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Introducton 
 
Welcome to the CCCWorks Time and Atendanne  mmpooee  Gidee   
 
This gGide sGmmpements instrGntor-led classroom training and hepms CCC emmpooees learn the 
most nommonpo Gsed fGnntons in the CCCWorks ammpinatone   
 
The CCCWorks ammpinaton aGtomates and standardiies the tme noppenton, tme reeiee and 
ammroeap mronesses for Cito Coppeges of Chinagoe  CCCWorks depieers the fGnntonapito and 
flexibipito to enforne HR, maoropp, and Gnion mopinies anross Cito Coppeges of Chinagoe  With 
CCCWorks, CCC is abpe to apign its eorkforne to meet its bGsiness goaps, nontrop pabor nosts, and 
immroee eorkforne mrodGnteito and satsfantone  
 
Access to the sostem is broeser-basede  CCCWorks supports the Microsoft IntrItnt Exportr, 
MozippatFirtfoE, and AxxpttSafaritweb browserse 
 
 
 

  

Nont:ttImages shown in this guide are sample images.  As such, the screens depicted in this 
training may differ from the screens once the CCCWorks system goes live. 

 

Employees should check CCCWorks every day to make sure tme ssipes are accuratee tme 
off is approvede and excepton tme is enterede 
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Non Exempt Employees 
Nonexemmt emmpooees eipp mress “In” (fGnnton keo FF) 
on the keo made   mmpooees eipp be mrommted on the 
tme nponk snreen to “enter badge nGmber”e  At this 
tme the emmpooees eipp seime either their emmpooee I  
badge on the tme nponk or enter their emmpooee I  
nGmbere  ( mmpooees nan ponate their I  nGmber on the 
Gmmer pef of their CCC tmesheet)e   mmpooees eipp then 
be mrommted to mpane a inger on the biometrin snannere 
Nonexemmt emmpooees eipp merform these fGnntons at 
the tme nponk daipo before the start of their eork 
snhedGpe  
(F1) start of their work schedule  
(F2) start of meal period  
(F6) returning from a meal period and  
(F5) at the end of their work day  
(Nont:  All employees must use the same finger each tme 
shen using the biometric scanner at the tme clocke) 

 

Navigatonn aaica 
All emmpooees nan anness CCCWorks daipo to renord hoGrs eorked and atendanne in one of the 
foppoeing eaoss  

1. Time clocks (datancollectonnterrinal) 

                      
 
 

                                                                            
 

 

 

 
 
 
 
 
 
 
 
 
 

 

 

 

Exempt Employees 
All saparied emmpooees eipp mress “In” (fGnnton keo FF) on 
the keo made   mmpooees eipp be mrommted on the tme 
nponk snreen to “enter the badge nGmber”e  At this tme 
the emmpooees eipp either seime their emmpooee I  badge 
on the tme nponk or enter their emmpooee I  nGmbere  
( mmpooees nan ponate their I  nGmber on the Gmmer pef 
of their CCC tmesheet)e   mmpooees eipp then be 
mrommted to mpane a inger on the biometrin snannere 
 xemmt emmpooees eipp merform these fGnntons at the 
tme nponk daipo at the start of their eork snhedGpe (FF)e  
( xnemtons If exemmt emmpooees start their eork snhedGpe 
at a non-CCC ponaton, theo mGst anness the WebCponk in 
order to renord their atendannee   InstrGntons on 
annessing the WebCponk are mresented pater in this gGidee 
(Nont:  All employees must use the same finger each tme shen 
using the biometric scanner at the tme clocke) 

 

                      Step 1: Go to Time Clock                         Step 2: SelectnanFunctonn eennnnnnnnnnnnnnnnStep 3: Swipe ID badge or enter employee ID 

                        Step 4: Place Finger on Scanner                                                    Step 5: View Screen to Ensure Log in was successful                             

Good Evening 
John Smith 

Hello John Smith 
Pleaaenplacenfinger 
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2. WebClock on a personal computer 
 

                                                           
 
 
 
 

 
 

Logging into CCCWorks 
The CCCWorks ammpinaton appoes emmpooees to renord their hoGrs eorked, trank atendanne 
and reqGest a tome of peaee of absennee   mmpooees nan apso merform other tasks sGnh as 
eieeing tme remorts and sGbmitng missed seimese 
 

 LoggiIgt Itt
Fe Log in to CCCWorks at  the CCCeedG Home  irentoro   
2e Cpink on FanGpto and Staff 

3e Click on CCCWorks 
 

 
 
 
 
 
 

Nonexempt Employees 
Nonexemmt emmpooees eipp NOT 
anness the WebCponk for tme entroe    
 
(Nont: All nonexempt employees are 
required to go to a tme clock daily to 
record hours worked).   

