
User (Manager) Profile Set up 

The first time you log into your User (Manager) account for TCP you should update your default 

settings. 

From your dashboard, scroll to the bottom of the Approvals widget and click on “Jump to Group 

hours: 

 

Select the Options button 

 

 

 

 

 



Under Display, click the below options: 

 

In the settings section make the below selections: 

Confirm that the rounding boxes are checked.  These will be used for any punches/segments 

that you manually add to an employee’s time card. 

 

 

 

 



Under Colors make the below selections (this will drastically help the view of your timecards): 

 

Once all the changes are made, click Apply. 

  



Useful Reports 

 

Under Reports: Period Reports 

 

Select Payroll 

The 2 reports you may want to use are : Complete Payroll and Payroll Detail. 

Make sure to set the date filter appropriately. 

 

Complete payroll shows all the timecard segments and is broken down by employee. 
Payroll detail does not show the job code breakdown.  This is good for tracking overtime. 
On either report, you can filter by an employee to look at their time only. 


