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User Profiles Essentials

User Profiles is where you will add and edit user access and rights. It is also where you will assign job
codes and employees to your users.
On the left side of the screen, you will see a list where the first 100 users will appear. Specific users can
be displayed using the Filter button. Users can also be filtered by typing in a name or number into the
Search bar. Clicking the X button to the right of the search bar will revert the list to the previous
settings.

Adding a User
1.
2.
3.
4.

Click the Add button in the upper-right hand corner
Enter the desired User ID for the new user. This is how the user will log into Manager
Enter in the user's First and Last Name.
If you would like to base this user's rights on that of an existing user, select them in the
Template drop-down. (I can see people getting lost when looking for a template drop down.
Technically it says copy settings from)
5. Once you have entered in the basic user information, click Add to enter in the user.
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General Tab
The General tab is where you will manage the basic information about the user, such as name, e-mail,
and network ID. You can also change where the user will start within TimeClock Manager, and how
their configurations are saved.
Personal
The Personal section is where you will edit personal information on the user, such as their name.
Options
The Options section is where you will edit a number of features for that user, such as where they start
and if they share configurations on reports with other users.

Employee Access Tab
The Employee Access tab is where you will determine which employees a user will have access to.
Please note that this does not determine what the user can do with these employees; to set up those
rights, please read the section about the Permissions tab.
By default, the user will have the User has access to all employees option selected, which gives the
user access to every employee in the company. To only give the user access to specific employees,
follow the instructions below.

Assigning Specific Employees to a User
1. Click on User has access to only specific employees. You will see the employee list and assign
buttons below become active.
2. Click on Assign to view the Assign Employee window.
3. On the Assign Employee window, click on an employee to add them to the list of employees
that user has access to. You can sort the employees by the different columns by clicking on the
column headers. If you are searching for a specific employee, type the appropriate name or ID
into the Search box to filter the list. Once you have one or more employees selected via
checkboxes, click Assign to add them to the employee list.
4. You will now see a list of employees this user has access to beneath the Assign button. To
remove an employee from the list, click on the red Delete icon on the left-most column of the
user list.
5. Once you have the employees selected for this user, click Save to confirm the changes, or click
Cancel to revert the changes.
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Job Code Access
The Job Code Access tab is where you will determine which job codes a user has access to. Please note
that this does not determine what the user can do with these job codes; to set up those rights, see the
article on the Permissions tab.
By default, the user will have the User can manipulate hours for all job codes option selected, which
will give them access to every job code in the company. To only give the user access to specific job
codes, follow the instructions below.

Assigning Specific Job Codes to a User
1. Click on User can manipulate hours for only specific job codes. You will see the Job Code List
and Assign buttons below become active.
2. Click on Assign to view the Job Code Access window.
3. On the Job Code Access window, click on a job code to add it to the list of job codes that user
has access to. You can sort the job codes by the different columns by clicking on the column
head. If you are searching for a specific job code, type the appropriate description or ID into the
Search box to filter the list. Once you have one or more job codes selected, click Select to add
them to the job code list.
4. You will now see a list of job codes this user has access to beneath the Assign button. To
remove a job code from the list, click on the red Delete icon on the left-most column of the list.
5. Once you have the appropriate job codes selected for this user, click Save to confirm the
changes, or click Cancel to revert the changes.

Permissions Tab
By default, any new users will not have any permissions assigned. These permissions are assigned in the
Permissions tab. Simply choose which permissions you would like to assign to the user, or expand out
the tree views to assign sub-permissions as needed.

Password Tab
The Password tab is where you can change the passwords a supervisor uses to log into TimeClock
Manager, override WebClock restrictions, and authorize restricted actions on a remote data terminal.
Please select the password you'd like to change for more details.

System Access
The System Access password is what the user will need to log into TimeClock Manager and TimeClock
Scheduler. It is recommended that this password be unique for each user.
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On-Screen TimeClock Override
The On-Screen TimeClock Override password is what the user will need to override restrictions on OnScreen TimeClock. The user will also require override permissions.

RDT Override
The RDT Override password is what the user will need to override restrictions on a terminal. The user
will also require override permissions. This password must be numeric unless the terminal has a badge
reader, in which case the password should be what the override badge reads.

RDT Edit Hours
The RDT Edit Hours password is what the user will need to edit hours on a terminal. The user will also
require the necessary permissions to edit hours.

Changing a User ID
To change a user's ID, simply type a new value into the ID field in the Personal section on the user’s
General tab. Enter in the new User ID and click Save.

Deleting a User
To delete a user, select the user on the user list, and click Delete. This will bring up a prompt asking if
you are sure you want to delete this user. If you are, click Ok to permanently delete the user.

For assistance please call Customer Support at: (325) 223-9300
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M-F, 9AM to 5PM CST, Excluding Holidays
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