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Welcome to Opentimeclock

https://www.open
timeclock.com
                         

Open Time Clock is a reliable, secure, cloud and web based time clock system that helps any size
business manage time sheets. Our employee time management app was designed to help business
owners, bookkeepers and payroll professionals to track employee's time, attendance, paid time off
accruals, scheduled shifts, jobs and shift notes. Our Free Plan is available with unlimited managers and
employees with access to all features except reports. Open Time Clock allows you to manage your
employees access to the platform by restricting their access to specific networks, devices or GPS
zones. Web camera and face recognition are supported to avoid 3rd parties punching in and out.

Feel free to reach out to us on our toll free number:+1-833-702-2927
Or send us an email at support@opentimeclock.com 

Created with the Personal Edition of HelpNDoc: Ensure High-Quality Documentation with HelpNDoc's
Hyperlink and Library Item Reports

Settings Tab

This tab is where you edit information such as employee information and company defaults.

https://www.opentimeclock.com
https://www.opentimeclock.com
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
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Created with the Personal Edition of HelpNDoc: Single source CHM, PDF, DOC and HTML Help creation

User
The Users tab provides an overview of all personnel in the system.

1. Self Sign Up – Allow users to do self-register.
2. Email to User – Use to email your employee’s login details
3. Department Filter
4. Add users link and Mass Import Option
5. User Search Box
6. Edit/Copy/Archive User’s Profile
7. Recover Archived Users
8. Archive multiple selected Users
9. Edit common employee info Simultaneously

Created with the Personal Edition of HelpNDoc: Maximize Your Documentation Output with HelpNDoc's
Advanced Project Analyzer

How to Add Employees

Follow the steps below on how to ADD USERS/EMPLOYEES

Step 1: Login to your admin access account.
Step 2: Go to the SETTING tab and click the USERS/EMPLOYEES tab.
Step 3: Click the ADD USER/EMPLOYEE button.
Step 4: Fill out the given information for employees (note: make sure you add value to
the RATE field at least “0.00” otherwise user’s profile won’t be saved)
Step 5: Click ADD or Click ADD & Next to proceed adding another employee.

https://www.helpndoc.com/help-authoring-tool
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
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Created with the Personal Edition of HelpNDoc: Transform your help documentation into a stunning
website

How to Add and Print Employee’s Barcode

Please follow the steps below on how to ADD/EDIT EMPLOYEE’S BARCODE

Step 1: Login to your admin/manager access account.
Step 2: Go to the SETTING tab and find USERS/EMPLOYEES tab.
Step 3: Click the EDIT button along side your employee’s name (the one you want to edit) and
look for the “DIGIT ID” field and type-in the bar-code combination in numeric figure.
Step 4: Click SAVE (you are now ready to print the bar-code).

Please follow the steps below on how to PRINT EMPLOYEE’S BARCODE.

Step 1: Login to your admin/manager access account.
Step 2: Go to the SETTING>USERS tab then click “Print bar-code” button.
Step 3: Select the name of the employee and your preferred bar-code type then hit the “OK”
button.

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Effortlessly Publish Your Word Document as an eBook

How to Edit Employee Role

Please follow the steps below on how to ADD/EDIT YOUR EMPLOYEE's ROLE.

Step 1: Login to your admin/manager access account.
Step 2: Go to the SETTING tab and find USERS/EMPLOYEES tab then click EDIT link alongside
each employee name.

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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Step 3: Go to the “ROLE” field and change the user’s access to the ADMIN/ MANAGER/
EMPLOYEE or INACTIVE.
Step 4: Under the ROLE field you can set the user’s access restrictions.
(You can also select what access restrictions you may want that user to have)
Step 4: Click SAVE.

Created with the Personal Edition of HelpNDoc: Effortlessly optimize your documentation website for
search engines

Company Setting
The “Company Setting” tab allows the user to edit select fields related to a company profile.

Fields that are not editable:

· Company ID
· Company Name
· Company URL
· iFrame Code

Fields that are editable:

· Account Owner Email – This email address is associated with the primary administrator or
owner of the account. This email address is used for important communications regarding
the account, such as notifications, password resets, and account-related updates.

· Camera – This allows you to set the rules regarding the use of a Camera to login/out.
· Week Start Day – Sets the day for start of the work week.
· Round Time To – Rounds up to the closest X minute over if the employee is past the set

time. Example. If the setting is for a 15 minute interval, the first 7 minutes over the set time
are not counted (rounded down). Anything over 7 minutes up to 15 minutes is counted
(rounded up).

· Auto Lunch Deduction – Automatically calculated lunch clock in/out without the employee
doing it. If “Yes” is selected admin can enter the variable to for length of break per duration
of time worked. Example: 30 minutes every 6 hours.

· Clock Gap - Restricts clocking in/out after certain amount of time to prevent
accidental/multiple unnecessary clock in/outs.

· Employee Edit Note – The amount of days an employee has to edit shift information before
it locks.

· Date Format – Allows Admin to select appropriate date format.
· Time Format – Allows Admin to select 12 or 24 hour format.
· Time Totals Format – Allows Admin to select format to display time worked.
· Currency Symbol – Sets the currency for the account.
· Default Time Zone – Sets master time zone for the company.
· Allow Request PTO when – Set controls when employees are allowed to request PTO

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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through the system. This feature typically allows administrators or managers to specify
certain conditions or rules under which employees can submit requests for PTO.

· Enter Note When Clock In – Selects when an employee is able to enter a note.
· Allow Shift Select – Allows employee to clock in/out on unscheduled shift.

You can also turn on different features directly on the Company setting tab. Please see picture
below:
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Created with the Personal Edition of HelpNDoc: Effortlessly bring your documentation online with
HelpNDoc

How to Edit Timezone

Please follow the steps below on how to ADD/ EDIT YOUR COMPANY'S TIMEZONE.

Step 1: Login to your admin/ manager access account.
Step 2: Go to the SETTING>COMPANY SETTING tab.
Step 3: Look for the “TIME ZONE” field and click the drop down box and select your desired
timezone.
Step 4: Click SAVE.

Created with the Personal Edition of HelpNDoc: Transform Your Documentation Process with HelpNDoc's
Project Analyzer

How to Add Automatic Lunch Deduction

Please follow the steps below on how to set
the AUTOMATIC LUNCH DEDUCTION FOR T1 AND 2008 VERSION.

