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Assigning Employees to Time & 
Attendance 

1. To assign an employee to Time & Attendance, you will want to first go to 
Attendance > Time and Attendance > Employee Assignment. 

2. Once there, you will select the respective attendance option for this employee. For 
this guide, we will go over assigning to both a Timesheet and a Time Clock. 
 

Timesheet Employees 

1. Select either In/Out Timesheet or Total Hours Timesheet, depending on the 
timesheet your employees use. The functionality is the same for either type of 
timesheet. Click on the orange pencil to the left of the correct option. 
 

 
 

2. From here, select the empty box next to the employee you would like to assign. 
After they are checked off, hit ‘Save’. 
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3. To verify that the employee has been assigned correctly, you can view them in the 
Approval area. Select Approval > Timesheet Adm Approval. 
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Time Clock Employees 

1. Select the orange pencil next to the Time Clock option. 
 

 

 

2. From here, select the empty box next to the employee you would like to assign. 
After they are checked off, hit ‘Save’. 
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3. After assigning the employee in the above area, they will also need to be assigned 
under Time Clock > Employee Assignment. This step is always second. Once you 
check off the box next to their name, hit Save. 
 

 
 
 

4. To verify that the employee has been assigned correctly, you can view them in the 
Approval area. Select Approval > TimeClock Adm Approval. 
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Time Clock IDs (for physical clocks) 

• If you are using a physical clock, you will need to assign the Time Clock ID to the 
employee as well. To do so, go to HR Admin > Manage Employees > Employee 
Center. Select the employee by selecting the orange pencil next to the employee’s 
name. 
 

 
 

• The first page you will be brought to is the Demographics page. On here, enter in 
the Time Clock ID number in the respective box. 

o For a physical time card, the ID will be the first string of numbers after the 
leading 0’s on the card. 

o For a biometric clock, the ID is often the last 4 of the EE’s social – unless set 
up differently initially. 
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Assigning Employees to Their Managers 
1. After assigning your employee to Attendance, it is imperative to assign them to 

their manager to ensure they can approve their time for payroll. 
2. Navigate to HR Admin > Security Control Center > User Assignment. 
3. Select the manager you need to assign the employee to in the top dropdown menu. 
4. There is a list of employees below the manager’s name. Check off the employee you 

would like to assign (you can assign multiple at once) and hit Save once you have 
finished. 
 

 

 

5. One employee can be assigned to multiple managers. This assignment step does not 
need to occur for admins as all employees are automatically assigned to admins. 

 