 

Exempt Employees 
If exemmt emmpooees start their eork snhedGpe at a non-CCC ponaton, theo nan anness the 
WebCponk in order to renord their atendannee   InstrGntons on annessing the WebCponk are 
mresented pater in this training gGidee   

 

 

 

Note 
If the transanton faips merform stems F – 5 againe  If ooG nontnGe to exmerienne issGes, mpease 
go to another tme nponk terminap to merform the ammromriate stems againe  Nonexemmt 
emmpooees nan apso go to the CCCWorks ammpinaton and sGbmit a sepf-sereine reqGest for the 
missed seimee   xemmt emmpooees nan anness the WebCponk in order to renord their 
atendanne for the missed seime at the tme nponk terminape    

 

 



 

Page 5 of 24 
 

 

 
 

 

 

 
4e Click on the CCCWorks Login bGton   e 
5e YoG are noe pogged in and eipp be taken to the  ashboarde 
 
 

 
 

Sample of Employee Dashboard 

 
 
 

Note 
 nter ooGr same Gser Noeepp I  and masseord ooG Gse ehen ooG pog into the Cito Coppeges 

t k  
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Employee Functonasn   Corra Dashboard 
The CCCWorks emmpooee dashboard sGmmorts the foppoeing fGnntonss 
 
Time Entry 

• Enter My Hourss Viee, enter or Gmdate the tmesheet  
• Go to WebClocks Viee tme sheet 

Schedules 

• My Calendar: ReqGest tme off 
• MenTirenOffsnSGbmit tme off reqGests, trank the statGs and eiee the historo of a reqGest 

Reports 

• View General Reports:  mmpooees nan anness basin remorts to eiee tme sheet informaton for 
a nertain meriod, ropes depegated to them or nomments on tme sheetse   

TirenOffn alancea 

• ViewnTirenOffn alanceas  mmpooees nan tme off bapannes and self-sereine reqGestse  

PeraonalnTirenOffnRequeat 

• ViewnPeraonalnTirenOffnRequeats  mmpooees nan eiee mending mersonap peaee reqGestse 
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The WebClock 
 xemmt emmpooees eho are startng the eork dao at a non-CCC ponaton, mao access the 
WebCponk throGgh the CCCWorks dashboard or throGgh htmss::eeeennneedG:nnneorks to 
nponk in for atendannee 

Fe To anness the WebCponk, see the Time Entry heading. 

2e Click on Go to WebClock from the CCCWorks dashboarde 

 

 

 
 

3e The WebCponk interfane ammearse 
 

 
 
 Sample View for Designated Employees 

https://www.ccc.edu/cccworks
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The WebCponk interfane nan innpGde the foppoeing iepds:bGtonse The bGtons ooG see earo 
annording to ooGr assignmente 

 
• In Special Assignment: Cponk into a eapid smeniap assignmente  (future phase) 
• Out Special Assignment: Cponk oGt a eapid smeniap assignmente(future phase) 
• AtendancenRegularsnPuIchtiItfortrtgupartjobtfortdtsigIantdttmxpoytts.tt
• SecondnJobnAtendancesnPGnnh in for a pentGreshim eanh daoe (future phase) 
• Time Sheets Takes ooG to ooGr tme sheete  
• Logouts Logs ooG oGt of CCCWorkse  

 
The Time Entry Window  

 
The tme entro eindoe nommrises earioGs iepds and tabs ehinh appoe easo eiee of ooGr tmee Afer 
ooG pogin to the sostem and (if nenessaro) sepent the ammromriate assignment, omen ooGr tmesheet 
bo sepentng  nter Mo HoGrs from the Time  ntro area of the dashboarde 