Step 1: Login to your admin/manager access account.
Step 2: Go to the SETTING> COMPANY SETTING.
Step 3: Then you will see the field for “Auto lunch deduction” and set it to YES, and set your
preferred setting.
Step 4: Click SAVE.

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
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Created with the Personal Edition of HelpNDoc: Free Web Help generator

Departments
Departments are where an Admin can perform the following tasks:

These departments are used to categorize and organize employees based on their roles, teams,
or locations.

1. Create a new department.
2. Edit the name or delete an existing department.
3. Assign a manager or managers to a department.
4. Edit the name of a department (Similar to 2).

https://www.helpndoc.com


Manual for Opentimeclock

15 / 193

Created with the Personal Edition of HelpNDoc: Upgrade Your Documentation Process with a Help
Authoring Tool

Department Managers
The Department Managers tab allows the Admin to manage which departments are assigned to
the managers.

1. Assign a new department to a manager.
2. Delete a department from a manager.

Created with the Personal Edition of HelpNDoc: Effortlessly Create High-Quality Help Documentation with
a Help Authoring Tool

Department Users
The Department Users tab is where the Admin can assign users to a department.

1. Select the department to add a user.
2. Select the Assign User button to add a user/ employee.

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
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 3. Select the user/person and add them

Created with the Personal Edition of HelpNDoc: Maximize Your Reach: Convert Your Word Document to
an ePub or Kindle eBook

Overtime Rules
Overtime Rules allows the Admin to create, edit and archive overtime rules.

To add an overtime:

1. Select “Add Rule”

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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    2. A pop up will appear and the Admin can name the rule and then select the overtime setting:

· The settings are: Off, Weekly, Biweekly

    3. When editing an over time rule the following settings are available:

· Edit Overtime Rule Name
· Edit Weekly Setting
· Edit Daily Setting
· Set Double Overtime Rule
· Set Overtime Rate (Pay)
· Set Special Week Days
· Set Special Calendar Days
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Created with the Personal Edition of HelpNDoc: Free help authoring tool

Overtime Rule Users
The Overtime Rule Users tab is where the Admin can assign overtime rules to a users/
employees.

To assign or delete an overtime rule:

1. Select Assign More and a pop up will open with the list of personnel to assign in the rule
2. Select the X next to the person to delete the rule

https://www.helpndoc.com/help-authoring-tool


Manual for Opentimeclock

19 / 193

 
     3.   Once you have identified the person select “Assign”.
     4.    You will see that the rule is now assigned to them.
    5.    The option to unassign the rule is also accessible from this screen.

   

Created with the Personal Edition of HelpNDoc: Maximize Your Documentation Efficiency with a Help
Authoring Tool

PTO Names/Codes
PTO Names are Paid Time Off. 

This tab is where an Admin can go to create a new PTO Code. To assign rules to the code they
need to then go to PTO Accruals. Time off can be paid, partially paid, or not paid.

To Create a PTO Code:
1. Add PTO Code and Name

To show Archived PTO Names
2 & 4. Show Archived PTO Names

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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If you wish to edit, delete or archive the PTO
3. Select the option

 

5. The pop up on Add PTO screen is as the same as the pop up on the Edit PTO screen

Created with the Personal Edition of HelpNDoc: Create Professional CHM Help Files with HelpNDoc's
Easy-to-Use Tool

The PTO Accruals page is where the Admin can set the rules for PTO events depending on their
company rules or policy.

1. You can import a file from the Excel.

https://www.helpndoc.com/feature-tour/create-chm-help-files/
https://www.helpndoc.com/feature-tour/create-chm-help-files/
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 2. Filter out the PTO you wish to access.

3.  Edit the PTO (To Create a PTO you would go to PTO Codes)
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4. Once editing a PTO there are 4 fields to manage.

· Frequency: This will display the PTO awarded per unit (day/week/month) based on the
total PTO per year. In addition, PTO can be allocated per hour worked.

· Hours Per Year: This is the display of the award amount (if you change the selection to
day/week/month) it will show the annual total in that format. Example, 12 hours per year is
awarded at 1 hour per month. (this shows that display)

· Carryover Date: This is the date at which new time off starts to accrue (start of new work
year)

· Carryover hours: The number of PTO hours that are allowed to carry into the new
year/term

Created with the Personal Edition of HelpNDoc: Experience the Power and Simplicity of HelpNDoc's User
Interface

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Projects
The Projects tab is where an Admin goes to create a new Projects. A project can have multiple
Jobs. One Job can only belong to one project.

To Create a Project:

1. Add Project

If you wish to edit, delete or archive

2. Select the option
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     3. Add Project screen is as the same as the Edit Project screen

Created with the Personal Edition of HelpNDoc: Enhance Your Documentation with HelpNDoc's Advanced
Project Analyzer

Jobs
The Jobs tab is where an Admin goes to create a new Job code. To assign rules to the code they
need to then go to Job Assignment Tab. Time off can be paid, partially paid, of not paid. Jobs off
can be paid, partially paid, of not paid.

To Create a Job Code:

1. Add Job

If you wish to edit, delete or archive

2. Select the option

https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
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3. You can also Assign a Job to user in this page and import a file from excel.

4. Add Job screen is as the same as the Edit Job screen
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Created with the Personal Edition of HelpNDoc: News and information about help authoring tools and
software

Job Assignments
Job Assignment allows the user to be assign a job to: All users, selected users or selected
departments.

1. Filter user assignment
2. Tab to view Job vs Department
3. Create a new Job – Links to: Jobs
4. Assign Job to additional Departments or Users.

Created with the Personal Edition of HelpNDoc: Achieve Professional Documentation Results with a Help

https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
https://www.manula.com/manuals/opentimeclock-com/open-time-clock/1/en/topic/jobs
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Authoring Tool

Shifts

The Shift section is used to create shifts that can be used when scheduling employees or when
an employee clocks in (if they are not pre-scheduled).

The main functions here are to:

1. Add a new Shift
2. Edit an existing shift.

The screens that appear will be the same (as in the other sections).

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Created with the Personal Edition of HelpNDoc: Upgrade Your Documentation Process with a Help
Authoring Tool

How to Add/Assign Shift Schedule

Please follow the steps below on how to CREATE AND ASSIGN SHIFT SCHEDULE

Step 1: Please login to your admin/manager access account.

