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My Web Clock On-Site Manager Guide 

I.  Start My Web Clock - Admin Application 

Double click on the MyWebClock – 
Admin Launcher short cut on your 
desktop. 

 

 
 

Enter your User Name and Password as 
provided by your district administrative 
office. 

 

 
 

After the application launches 
administrative menu options will be 
displayed on the right side of the screen. 
A Team Member list with basic 
information will be displayed to the right 
of the administrative menu options. 
 
Menu Options: 
 
Team Members 
Displays screen as presented here . 
 

Search  
Allows users to search team members by 
name and number. 

 
Coverage 
Displays team member names and times 
assigned to work. 

 

 
 

 

  

Team Member List  

Displays In/Out Status 

plus other basic 

information 

 

Administrative Menu Options 

Click on the menu option to use the 

function. 
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II. Time Maintenance - Admin Application 

Click Manage Time. 
 

.  

 
This screen will be displayed: 

 

Time management is only 
required when team 
member login/logout punch 
times are incorrect or not 
completed.  Notifying team 
members of errors will help 
in reducing any corrections 
needed.    
 
Other Punch Events 
If the team member left for 
any reason like a doctor 
appointment and returned 
then this area displays and 
allows managers to edit the 
extra time in and out 
 

 
  

Select the team member by clicking the down 

arrow on the Team Member drop box 

Click in the date cell of the calendar to select 

the adjustment date.  Move to previous months 

by clicking the month name. 

 

Click the Next button. 

Select the correct time from the Time In/Time 

Out drop down box.  Times are presented at 15 

minutes intervals. 

 Use the Notes text box to explain the edit. 

Notice the distinct Am, PM and Other Punch 

Event areas.  Make sure any corrections are made to 

the appropriate punch event area.  

Click Save when finished with editing.  
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III.  Login Time Override - Admin Application 

  

 

 

 

  

Enter an override key.  The override key should be changed 

daily or weekly to prevent misuse of this function 

Click Save when done. 

Team members may log in early only upon 

administrative approval and district office policy.  

Click the Override Key on the primary Web Clock 

administrative screen. 

Important:  When team members login through the MyWebClock Pin Pad application, managers must key the override 

key for the team member or team members must be told the override key by the manager to enter it themselves.  

Managers should not reuse the override key if team members are allowed to enter the key themselves. 
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IV.  End of Day Procedures 

Click the End of Day menu option on the 
primary Web Clock administrative 
screen. 

 
 

 

 

  

Review the displayed current 

activity.  Select any IN activity 

to remedy team members 

forgetting to log out. 

Click the Modify button on 

each team member line to 

change time in/time out 

activity as needed. 

The Modify link displays the 

Time Management screen. 

(See Time Management 

directions.) 

A link appears if team members are assigned 

to another campus but have activity for your 

campus.  Click this link ONLY if the team 

member will be permanently assigned to 

your site. 
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V.  End of Week Procedures 

Click the End of Week menu 
option on the primary Web 
Clock administrative screen  
 

 
 

 

  

Approve These Hours   

Approve the time to be paid by clicking the link 

at the top of the report. 

 

 Review the weekly activity displayed.  Make 

note of any time adjustments necessary and 

perform Time Maintenance as needed.  When 

all adjustments have been made return to the 

End of Week Procedures to approve time all 

hours.  
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VI.  Navigating Reports 

 

 

Parameter Values The report will not be displayed until the user 
provides values to these type of fields.  They 
are usually dates with calendars or drop boxes 
containing values.  Some drop boxes will allow 
users to select multiple values. 

 

View Report button Click the button to view the report.  This 
button will only display if parameter values are 
required. 

 

Page Controls Arrows with lines advance to the first or last 
page of the report.  Simple arrows advance 
one page forward or backward. 

 
Stop Rendering Report While the report is generating users may click 

this button to stop it from proceeding in 
action. 

 
Go back to parent report Returns to the parent report when a secondary 

report is created from another report. 

 
Refresh the report Updates the data presented in the report. 

 
Prints the report Prints the report to the printer or other 

options available on your computer. 

 
Page Layout options Page layouts are dependent upon the users 

available printers.  Click this button to see 
available options. 

 
Print Options Print options are dependent upon the users 

available printers.  Click this button to see 
available options. 

 
Zoom feature Allows users to increase or decrease the size to 

the report display. 

 
Find text feature Allows user to enter text to find in the report.  

Clicking the Find button moves the cursor to 
the text in the report if found.  Click the Next 
button to move to the next text matching the 
criteria. 
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VII.  Additional Reports 

These additional reports are available from the Team Member Edit screen. 

The Team Member Clock Events Report is an interactive screen that shows clock punches or manager edits/adds. In addition, if a correction to an event needs to be made, 

clicking the Edit link for a record will bring up the Time Event Editing screen. Columns may be sorted by clicking on the column headers. 

 

The Team Member Timecard Report works just like the previous report but in a summarized format. Both reports may be printed my using the print button at the bottom left of 

the report. 
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