 

 

 
 

The tme entro eindoe mroeides the omtons nenessaro for nommpetng tme entroe From this 
eindoe, ooG nan merform one or more of the foppoeing taskss  
 
• Viee tme on ooGr tmesheet  
• Viee ooGr snhedGpe  
• Viee or anknoepedge ano exnemtons (errors or earnings) aboGt ooGr tmesheet  
• Viee detaips of aeaipabpe tme off  
• See a sGmmaro of tme entered on the tmesheet  
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The foppoeing is an exammpe of an emmpooee tme entro eindoee The Gmmer manep dismpaos the Time 
Sheet and Schedule tabse 
 

 
 
 

 
 
Whipe the poeer manep innpGdes the Exceptonasn eaven alanceasnand Pay Preview tabse  FGrther 
exmpanaton of eanh tab is on mage F1e 

Functonn utonan 
 
Seeerap bGtons reside at the tom of ooGr tme sheete These bGtons exenGte nertain mrogram 
fGnntonse 

                   Button          Function 

 
Sepents the mao meriod to eieee Cpink the napendar bGton to 
anness a mom-Gm napendar from ehinh to sepent a Pao Periode  

 Sends ooGr nommpeted tme sheet to ooGr manager for ammroeape  

 Saees ooGr tme sheet datae This is tominappo done eeero tme ooG 
enter nee data or make nhangese  

 

The More bGton reeeaps the Print, Print Preferences, Reload 
Data, and Timesheet Comments bGtonse  
The Print Preferences fGnnton enabpes ooG to innpGde or exnpGde 
the foppoeing iepds to mrintss  
Reload Data refreshes the tmesheet eith the mreeioGspo saeed 
datae  
Timesheet Comments adds nomments to ooGr tme sheete  

 

 ismpaos the List Viee, Tabpe Viee or  ao Viee of the tme 
sheete The eiee ooG sepent apters the mresentaton of the data 
on the Timesheet tabe  
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Omens an interantee napendar from ehinh ooG 
nan naeigate to a smeniin date or mao meriode 
Additonappo, this napendar mao be nonigGred to 
dismpao daos nontaining tme sheet exnemtons or 
mpanned tme offe  
Cpink the qGeston mark bGton to anness a 
legend that detaips the nopors Gsed in the 
napendare  

 

InforratonnTaba 
The tme entro paooGt shoes teo or three informaton tabs, demending on ooGr ropee  

 
ExceptonanTabn 
 
An exnemton is a nonflint noted beteeen ooGr tme and atendanne informaton and the rGpes Gnder 
ehinh ooGr tme sheet is mronessede  xnemtons generate messages ehinh ammear in the  xnemtons 
tab on the Time  ntro eindoee Some messages are informatonap and reqGire no antono others 
reqGire a satsfantoro resopGton before the tme sheet nan be sGnnessfGppo sGbmitede  rror peeep 
exnemtons mGst be norrented before the resmentee tme is maid bo ooGr manager or tmekeemere 
 
The  xnemtons tab mresents exnemtonse  anh exnemton shoes thes  
 
•  ate of the exnemton  
•  xnemton message desnribing the mrobpem  
• Seeerito of the exnemton (Informatonap,  rror, or Warning)  
• Ano anton that mao be reqGired  
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Note: Excepton messages are color-coded to identfy the level of severityy  
 

• Whites No exnemtons or onpo informatonap messages mresent  
• Yellows Warnings mresent  
• Reds  rrors mresents Wipp not mao Gntp error is resopeed 

 

To eiee the exnemton, npink the ExceptonnbGtone  
 

 
 
The Time Entry eindoe omens the tme sheet in the meriod containing the message exnemtone  
 
 eaven alanceanTab  
 

The Leaee  apannes tab dismpaos the nGmber of hoGrs aeaipabpe in earioGs tme off banks, taking 
into annoGnt ano hoGrs Gsed dGring the nGrrent meriode It innpGdes initap and ending bapannes for 
the meriode 

 
For ano gieen bank, notne the interfane fGnntons in the foppoeing exammpes  
 

Fe Click the Show Details pink in the poeer right norner of a bank to see more detaips aboGt the 
meriod’s bank transantonse  