Step 2: Go to the SETTING>SHIFTS tab (you must first create a SHIFTS).

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Step 3: Go to the SHIFT SCHEDULE tab and click the “Add schedule” button to start adding a
schedule for each employee.
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Created with the Personal Edition of HelpNDoc: Easily convert your WinHelp HLP help files to CHM with
HelpNDoc's step-by-step guide

How to Add/Assign Shifts
This is to prevent employees from selecting incorrect shifts when they clock in/out for work.

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
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Created with the Personal Edition of HelpNDoc: Write eBooks for the Kindle

Clock Points
Clock Points allow the Admins to provide a series of tools to allow users to login. These are:

1. Device, IP, WiFi (Only installed App for Windows PC, iOS and Android can detect WIFI),
and GPS.

2. The Admin can also filter out those tools not required.
3. The Add and Edit functionality are the same screen.

https://www.helpndoc.com/feature-tour/create-ebooks-for-amazon-kindle
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The Add/Edit for each Clock Point type are the same.
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Created with the Personal Edition of HelpNDoc: Streamline Your Documentation Creation with a Help
Authoring Tool

How to Add Clock Points/Permitted Locations

Please follow the steps below on how to SET PERMITTED LOCATIONS.

Step 1: Please login to your admin/manager access account
Step 2: Go to the SETTING tab and find PERMITTED LOCATIONS/CLOCK POINTS tab
Step 3: Click the ADD LOCATION drop-down box to start adding permitted locations for each
users
(note: you will need to copy and paste the IP or GPS address, Device or WiFi ID no shown from
the login page)
or if you will use GPS , you just need to drag the red balloon to show the correct coordinates of
the permitted location before clicking ADD.
Step 4: Click ADD

NOTE: You have to ENABLE clock restrictions to your employees before you can use this
feature. You may turn on that on Company Setting tab.

https://www.helpndoc.com
https://www.helpndoc.com
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Created with the Personal Edition of HelpNDoc: News and information about help authoring tools and
software

Edit Lock
The OpenTimeClock.com system allows Admins to freeze the time period for which entries can
be edited. This period can be “Fixed” or “Dynamic”.

Fixed refers to a set date – Don’t allow any changes before X date on the calendar.
Dynamic refers to a rolling date – Only allow changes within the last X days. This readjusts the
dates each day passes.

To change this setting.

1. Select the type of “Edit Lock” you wish to apply
2. Select the duration of the lock (based on the type of “Edit Lock”

https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
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Created with the Personal Edition of HelpNDoc: Easily create Web Help sites

Notifications
If you want to receive a notification via email/SMS for your employee's actions, you may use this
feature.

First, just enable the notifications feature on company settings and then select how you want to
be notified.

If you select Via SMS, you will be charged $0.01 for every SMS notification sent.

https://www.helpndoc.com/feature-tour


Manual for Opentimeclock

36 / 193

If you want to be notified via email, make sure that you place the email that needs to be notified
on the Notify emails box. (Then go to Email Verification to verify your email and make it possible
to receive the notification)

Created with the Personal Edition of HelpNDoc: Easy EPub and documentation editor

If you want to receive email notifications, password reset code, you need to have your emails
verified.

If you do not have an email attached to your account, you can just click the Add Email button to
have your email added awaiting for verification.

Click the Verify button on the second column and click email to me so that our system would
generate an email to send you the verification code.
After placing the verification code, your email should appear as Completed and will be ready to
receive notifications/codes.

https://www.helpndoc.com
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Created with the Personal Edition of HelpNDoc: Full-featured Kindle eBooks generator

Billings and Payments
This page will redirect you to the Purchase page on our website.

On this page, you can set up your mode of payment or change your mode of payment.

https://www.helpndoc.com/feature-tour/create-ebooks-for-amazon-kindle
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Created with the Personal Edition of HelpNDoc: Create Professional CHM Help Files with HelpNDoc's
Easy-to-Use Tool

Request

The Request Page gives an overview of requests made for “Time Off” and requests to adjust
time for missing entries. Time Off would be for vacations, holiday, or personal time. Missing
Entries are to adjust the time sheet to account for events such as missed clocking in/out or an
employee working in an area without internet (not able to clock in/out).

1. Admins are notified of new requests via a number in red on the navigation bar.

https://www.helpndoc.com/feature-tour/create-chm-help-files/
https://www.helpndoc.com/feature-tour/create-chm-help-files/
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Created with the Personal Edition of HelpNDoc: Effortlessly Create High-Quality Documentation with a
Help Authoring Tool

Pending Requests
Pending Requests are requests for time off/altered that have yet to be approved or denied. The
page allows you to filter by department or user to narrow down the search.

To approve or deny a request from the “Pending Request” tab.

1. Select the item to be approved or denied.
2. Select the action you wish to take.

Once an action is taken the item will move over to the “Historical Requests” section.

Created with the Personal Edition of HelpNDoc: Maximize Your PDF Protection with These Simple Steps

Reverse Approved Request
To reverse a previously approved request.

1. Select “Reverse” for the time period you wish to revoke

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
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Return to the “Pending Requests” tab.

2. Select the time period to reverse
3. Deny the request

Created with the Personal Edition of HelpNDoc: Effortlessly Publish Your Word Document as an eBook

Historical Requests
Historical Requests provide the Admin with the ability to see all requests for time off/clock
adjustment. It provides the full detailed history as well as the ability to reverse a previously
approved request.

Just make sure to select the date range that you want to see for the history request.

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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Created with the Personal Edition of HelpNDoc: Effortlessly Create Professional Documentation with
HelpNDoc's Clean UI

List View

The List View page allows the user to view all users in the system.

Created with the Personal Edition of HelpNDoc: Make Help Documentation a Breeze with a Help
Authoring Tool

How to manually add Vacation or PTO
Please follow the steps below on how to manually add VACATION or PTO absence to your
employee timesheet

STEP 1 : Login to your ADMIN account
STEP 2 : Go to LIST VIEW page
STEP 3 : Click “Add absence” button
STEP 5 : Fill in all the information to complete the plotted absences.

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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STEP 6 : Click the ADD button.
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Created with the Personal Edition of HelpNDoc: Make Documentation a Breeze with HelpNDoc's Clean
and Efficient User Interface

Day View

Day View provides an overview using a daily/weekly view of a users activity.

