


Time recording with ClickTime

[bookmark: _Hlk491265620]Internal information


Start ClickTime
ClickTime can be started from any browser. On a Windows PC, Mac, tablet or smart phone.

It can be called up at https://login2.clicktime.ch
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1. Company number (valid for all employees in a company)
2. User name: as specified by the company
3. Password (at least 8 characters, upper and lower case letters, numbers)

Personal settings
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1. The company name and user are shown in the top right.
2. The personal password can be changed here.
3. You can log off from ClickTime here.


Time recording
1. The view always comprises one week. You can scroll backwards and forwards by one week with the two arrows. Click the calendar page to jump to any week.
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2. The target time shows the working hours per day. This depends on the time recording mode that has been chosen and the level of employment that has been saved. Whole public holidays or reduced working days are taken into account automatically.
3. This row shows all of the recorded hours.
4. All recorded times are shown in the daily overview with all of the details. The origin of the recording is shown under T. PC=browser, A=mobile App, T=terminal, B1/2=break corrections, S=Interface.

[image: ]

5. The Plus symbol is used to create a new entry.


Create a new entry
Creating an entry comprises not only the type of entry but also projects, areas or activities depending on the settings.

Comments can contain smaller or larger explanations.

The working hours are often shown as from and to times. Absences are normally only recorded by entering the number of hours.
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There are basically 4 ways to enter the time:
1. After entering the entry type, you start the timer. This creates an entry with the current time. This is mainly used for normal working hours.
1. If the work has already started earlier, you can enter the "from time" and start the timer. This creates an entry for the entered time.
1. You directly enter the "from time" and the "to time" and press Save. This creates a complete time entry.
1. You only enter the hours and press Save. This is mainly used for absences.

Entries with timer
For entries with timer the daily entry appears as follows:
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When you finish the work or have a break, just press the stop button, then the "to-time" is entered.


[bookmark: _Hlk491265228]Quick entry
You can create your own templates under quick entry. These can contain the type, times, hours, comments, etc. as required. Click on a template to open this and add information as required or save directly as a record.
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For recording types in the work or overtime category, an additional start arrow appears, with which a new entry is started directly.

Annual overview
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1. Change between years using the arrows.
2. Public holidays are shown in colour.
3. The recorded times appear for every day with the corresponding colour of the type. Two colours appear if more than one type has been recorded. If the month is underlined in green, the entire month has been initialled and approved.
4. Absences such as holidays can also be approved in advance and are then blocked for the employee.
5. If several days are to be recorded, e.g. for holidays, the days can be selected with the mouse and left arrow key so that period recording is then opened.
6. Period recording can also be selected directly here.
7. The key shows the different types of recording that are possible with the colours.
8. If necessary, a period of entries can also be deleted if it is not approved or is part of a request.

Period recording
[bookmark: _Hlk491266576]The following selection screen appears after the days have been selected in the annual overview or period recording has been clicked:
[image: ]
1. Select the type of recording here.
2. Days will be shown if they have already been selected. The date fields are otherwise empty and can be selected.
3. If you are unable to progress any further here this is most likely because the selected type cannot be recorded in the future.
The days that have been recorded are shown in the next step.
[image: ]
1. The number of hours are taken over from the target times depending on the employment.
2. The hours can be altered if necessary.
3. No hours, or at most reduced hours, are entered on public holidays.

Daily balances
Yesterday's balances are displayed on the right side of the weekly overview. If you move the mouse over a balance value, more information about the corresponding balance will be displayed.

A traffic light system is provided for flexitime. If a first value is exceeded, the value is displayed in orange. If the second value is exceeded, it then turns red.
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Monthly report (Information menu)
In the monthly report, all recorded entries are listed and at the end of the report the balances from the end of the month are shown.
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1. The public holidays are displayed for information.
2. The calculated target time is displayed every day.
3. If hours are recorded with surcharges, the surcharges are displayed separately.
4. If remarks, projects or cost centres are entered, they are displayed under remarks.


Annual report (Information menu)
The annual report provides an overview of the hours, target times and balances per month.
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Automatisch generierte Beschreibung]
Holiday overview (Information menu)
In the holiday overview the holidays or other absences of the own department or the whole company can be displayed.

In this way, absences can be mutually coordinated and provide information about planned absences.
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Evaluating own projects (Information menu)
If project recording is used, the employee can evaluate his personal hours per project.
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Display team planning (Information menu)
If shift planning is used, the employee can view or print out the team plan in which he or she is scheduled.
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The same plan is also displayed in the Mobile App.
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Yearly report < 2021 » Close | Print
Pius Kappeli (Sales & Marketing)
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

Working hours

Working hours 64:54 100:03 5244 7429 76:01 86:17 0:02 11:35 0:00 0:00 0:00 0:00 466:05
Overtime 0:00 0:01 0:00 0:00 0:00 0:00 0:00 845 0:00 0:00 0:00 0:00 8:46
Break 0:00 -1:03 -0:52 0:00 -315 -1:30 0:00 0:00 0:00 0:00 0:00 0:00 -6:40
Night work 0:00 1:30 3:00 0:00 10:10 730 0:00 0:00 0:00 0:00 0:00 0:00 2210
public holiday work 045 0:00 0:00 0:00 0:06 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:51
Driving time 0:00 0:00 0:00 010 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:10
Total 65:39 100:31 54:52 74:39 83:02 9217 0:02 20:20 0:00 0:00 0:00 0:00 491:22
Absences

Holidays 12:00 1748 0:00 3312 800 16:24 0:00 0:00 0:00 0:00 0:00 0:00 87124
lliness 1:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 1:00
Short absences 1:00 0:30 0:00 0:00 0:00 1:00 0:00 0:00 0:00 0:00 0:00 0:00 230
Night work 0:00 0:00 0:00 013 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 013
Training taken 1:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 1:00
Total 15:00 1818 0:00 3325 8:00 17:24 0:00 0:00 0:00 0:00 0:00 0:00 92:07
Grand total 80:39 118:49 54:52 108:04 91:02 109:41 0:02 20:20 0:00 0:00 0:00 0:00 583:29
Target time 84:00 84:00 96:36 88:12 8812 92:24 9224 92:24 92:24 8812 92:24 96:36 1087:48
Difference -3:21 34:49 -41:44 19:52 250 177 -92:22 -T2:04 -92:24 -88:12 -92:24 -96:36 -504:19
Flexitime Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
Balance previous month 97957 -98318  -94830 99014  -97122  -O77-42  -960:25  -105247  -113336  -122600 -131412  -1406:36

Entered hours 80:39 11848 54:52 108:04 91:02 109:41 0:02 11:35 0:00 0:00 0:00 0:00 574:43
Target time 84:00 84:00 96:36 88:12 8812 92:24 9224 92:24 92:24 8812 92:24 96:36 1087:48
Balance corrections 0:00 0:00 0:00 -1:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 -1:00
Transfer to overtime 0:00 0:00 0:00 0:00 -910 0:00 0:00 0:00 0:00 0:00 0:00 0:00 -9:10
Balance end of month -983:18 -948:30 -990:14 -971:22 -977:42 -960:25 -1052:47 -1133:36 -1226:00 -131412 -1406:36 -1503:12
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