 
 

 
 
 
 
 
 
 
 
 
 

Note 
Leaees annrGaps are granted the irst of the monthe   mmpooees nan eiee their nGrrent aeaipabpe 
bank bapannes on the emmpooee dashboard and for Gm to 365 daos in the fGtGree 
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2e Click the Hide Details pink to retGrn to the sGmmaro eieee  
 

 
 
Results (or Pay Preview) Tab  
 
The Results tab remorts the napnGpated resGpts of the data inmGt on the main tme sheet, innpGding 
oeertme, shif mremiGms, etne 
 

 
 

Schedule Tab  
 

The SnhedGpe tab dismpaos snhedGpes—ehinh are ooGr start and end tmese LGnnh is a mpane hopder 
and nan be taken at anotme dGring the eork meriod bo Gsing F2 and F6e 

 

 
 

SnhedGpes are Gsed for e-maip notinatonse YoGr manager mao haee deeepomed a snhedGpe temmpate 
for ooGr mositon and can Gse this temmpate to assign snhedGpes to ooGe 
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SubritngnandnArendingnTirenS eeta 
To sGbmit ooGr tme sheet for ammroeap, npink the Submit bGton afer ensGring app tme is norrent 
and saeing the tme sheet 
 

  
 

 

The foppoeing diapog box ammears, mrommtng ooG to nonirm ooGr denisione 

 

 
 
To nertfo that ooGr hoGrs are annGrate, nhenk the “ o sGbmitng this tme sheet, I am nertfoing 
these hoGrs are annGrate’ nhenk box and npink the Submit Time Sheet bGtone  
The message “Time sheet sGbmited” ammears if the sGbmission eas sGnnessfGpe  
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Notes  o not sGbmit ooGr tmesheet if ooG haee mending sepf-sereine reqGestse Onne ooGr 
manager ammroees app ooGr reqGests ooG nan sGbmit ooGr tmesheete 

 
RecallingnanSubritednTirenS eetn 
 

YoG nan renapp a sGbmited tme sheet if it has not oet been ammroeed bo ooGr managere If ooGr tme 
sheet has not oet been ammroeed the Recall bGton ammears eith the fGnnton bGtonse  YoG nan 
apso Gse this featGre in instannes ehere ooG eoGpd need to sGbmit a sepf-sereine reqGest dGe to 
missing informaton on ooGr tmesheete  

 
 
To renapp a sGbmited tme sheet, npink the Recall bGtone  
 

 
 

 
Clicking the Recall bGton generates the “Time Sheet Renappeds messages  

 

 
 

In additon, afer a renapp, the Save bGton is reanteated and the Submit bGton reammearse  
 
Umdate the informaton renorded in the tme sheet, then Save and resGbmit the tme sheete  

 

RequeatngnTire-Off Requeatnor Self-Service 
Requeat for Missed Swipes 
YoG nan sGbmit tme off reqGests, sepf-sereine reqGests for missed seimes, trank the statGs of ooGr 
reqGests, and eiee the historo of mast reqGests Gsing the MenTirenOffnfGnntone When emmpooees 
reqGest tme-off, an e-maip is sent to notfo the manager that a reqGest eas madee 

 
From the dashboard, sepent Sc edulean>nMenTirenOffe  

The Requeatn iatneindoe ammearse 
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Select  reatenNewnRequeate  
The  reatenTirenOffnReqGest eindoe ammearse 
 

 
Choose the tome of tme off from the Pay Code drom-doen piste  
 

 
 

 

 nter the dao on ehinh ooG eant to begin ooGr tme off in the Start Date iepd, or npink the Capendar 
bGton on the right of the date iepd to dismpao a napendar from ehinh ooG nan nhoose the datee 
 nsGre that the Start Date is todao’s date or patere  
 

  
Note 
When selectng a leave request make sure that you look closely at the pay code to determine if the 
request should is in hours or dayse  Exampley The pay code for conference tme shoss in  (oursse  
You can enter four  4s hours or the appropriate number of hours taken for the conferencee  The 
pay code for vacaton shoss in  (aysse  You can enter one  (s for a shole day or e. for a half daye  
There are some paycodes that also require a start and end tmee 
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 nter the dao on ehinh ooG eant to end ooGr tme off in the End Date iepd, or Gse the Calendar 
bGtone  
 