1. Filters
2. User ID
3. Total time tracked for the dates selected in the filters
4. Day of the week
5. Weekly totals
6. Edit functions

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Produce Kindle eBooks easily

How to Add/Edit Employee’s Time
Please follow the steps below on how to ADD/DELETE/EDIT USER’S OR EMPLOYEE’S TIME

Step 1: Login to your admin access account
Step 2: Go to the DAY VIEW or TIMECARDS tab to edit your employee’s time
Step 3: Choose DATE RANGE
Step 4: Choose employee’s NAME (or your name if you want to edit your time)
Step 5: Click either ADD/EDIT/DELETE button at the right hand column of each date you want to
edit time.

[1) Select the date range and the name of the employee]

[2) Select what action to make, add a new entry,absence, or adjustment, edit an existing record,
or delete an existing record]

https://www.helpndoc.com/feature-tour/create-ebooks-for-amazon-kindle
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Created with the Personal Edition of HelpNDoc: Maximize Your Reach: Convert Your Word Document to
an ePub or Kindle eBook

Where

The Where tab allows the admin to see where each users data for each time they logged in. The
Locations information provides detailed information about the device and GPS location. The
Photo provides a picture of the user who clocked in. The GPS shows their location on a map.

1. Select Location, Photo or GPS
2. Edit Clock Points (allows admin to add clock point data)
3. Filters for finding the specific information needed
4. Detailed information related to a specific clock in event

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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5. Filters for finding the specific information needed
6. User Image

7. Filters for finding the specific information needed
8. Notification for how many locations do not have GPS coordinates
9. Pin Location for Clock In

Created with the Personal Edition of HelpNDoc: Eliminate the Struggles of Documentation with a Help
Authoring Tool

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Who Is In

Who Is In provides the admin with a quick overview of the status of employees to identify who is
currently clocked in and who is not currently working.

Created with the Personal Edition of HelpNDoc: Transform Your Word Document into a Professional
eBook with HelpNDoc

Message

Message allows you to send message to your admins, managers, or co-workers within the system.

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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Created with the Personal Edition of HelpNDoc: Free EPub and documentation generator

Shift Schedule

The Schedule section allows you to view, add, edit and email schedules to individuals or groups.

1. The upper left provides the user with the ability to filter schedules by department,
employee, shift or date (For list View) Also shows Calendar View and Total Hours.

2. The user can edit or delete current schedules.
3. New items can be entered, deleted or schedules emailed to employees and also can

import an Excel file and Switch a Shift.

https://www.helpndoc.com
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Created with the Personal Edition of HelpNDoc: Revolutionize your documentation process with
HelpNDoc's online capabilities

Job Schedule

The Job Schedule section allows you to view, add, edit and email job schedules to individuals or
groups.

1. The upper left provides the user with the ability to filter job codes by department,
employee, jobs or date (For list View)

2. The user can edit or delete current job
3. New items can be entered, deleted or jobs emailed to employees

Created with the Personal Edition of HelpNDoc: Benefits of a Help Authoring Tool

Approve

The Approve section allows the admin to display and approve/change a prior approval for work
absence.

1. Filter for Date and Employee
2. Approve / Reverse Approval Buttons (Unapproved)

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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3. Shifts that are able to be Approved or Altered have a select box on the left column. By
selecting a record you can now approve/change approval for a shift.

4. Information about hours and shifts are totaled at the bottom
5. Information about the last date data was saved
6. To add a schedule to be approved select “Add”. Can also edit or delete.

Created with the Personal Edition of HelpNDoc: Elevate Your Help Documentation with a Help Authoring
Tool

Reports

The reports section allows the user to export data as a report in multiple formats: CSV, PDF,
Excel and Quickbooks iif. If you are looking for additional reports that do not exist yet please click
on “Custom Reports” and let us know what you need.

1. CSV Reports
2. PDF Reports
3. Excel Reports
4. Projects
5. Other
6. Customized
7. Developer API

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Qt Help documentation made easy

CSV Reports
Here are sample for the CSV reports that we have.

Created with the Personal Edition of HelpNDoc: Revolutionize your documentation process with
HelpNDoc's online capabilities

https://www.helpndoc.com/feature-tour/create-help-files-for-the-qt-help-framework
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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ADP Paydata Report

Here is a sample Screenshot of ADP Paydata Report

Select the information you want to see on the report and click OK

Created with the Personal Edition of HelpNDoc: Make Help Documentation a Breeze with a Help
Authoring Tool

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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ADP Payroll Report

Here is a sample of the ADP Payroll Report

Select the information you want to see on the report and click OK

Created with the Personal Edition of HelpNDoc: Make Documentation a Breeze with HelpNDoc's Clean
and Efficient User Interface

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Audit Log Timecards Report

Here is a sample of the Audit logg timecards Report.

It shows you all the intaractions made on your employee timecards.

Select the information you want to see on the report and click OK
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Created with the Personal Edition of HelpNDoc: Make CHM Help File Creation a Breeze with HelpNDoc

Millennium Payroll Report

Here is a sample Screenshot of Millennium Payroll Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/create-chm-help-files/
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Created with the Personal Edition of HelpNDoc: Easily share your documentation with the world through
a beautiful website

Paychex Payroll

Here is a sample Screenshot of Paychex Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Streamline your documentation process with HelpNDoc's
HTML5 template

Paychex Payroll 2019

Here is a sample Screenshot of Paychex Payroll 2019 Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Make Help Documentation a Breeze with a Help
Authoring Tool

Paylocity Payroll

Here is a sample Screenshot of Paylocity Payroll Report

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Effortlessly create a professional-quality documentation
website with HelpNDoc

Salaried Employees

Here is a sample Screenshot of Salaried Employee Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Maximize Your Documentation Capabilities with
HelpNDoc's Project Analyzer

Time cards

Here is a sample Screenshot of Time cards Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/


Manual for Opentimeclock

65 / 193



Manual for Opentimeclock

66 / 193

Created with the Personal Edition of HelpNDoc: Easy CHM and documentation editor

Time Cards (Archived Employees)

Here is a sample Screenshot of Time cards(archived employees) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com


Manual for Opentimeclock

67 / 193

Created with the Personal Edition of HelpNDoc: News and information about help authoring tools and
software

Time Tracking (Quickbooks)

Here is a sample Screenshot of Time Tracking (Quickbooks) Report

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
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Created with the Personal Edition of HelpNDoc: Maximize Your Documentation Capabilities with
HelpNDoc's Project Analyzer

Users

Here is a sample Screenshot of Users Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
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Created with the Personal Edition of HelpNDoc: Upgrade Your Documentation Process with a Help
Authoring Tool

PDF Reports
Here are sample for the PDF reports that we have.

