Linq Timekeeper Employee Portal |

timekeeper.asheville.k12.nc.us

In LINQ V6, employees will access the TimeKeeper employee portal website to clock in and
clock out as required for their jobs.
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Employees will also be able to obtain information and submit changes to information from the
TimeKeeper employee portal. They will be able to:

Clock in/out, if job requires

View and print their time sheets and request changes

View their leave balances, earnings, and year to date deduction totals

View and Print their check history and employee reimbursement check history
View their W2



When you log into Timekeeper for the first time you will be required to change your PIN
number. The PIN number must be a 4-digit number that is not the same as your
Employee number, and it cannot start with a zero (must be greater than 1000).
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For the first log in, enter your Employee Number as both the Employee Number and the
Employee PIN. You will be prompted to change the PIN as above, This is a one-time
change all employee must make the first time they enter the system.

Once you have logged in, if your job requires you to clock in, you will see the clock-in
screen for you employee jobs. To clock in, click on “clock in” for the job you are
performing and the site where you are currently working. TimeKeeper will show the
dates and times you last clocked in for each job.



To clock out of TimeKeeper, choose “Clock In/Out” under the Inquiries menu on the left
side of the screen. The clock out screen will again show the job site, and the clock-in
time. Click on “Clock Out.”
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Click on Clock Out

Click on menu items on the left to use other features of the TimeKeeper Employee
Portal.

Logrns

- o e ek d s % 3 - = e
ek CERIE: B i Vo G e = R R mieR s ¢

RTIFIED 10 MO TEACHER 304 ° Smith Croek Emmertary Schoct | Cloek Out | av7/203e 1030 Am




Click on Personal Information to see Employee Demographic Information, Dates of
Service and Direct Deposit Information:
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Tax Information | Social Security #:  ***-**.5303
<t Address: 1558 Crabtree Dr
-=~c City/State/Zip: Raleigh NC 27604
Gndisians Email: susan@k1 2financials.com
S ———— Home Phone #: (910) 799-0121
Chnpe i Mobile Phone #: (910) 409-5552
— Emergency Contact: Sammy Benton  Phone: 9101114444
Time Sheet , Date of Birth: 3/26/1958
Leave Balance | Primary Site: 304
farnings & Escrow Race: White
YID Deductions NC Staff UID:
Check Nistory ! l)i'm Depm":
e | (e

Click on Time Sheet to view or print current or past time sheets:
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Click on Leave Balance to view real time available leave balances. REMINDER: leave
is expressed in HOURS:
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iR 2013-2014 BONUS LEAVE 6000 000 000 0.00 woo 000
m Avewal Leave mn 0.00 000 000 2231 218
Solisiess Bonus Laaws 2012 #7500 000 000 #7150 500
(ST Donaad Lage 1500 0.m Q00 000 15.00 0.00
Change Pin
Donatad Laye Used 750 000 000 000 7.9 0.00
| Inguiries | Dontad Sck Leave 0.0 000 0ro 000 000 0.
Ao S Perzoral Leave 2000 0.00 000 000 20.00 020

Ioave Balance
Sarnings & Escrow Sk Leave 9008 000 000 000 %0.08 1.2%
YTD Deductions
Check History
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Click on Earnings to view real time YTD balances:
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Click on YTD Deductions to view real time YTD balances:
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(—— 201K HARTFORD 400.00 0.00
.4
————— 401K LOAN REPAYMENT 200.00 0.00
Change Pin ANNUTTY 0.00 0.00
Linguiries LR 45.00 0.00
Time Sheet NC SECU 60000 0.00
Leave Balance NC TAX GARNISHMENT 400.00 00
Earnings & Escrow
YID Doductions
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Click on Check History to view and print paycheck history and check copies:
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Click on Employee Reimbursements to view and print reimbursement history and
check copies:
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