It is renommended that ooG enter a note to annommano ooGr reqGest in the Comments iepde  
 
Select Next to dismpao the detaips of ooGr tme off reqGeste  
 

The RequeatnDetailaneindoe ammearse The hoGrs reqGest defaGpts to the snhedGped hoGrs for that 
daoe YoG nan modifo the hoGrs reqGested and apso sepent another mao node from the Pay Code 
nopGmne 

 
 

 

Click the Insert bGton in the Actonniepd of a roe to add another roe for that dao, sepent the Pao 
node and enter the hoGrs for that tomee Remember to adjGst the other hoGrs for that dao 
annordingpo, if nenessaroe  
 
If exnemtons mreeent ooG from sGbmitng the reqGest, do one of the foppoeings  
 

Example of a 
requeat forntrenoff 
for jury duty that 
should be made in 
hours. 
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• Click the  acrnbGton to retGrn to the mreeioGs eindoe and make a different sepenton,  
or 

• RedGne the hoGrs sepented bo the npinking the Delete bGton in the Actonniepd of a roe to 
remoee the hoGrs from that roe, and then npink the Update bGtone  

 
If no exnemtons mreeent ooG from sGbmitng the reqGest, npink the Submit bGton to sGbmit ooGr 
reqGeste YoG are notied of a sGnnessfGp sGbmissione  

 

 
Click O e The foppoeing eeents onnGrs  

• YoG are retGrned to the Requeatn iatneindoee  
• YoGr nee reqGest ammears in the Requeatn iatneindoe as Pending if the date is in 

the fGtGree If the reqGest is in the mast, the reqGest eipp be in the mast piste 
 

A reqGest emaip is sent to ooGr managere  
 

 
 

 

 

 
 
  

Nont:tWhen ooGr manager ammroees the Time-Off ReqGest, the reqGested tme 
mosts to ooGr tme sheet as tme offe YoG reneiee an emaip message ehen ooGr 
manager ammroees or rejents ooGr reqGeste 
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RequeatnfornMiaaednSwipeanExerptn 
(Salary) 

 

Fe If an emmpooee misses a seime, a Time Off reqGest is needede From the dashboard, sepent 
Sc edulean>nMenTirenOffe  
The Requeatn iatneindoe ammearse 

 

2e Choose the tome of tme off from the Pay Code drom-doen piste Select AtendancenRegular 
( pamsed) from the drom doen menGe 

3e Sepent the Start and  nd date or Use the Capendar 
4e Add a nomment as to eho the seime eas missed (reqGired) 
5e Cpink Next 

 
 

 

  

 

Forgot to seime 

 

 

The ReqGest  etaips snreen ammearse  

  nter the nGmber of daos  
 Cpink on the +sign to add an anton (nee roe) 
 Cpink on the x sign to depete an anton 
 Cpink on Umdate 

If there are no exnemtons, ooG eipp see a sGnnessfGppo sGbmited 
statGse 

Notes  xemmt emmpooees haee to nommpete a missed seime 
reqGest one tme for the daoe 

  

Forgot to seime 

 

Forgot to seime 
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RequeatnfornMiaaednSwipeanNon-Exempt 
(Hourly) 

 
Fe If an emmpooee misses a seime, a Time Off reqGest is needede From the dashboard, sepent 

Sc edulean>nMenTirenOffe  
ae The Requeatn iatneindoe ammearse Foppoe stems F-5 of the mreneding mage 

2e Commpete  atess  ate (s) ooG missed seime 
3e HoGrpo emmpooees eipp select Pao node “RegGpar I:O”  for missed seimes 
4e Commentss  Add a nomment as to eho ooG did not seime in (reqGired) 
5e Time Ins  Add the tme in ooG started eork (ieee 8s31 am) 
6e OGt Times The tme ooG started meap tme (ieee F2s31 mm) 
7e Time ooG ended meap tme (ieee Fs31 mm) 
8e Time OGts Add the tme ooG inished eork (ieee 5s31 mm) 
9e Click Umdate and SGbmit 

 

 