Created with the Personal Edition of HelpNDoc: Experience the power of a responsive website for your
documentation

Absences

Here is a sample Screenshot of Absences Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Free HTML Help documentation generator

Attendance By Employee

Here is a sample Screenshot of Attendance By Employee Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com
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Created with the Personal Edition of HelpNDoc: Maximize Your Reach: Convert Your Word Document to
an ePub or Kindle eBook

Bi-weekly payroll

Here is a sample Screenshot of Bi-weekly payroll Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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Created with the Personal Edition of HelpNDoc: Experience a User-Friendly Interface with HelpNDoc's
Documentation Tool

Departmental Detail

Here is a sample Screenshot of Departmental Detail Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Effortlessly Create High-Quality Documentation with a
Help Authoring Tool

Departmental Summary

Here is a sample Screenshot of Departmental Summary Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Created with the Personal Edition of HelpNDoc: Create HTML Help, DOC, PDF and print manuals from 1
single source

https://www.helpndoc.com/help-authoring-tool
https://www.helpndoc.com/help-authoring-tool
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Job Detail

Here is a sample Screenshot of Job Detail Report

Select the information you want to see on the report and click OK
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Created with the Personal Edition of HelpNDoc: Keep Your Sensitive PDFs Safe with These Easy Security
Measures

Job Summary

Here is a sample Screenshot of Job Summary Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
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Created with the Personal Edition of HelpNDoc: Create iPhone web-based documentation

Late and Leaving Early

Here is a sample Screenshot of Late and Leaving early Report

https://www.helpndoc.com/feature-tour/iphone-website-generation
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Select the information you want to see on the report and click OK
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Created with the Personal Edition of HelpNDoc: 5 Reasons Why a Help Authoring Tool is Better than
Microsoft Word for Documentation

Payroll Summary

Here is a sample Screenshot of Payroll Summary Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Created with the Personal Edition of HelpNDoc: Simplify Your Help Documentation Process with a Help
Authoring Tool

Print QR Code

Here is a sample Screenshot of Print QR Code

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Make Documentation a Breeze with a Help Authoring
Tool

PTO Accruals

Here is a sample Screenshot of PTO Accruals Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Created with the Personal Edition of HelpNDoc: Effortlessly Create Professional Documentation with
HelpNDoc's Clean UI

Requests

Here is a sample Screenshot of Request Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Transform Your Documentation Workflow with
HelpNDoc's Intuitive UI

Schedule

Here is a sample Screenshot of Schedule Report

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/


Manual for Opentimeclock

94 / 193

Select the information you want to see on the report and click OK
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Created with the Personal Edition of HelpNDoc: Effortlessly create a professional-quality documentation
website with HelpNDoc

Simple Payroll

Here is a sample Screenshot of Simple Payroll Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Easy to use tool to create HTML Help files and Help web
sites

Who has no Entry

Here is a sample Screenshot of Who has no Entry Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/help-authoring-tool
https://www.helpndoc.com/help-authoring-tool
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Created with the Personal Edition of HelpNDoc: Effortlessly optimize your documentation website for
search engines

Excel Reports
Here are sample for the Excel reports that we have.

Created with the Personal Edition of HelpNDoc: Experience the Power and Simplicity of HelpNDoc's User
Interface

Absences

Here is a sample Screenshot of Absences Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Make Documentation Review a Breeze with HelpNDoc's
Advanced Project Analyzer

Bi-weekly Employee Time Sheet

Here is a sample Screenshot of Bi-weekly Employee Time Sheet Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
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Created with the Personal Edition of HelpNDoc: Free PDF documentation generator

Department Payroll

Here is a sample Screenshot of Depatrment Payroll Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com


Manual for Opentimeclock

105 / 193



Manual for Opentimeclock

106 / 193

Created with the Personal Edition of HelpNDoc: Keep Your Sensitive PDFs Safe with These Easy Security
Measures

Departmental Summary Excel

Here is a sample Screenshot of Departmental Summary Excel Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
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Created with the Personal Edition of HelpNDoc: Import and export Markdown documents

Employee Week Summary

Here is a sample Screenshot of Employee Week Summary Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/markdown-import-export-using-helpndoc-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Simplify Your Help Documentation Process with a Help
Authoring Tool

Incompleted Schedule

Here is a sample Screenshot of Incompleted Schedule Report

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Simplify Your Help Documentation Process with a Help
Authoring Tool

Job By Employee

Here is a sample Screenshot of Job By Employee Report

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Maximize Your Productivity with a Help Authoring Tool

Job Cost

Here is a sample Screenshot of Job Cost Report

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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Created with the Personal Edition of HelpNDoc: Free Web Help generator

Job Summary 2

Here is a sample Screenshot of Job Summary 2 Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com
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Created with the Personal Edition of HelpNDoc: Effortlessly bring your documentation online with
HelpNDoc

Late and Early

Here is a sample Screenshot of Late and Early Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: How to Protect Your PDFs with Encryption and
Passwords

Locations

Here is a sample Screenshot of Locations Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
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Created with the Personal Edition of HelpNDoc: Write EPub books for the iPad

Month Cards

Here is a sample Screenshot of Month Cards Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/create-epub-ebooks
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Created with the Personal Edition of HelpNDoc: Easily create HTML Help documents

MSL Payroll

Here is a sample Screenshot of MSL Payroll Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour
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Created with the Personal Edition of HelpNDoc: Free help authoring tool

Payroll Excel

Here is a sample Screenshot of Payroll Excell Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/help-authoring-tool
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Created with the Personal Edition of HelpNDoc: How to Protect Your PDFs with Encryption and
Passwords

Payroll Summary One

Here is a sample Screenshot of Payroll Summary One Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/


Manual for Opentimeclock

128 / 193



Manual for Opentimeclock

129 / 193

Created with the Personal Edition of HelpNDoc: Streamline Your CHM Help File Creation with HelpNDoc

Payroll Summary Two

Here is a sample Screenshot of Payroll Summary Two Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/create-chm-help-files/
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Created with the Personal Edition of HelpNDoc: Maximize Your Documentation Capabilities with
HelpNDoc's User-Friendly UI

