes the

employee is requesting on their payroll.

&« => .E] https://connect.tjhpayroll.com/TimeAttendance/Defaultaspx

Timesheet History

11/01/2015

11/08/2015

Time Out

Time In
Fri, Nov 6, 2:57 PM Fri, Nov 6, 2:58 PM

Didn't mean to clock in|

Update Notes

Click here to update notes as a
user which the admin can then
see. In this case the admin
will delete this clock in




Web Clock IV - Time Card Viewer

With the Time card viewer, an employee can see their detailed hours from the locked in
payroll we learned about previously. From here they can sign their time card as valid.

« C | & https://connect.tjhpayroll.com/TimeAttendance/TimeCard.aspx?EmployeelD =19&EmployeeName=Alex%20Rogers
Payroll Lock ID Start Date End Date Signed? Signed On Details
Click to see more
18 101112015 10/8/2015 Yes details on that pay
period.
43 9/16/2015 9/20/2015 Yes
39 910/2015 9M15/2015 Yes
4 5/20/2015 5/21/2015 Yes
5 5/1/2015 512212015 Yes
6 4/1/2015 4/15/2015 Yes
Week of -
Day  ClockIn Clock Out Clock Hours Rest Break Meal Break Total Hours Regular Overtime Double A list will be gene rated
Total Hours  00:00 (00:00) (00:00) 00:00 00:00 00:00 00:00 Of a” Fhle employeles
clock-in's and out's.

Grand Total Hours

Clock Hours Rest Break Meal Break Total Hours Regular Overtime Double

00:00 (00:00) (00:00) 00:00 00:00 00:00 00:00

Accept Time Card

Sign your name

Where you can sign
your hame and accept
the sighature for the
hours worked above.

Accept
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