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What is TimeForce?

Replaces Manual Punch Clocks and Time 
Sheets with a Simple Software System

Allows you to chose the Time Collection 
Method that is right for your Company

Overall customized system that addresses 
all of your Time and Attendance needs.



Benefits of Using TimeForce

Labor Cost Reduction
Time sheets/cards inefficient & costly

time cards can be mispunched
writing can be illegible
burden for employee and payroll dept.
problems become more acute when work schedules 
are more flexible

Easy to Use
Once installed/setup

Employee simply clocks in
Time Clock collects, manages, and processes time



Benefits of Using TimeForce

Flexibility
Can account for variables such as EE status or 
Job status
Up-to-the-minute reporting

Managers can manage
Don’t have to waste time reviewing, tabulating 
and approving manual time sheets
Can spend more time analyzing data to help 
improve scheduling and controlling overtime 
costs – can be more proactive



Time Card

Regular maintenance of your Time and Attendance data is 
performed in the Time Card screen
Manually insert or delete punches, add absences and 
disbursements, and view current hour totals 
Supervisor can Verify the Time Card is correct



Pay Processing

Final hour totals for a completed pay period are calculated
Hour totals are exported to Millennium from here
Pay Periods can be locked to prevent editing
Reports can be printed directly from here, ex. Exception 
and Verification Reports



Reports

Print Reports containing your Employee, Time Card, 
Schedule, and Audit information
Reports are generated using the report list or the report bar
Favorite reports can be created allowing you to view the 
reports that you use regularly on one screen



Employee

Easily view and maintain your Employee profiles
Filter list of Employees by Department 
Quickly Search for Employees by Last Name, Employee ID, or 
Social Security Number
Add Employee Photos



Schedule

Allows you to create and maintain schedules for your 
Employees
Designed to allow maximum flexibility and ease of use
Can decide to view schedule in daily, weekly, or monthly 
formats



Admin

Create and maintain your company policy and Employee 
information
Only accessible to Admin Users and Customized Users who have 
been given rights to this area
Import and Export functions are found here



Employee Self Service

Employees Clock In/Out for their assigned shift
Employees can easily view their schedule, Total amount of hours worked, 
and their Total Pay for the Period
Make Absence Requests and view their Accrual Balances