PTO Accurals Excel

Here is a sample Screenshot of PTO Accruals Excel Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Generate Kindle eBooks with ease

Requests

Here is a sample Screenshot of Requests.xlsx Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/create-ebooks-for-amazon-kindle


Manual for Opentimeclock

134 / 193



Manual for Opentimeclock

135 / 193

Created with the Personal Edition of HelpNDoc: Maximize Your Productivity with HelpNDoc's Efficient
User Interface

Simple Payroll (Overtime)

Here is a sample Screenshot of Simple Payroll (Overtime) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Effortlessly bring your documentation online with
HelpNDoc

Simple Payroll (Summary)

Here is a sample Screenshot of Simple Payroll (Summary) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Upgrade Your Documentation Process with a Help
Authoring Tool

Simple Payroll (no Overtime)

Here is a sample Screenshot of Simple Payroll (no Overtime) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Created with the Personal Edition of HelpNDoc: Leave the tedious WinHelp HLP to CHM conversion
process behind with HelpNDoc

Sum Jobs Employees

Here is a sample Screenshot of Sum Jobs Employees Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
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Created with the Personal Edition of HelpNDoc: Revolutionize Your Documentation Output with a Help
Authoring Tool

Time card by Job

Here is a sample Screenshot of Time card by Job Report

Select the information you want to see on the report and click OK

https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
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Created with the Personal Edition of HelpNDoc: Free PDF documentation generator

Time Duration

Here is a sample Screenshot of Time Duration Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com
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Created with the Personal Edition of HelpNDoc: Streamline your documentation process with HelpNDoc's
HTML5 template

Total Hours by Date

Here is a sample Screenshot of Total Hours by Date Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Create HTML Help, DOC, PDF and print manuals from 1
single source

Who Is In

Here is a sample Screenshot of Who Is In Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/help-authoring-tool
https://www.helpndoc.com/help-authoring-tool
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Created with the Personal Edition of HelpNDoc: Make Documentation Review a Breeze with HelpNDoc's
Advanced Project Analyzer

Other Reports
Here are sample for Other reports that we have.

Created with the Personal Edition of HelpNDoc: Effortlessly Create Professional Documentation with
HelpNDoc's Clean UI

QuickBooks Payroll.iif

Here is a sample Screenshot of QuickBooks Payroll.iif Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Effortlessly Support Your Windows Applications with
HelpNDoc's CHM Generation

Customized
Here are sample for Customized reports that we have.

Created with the Personal Edition of HelpNDoc: Revolutionize your documentation process with
HelpNDoc's online capabilities

Bi-Weekly Payroll (Excel)

Here is a sample Screenshot of Bi-Weekly Payroll (Excel) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/create-chm-help-files/
https://www.helpndoc.com/feature-tour/create-chm-help-files/
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Don't be left in the past: convert your WinHelp HLP help
files to CHM with HelpNDoc

Daily Attendance Report

Here is a sample Screenshot of Daily Attendance Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
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Created with the Personal Edition of HelpNDoc: Effortlessly Create High-Quality Documentation with a
Help Authoring Tool

Employee Jobs (excel)

Here is a sample Screenshot of Employee Jobs (excel) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
https://www.helpndoc.com/news-and-articles/2022-09-27-why-use-a-help-authoring-tool-instead-of-microsoft-word-to-produce-high-quality-documentation/
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Created with the Personal Edition of HelpNDoc: Experience a User-Friendly Interface with HelpNDoc's
Documentation Tool

Island Payroll

Here is a sample Screenshot of Island Payroll Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Leave the tedious WinHelp HLP to CHM conversion
process behind with HelpNDoc

Job Hours

Here is a sample Screenshot of Job Hours Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/


Manual for Opentimeclock

162 / 193



Manual for Opentimeclock

163 / 193

Created with the Personal Edition of HelpNDoc: Create help files for the Qt Help Framework

Time Cards Rounded (.xslx)

Here is a sample Screenshot of Time Cards Rounded (.xslx) Report

Select the information you want to see on the report and click OK

https://www.helpndoc.com/feature-tour/create-help-files-for-the-qt-help-framework
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Created with the Personal Edition of HelpNDoc: Don't Let Unauthorized Users View Your PDFs: Learn
How to Set Passwords

Developer API
Here are sample for Developer API files that we have.

Created with the Personal Edition of HelpNDoc: What is a Help Authoring tool?

API Document

Here is a sample Screenshot of API Document

After clicking on the file, it should redirect you to a PDF file view.

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpauthoringsoftware.com
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Created with the Personal Edition of HelpNDoc: Effortlessly Create Professional Documentation with
HelpNDoc's Clean UI

Developer Token

Here is a sample Screenshot of Developer Token

After clicking on the file, enter your admin username and password to get a developer toekn generated
for you.

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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Created with the Personal Edition of HelpNDoc: Streamline your documentation process with HelpNDoc's
WinHelp HLP to CHM conversion feature

API for Product 2004

API Document, for product 2004

https://www.opentimeclock.com/manual/APIforProduc
t2004.html

For any question, please contact us:
support@opentimeclock.com

https://www.opentimeclock.com

1. Query Time Cards data:

Sample Code in passing parameters in URL�

Sample Code in javascript with jQuery POST�

Sample Code in PHP�

Sample returned data in JSON�

Where to find Developer Token�

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.opentimeclock.com/manual/APIforProduct2004.html
https://www.opentimeclock.com/manual/APIforProduct2004.html
https://www.opentimeclock.com
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Created with the Personal Edition of HelpNDoc: Transform Your Documentation Workflow with
HelpNDoc's Intuitive UI

API for Product 2008

API Document, for product 2008

https://www.opentimeclock.com/manual/APIforProduc
t2008.html

For any question, please contact us:
support@opentimeclock.com

https://www.opentimeclock.com

1. Query Time Cards data:

Sample Code in passing parameters in URL�

Sample Code in javascript with jQuery POST�

Sample Code in PHP�

Sample returned data in JSON�

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.opentimeclock.com/manual/APIforProduct2008.html
https://www.opentimeclock.com/manual/APIforProduct2008.html
https://www.opentimeclock.com
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Where to find Developer Token�
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Created with the Personal Edition of HelpNDoc: Qt Help documentation made easy

API for Product T1

API Document, for product T1

https://www.opentimeclock.com/manual/APIforProduc
tT1.html

For any question, please contact us:
support@opentimeclock.com

https://www.opentimeclock.com

1. Query Time Cards data:

Sample Code to query time cards data in passing parameters in URL�

https://www.helpndoc.com/feature-tour/create-help-files-for-the-qt-help-framework
https://www.opentimeclock.com/manual/APIforProductT1.html
https://www.opentimeclock.com/manual/APIforProductT1.html
https://www.opentimeclock.com
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Sample Code to query time cards data in javascript with jQuery POST�

Sample Code to query time cards data in PHP�

Sample returned data in JSON to query time cards data�

2. Query Users  data:

Sample Code to query users data in passing parameters in URL�

Sample Code to query users data in javascript with jQuery POST�

Sample Code to query users data in PHP�

Sample returned data in JSON to query users data�

Where to find Developer Token�
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Created with the Personal Edition of HelpNDoc: Elevate your documentation to new heights with
HelpNDoc's built-in SEO

API for Product Q2

API Document, for product Q2

https://www.opentimeclock.com/manual/APIforProduc
tQ2.html

For any question, please contact us:
support@opentimeclock.com

https://www.opentimeclock.com

1. Query Time Cards data:

Sample Code to query time cards data in passing parameters in URL�

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.opentimeclock.com/manual/APIforProductQ2.html
https://www.opentimeclock.com/manual/APIforProductQ2.html
https://www.opentimeclock.com
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Sample Code to query time cards data in javascript with jQuery POST�

Sample Code to query time cards data in PHP�

Sample returned data in JSON to query time cards data�

2. Query Users  data:

Sample Code to query users data in passing parameters in URL�

Sample Code to query users data in javascript with jQuery POST�

Sample Code to query users data in PHP�

Sample returned data in JSON to query users data�

Where to find Developer Token�
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Created with the Personal Edition of HelpNDoc: Save time and frustration with HelpNDoc's WinHelp HLP
to CHM conversion feature

My Hours

My Hours Allows the user to track their work hours.

Data Fields:

1. Date Range (range to display and calculate hours)
2. Filters for Jobs, Absences and Shifts
3. Date Assigned
4. Clock In Time
5. Clock Out Time
6. Hours Worked
7. Filter for Job/Absence Reason
8. Shift Assignment
9. Notes
10. Total Hours Worked Between Date Range (Item 1)
11. Add Absence or Add Entry

https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-hlp-winhelp-help-file-to-a-chm-html-help-help-file/
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Created with the Personal Edition of HelpNDoc: Simplify Your Help Documentation Process with a Help
Authoring Tool

Request Page
Request page allows you to make a Request for Absences, and Missed Clock ins/outs.

https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
https://www.helpauthoringsoftware.com/articles/what-is-a-help-authoring-tool/
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History Request lets you see all previous requests you have made.

Created with the Personal Edition of HelpNDoc: Transform your help documentation into a stunning
website

List View and Day View
List View and Day View page is the Timecard.
Lets you see your worked hours.

List View

NOTE* Make sure to use the calendar Icon to select the date range to see the dates you want to see
your worked hours.

The Picture above illustrates the Admin/Manager POV.
The ones below is for employees.

https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/


Manual for Opentimeclock

183 / 193

There is also an option to filter your timecard per Job/Absence, or even Shift.
Make sure to utilize these buttons for efficiency.

Day View

It has the same function as the List View page.
NOTE* Make sure to use the calendar Icon to select the date range to see the dates you want to see
your worked hours.

The Picture above illustrates the Admin/Manager POV.
The ones below is for employees.
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Created with the Personal Edition of HelpNDoc: Maximize Your CHM Help File Capabilities with HelpNDoc

Where
Where page lets you see the IP Address, GPS Address, Photo, Device ID, and Device
type previously used when clocking in/out.
NOTE* Make sure to use the calendar Icon to select the date range to see the dates you only want to
see.

https://www.helpndoc.com/feature-tour/create-chm-help-files/
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Created with the Personal Edition of HelpNDoc: Protect Your Confidential PDFs with These Simple
Security Measures

Who is In
Who is in page lets you see who is currently clocked in/out.
It can either be within your department or other departments as well, depending on the
permission your admin has provided your account

Created with the Personal Edition of HelpNDoc: Transform your help documentation into a stunning
website

Message
Message page lets you send a message within OTC system to your admins, managers,
or even co-workers.

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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Created with the Personal Edition of HelpNDoc: Add an Extra Layer of Security to Your PDFs with
Encryption

Schedule
The Schedule page lets you see the scheduled shift/Job for you for the month/week.
NOTE* This only applies if your admins/manager have assigned you Shift/Job
Schedules. If there's none, only a blank calendar would show up.

https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
https://www.helpndoc.com/step-by-step-guides/how-to-generate-an-encrypted-password-protected-pdf-document/
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NOTE* Make sure to use the calendar Icon to select the date range to see the dates you
only want to see.

Created with the Personal Edition of HelpNDoc: Elevate Your Documentation Process with HelpNDoc's
Advanced Features

PTO Accruals
PTO Accruals page lets you see all your remaining PTOs.
Its balances and how much you ahve accrued with your worked hours.

NOTE* Make sure to use the End Date to set up until which date your PTO Balance
should be calculated.

Created with the Personal Edition of HelpNDoc: Quickly and Easily Convert Your Word Document to an
ePub or Kindle eBook

Approve
The Approve Page lets you see your time card Like Day View page and allows you to
select which dates you approved of the time record.

NOTE* Make sure to use the calendar Icon to select the date range to see the dates you
want to see your worked hours you want to approve.
After approval, the indicator should turn YES and in Green Text to let you know that you
have successfully approved a time record.

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
https://www.helpndoc.com/step-by-step-guides/how-to-convert-a-word-docx-file-to-an-epub-or-kindle-ebook/
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Created with the Personal Edition of HelpNDoc: Transform Your Documentation Process with HelpNDoc's
Project Analyzer

Notifications
The Notifications page lets you set up if you want to get notified via email whenever you
clock in/out.
It can serve as a proof that you ahve clocked in/out for the day, just in case something
went wrong and your time entry does not reflect.

NOTE* Make sure to let your manager verify your email for you to receive the
notifications from our system.

Created with the Personal Edition of HelpNDoc: Easily create Qt Help files

My Setting
The My Setting page allows you to edit your won profile.
From your username, up unto changing passwords, photo (for face clock).

https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour/advanced-project-analyzer/
https://www.helpndoc.com/feature-tour
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Created with the Personal Edition of HelpNDoc: Maximize Your Documentation Capabilities with
HelpNDoc's User-Friendly UI

FAQs

Open Time Clock FAQs
The major points of our Open Time Clock are answered in one page. See what makes
Open Time Clock the industry leader.

Data Storage Privacy and Security

Q. Where/how is my data stored?

All of your data is stored on secure cloud servers and backed up daily.

Q.  What do you do with my data?

We do not sell or distribute your personal data (be it contact information
(email), time clock data without your permission. We do however look at the
account plan info in our system at an aggregate level so that we can better
serve our customers with applications for specific requirements.

Product Support

Q. How can I upgrade my Open Time Clock plan?

https://www.helpndoc.com/feature-tour/stunning-user-interface/
https://www.helpndoc.com/feature-tour/stunning-user-interface/
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To upgrade your Open Time Clock plan you need to visit
the PURCHASE page to submit a one time or auto-billing subscription
payment. We will manually upgrade your account within 24 hours. You can
also contact us right after you processed the payment. Our support team is
available 16 hours through toll-free phone calls, website live chat, email, and
our ticket system.

Q. What happens to my data when my subscription expires?

When your subscription expires your account will be downgraded to free
plan. You will lose access to the functionality of the paid plan. You do NOT
lose your data, just access to the plan features. Once you subscribe again
you get access back.

Q. How often are new features added?

We are constantly adding features to Open Time Clock. Look at our blog to
find out the latest upgrades and new features. You can track these updates
from our release notes.

Q. Can I contact you with ideas to improve the service?

You, the manager of small or big size business provide real-world experience
to help us improve the time clock functionality and workflow so we always
welcome your feedback. Click the Contact Us page to send us a note.

Q. What systems do you support?

We have native apps for Android, iOS phones, and tablets. We also have
native apps for Windows desktop computers and Mac OS desktop
computers. You can also access our service through modern web browsers
like Google Chrome, Apple Safari, Firefox, and many more in Linux, Mac OS,
Windows, Android, and iOS.

Q.What are the hardware requirements?

You and your employees simply need a computer, tablet, or smart phone
connects to the Internet. Web camera, barcode and QR Code handheld

https://www.opentimeclock.com/purchase.html
https://www.opentimeclock.com/contact-us.html
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device is not required for clock in but also supported.

Though it is not required, but our software does support external web
camera, barcode / QR Code scanner, RFID / NFC reader. For barcode / QR
code scanner and RFID / NFC reader, you may need to ask the seller if it can
emulate keyboard so that it works as keyboard input device in our software.
For those devices only have USB port designed for computer, you can buy
OTG cable so that they can work in Android and iOS (iPhone / iPad) too.

Q. Where can my employees or I use the system?

You can use the system from anywhere in the world. Open Time Clock is
Internet-based. Employees can be locked down to one or multiple
computers, tablets, and smartphones as well as to certain networks or
certain GPS zones if you want.

Q. My employees have little or no computer experience.

Open Time Clock was designed with the concept of "no instructions
required". It is very intuitive and simple to use.

Q. Do you offer support for free?

YES, we offer FREE email support and upgrades for as long as you use the
service. Free technical support is available to all users.

Q. We don't have budget, do you offer free using?

If you don't need the advanced features, you will never need to pay anything.
FREE PLAN is available to all size businesses, unlimited managers, unlimited
employees, unlimited devices, unlimited jobs, and unlimited shifts.

Q. If this is a web based free service, why is there a download
available?

You can use web browsers to access full the features of the system. But
native apps in Windows, Mac OS, iOS and Android will give you a better
experience.
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Q. Do I have to have a web camera at the beginning?

You don't have to have a web camera to use our service. You can enable or
disable web camera any time you want. Beside face recognition, you can
also choose to enter a username/password or scan QR code to clock in and
out.

Q. Every time I do clocking I got a different Device ID. How do I avoid
my Device ID keeps changing?

We use 'cookie' in the web browser to store the Device ID. We recommend
you to check if your web browser enables cookie. Or, you can just install our
native apps for Windows, Mac OS, iOS, and Android. Here is
the download page.

Q. How to convert MS Excel file to Adobe PDF file?

You can open the Excel file with Microsoft Excel and then click the menu item
"save as ..." to save to a PDF file.

Q. Can I use Open Time Clock data to print employee ID cards with QR
codes?

Our app doesn't have a direct business card printing function. However, the
QR code is generated from the employee profile's "Digit ID" field value. If you
contact a local third-party business card maker, they should be able to help
you create it. If you prefer to print it yourself, you can search Google for "QR
code generator" or "business card maker." Alternatively, you can use a
graphic design tool such as Canva.com. Here are three websites that may
help you:
https://www.canva.com/create/business-cards/
https://www.qr-code-generator.com/
https://www.the-qrcode-generator.com/

Created with the Personal Edition of HelpNDoc: News and information about help authoring tools and
software

Questions and Answers

Created with the Personal Edition of HelpNDoc: Easy EBook and documentation generator

https://www.opentimeclock.com/download.html
https://www.canva.com/create/business-cards/
https://www.canva.com/create/business-cards/
https://www.canva.com/create/business-cards/
https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
https://www.helpndoc.com
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How to clear cache of Google Chrome browser

You may visit this link to see how to clear the cache using
Google Chrome.
 https://youtu.be/bPJ5BbjPRjg

Created with the Personal Edition of HelpNDoc: Easy CHM and documentation editor

How to clear cache of Microsoft Edge browser

You may visit this link to see how to clear the cache using
Google Chrome.
 https://www.youtube.com/watch?v=uF5dmF0jLbY

Created with the Personal Edition of HelpNDoc: News and information about help authoring tools and
software

Others

Created with the Personal Edition of HelpNDoc: Elevate your documentation to new heights with
HelpNDoc's built-in SEO

https://youtu.be/bPJ5BbjPRjg
https://www.helpndoc.com
https://www.youtube.com/watch?v=uF5dmF0jLbY
https://www.helpauthoringsoftware.com
https://www.helpauthoringsoftware.com
https://www.helpndoc.com/feature-tour/produce-html-websites/
https://www.helpndoc.com/feature-tour/produce-html-websites/
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