F1e The ReqGest  etaips snreen ammearse  
  nter the nGmber of daos  
 Cpink on the +sign to add an anton (nee roe) 
 Cpink on the x sign to depete an anton 
 Cpink on Umdate 

If there are no exnemtons, ooG eipp see a sGnnessfGppo sGbmited 
statGse 

 

 

 

 

 

Forgot to seime 
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ErailnNotficatons  

 

 maip messages are sent to the foppoeing renimients ehen a tme off reqGest is sGbmitede The 
foppoeing tabpe shoes the eeent triggering the emaip, the renimients, and the nontent of the 
messagee 

Message subject  When email is sent  Recipient(s)  Message  
Missed Swipe Day after missed swipe 

occurred on scheduled 
work day 

Employee, Manager (s), 
Delegate(s), Timekeeper 

Employee missing swipe In or Out 
time. 
 
<Employee Name> has a missing 
In or Out swipe in the timesheet 
period ending xx/xx/201x. 

Time Off Request – Pending  Submission of time off 
request  

Manager(s), Delegate(s), 
and Timekeeper  

<Employee Name> has requested 
time off. Please review.  

Time Off Request – Approved  Approval of time off 
request  

Employee  Your time off request has been 
approved.  

Time Off Request – Rejected  Rejection of time off 
request  

Employee  Please see your manager(s) 
regarding rejection.  

Time Off Request – Cancelled  Cancellation of time off 
request  

Manager(s), Delegate(s), 
and Timekeeper  

<Employee Name> has cancelled 
his or her request for time off.  

 

 ancelingnanTirenOffnRequeatn 
 
YoG nan nannep a tme off reqGest before or afer it has been ammroeede  
 

Fe  o to Sc edulean>nMenTirenOffe  
2e Select the Current tabe  
3e Sepent the resmentee tme off reqGeste  

 
The View/ ancelnTirenOffnRequeatneindoe ammears pistng the detaips and historo of the reqGeste  

4e Click  ancelnRequeatnbGton to eithdrae ooGr reqGeste  
 

 
The Reaaonnforn ancellatonneindoe ammearse  nter ooGr reason for nanneppaton, if nenessaroe  

5e Select  ancelnRequeate  
The MenTirenOffneindoe ammears again, shoeing the statGs of the reqGest as nanneppede 

 

 
Notes If ooG sGbmited a tme off reqGest bGt name to eork, ooG shoGpd nannep the tme off 
reqGeste 
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Running General Reports 
CCCWorks sGmmorts remort generaton for emmpooeese   mmpooees nan anness generap remorts to 
eiee tme sheet informaton for a nertain meriod, ropes depegated to them, tme sment bo mrojent, or 
nomments on tme sheetse  
 

Fe To generate a remorts from the CCCWorks dashboard, npink Reports > View General Reportse  
 

 
A pist of remort nategories ammearse 

 
 

2e  o one of the foppoeings  

• Sepent a remort nategoro to dismpao the resmentee remorts  
or 

• Searnh for the remorte  

•  nter the name or mart of the name of the remort in the Search iepde  
 

Remorts eith the searnh nriteria in their name ammear in the Search Results mane as ooG tomee 
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3e Cpink the name of the remort ooG eant to generatee  
 

A senond mane ammears, appoeing ooG to smenifo remort nriteriae 

 

 
 
4e Commpete the resmentee iepdse  

 
5e Sepent ooGr mreferred oGtmGt formats  

 

• Excel to eiee:mrint the remort as a Microsof Excel smreadsheete  
• HTML (the defaGpt) to eiee the remort in the broeser eindoe as a eeb magee  
• PDF to eiee:mrint the remort in Adobe Acrobat P F formate  
Adobe Acrobat Reader is reqGired to eiee this formate The Reader is aeaipabpe ats  
htms::geteadobeenom:reader:e  
 
Nont:tMakttsurttnhttxoxtuxtbpocktrtistnurItdtofftyourtcomxuntr.t
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6e Click Submit to generate the remorte  
 

The foppoeing igGre shoes a sammpe remort in P F formate 
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If You Need Assistance- Online Help is 
Available 
Onne pogged into the CCCWorks emmpooee dashboard, emmpooees haee anness to onpine 
donGmentaton throGgh the Help pinke  

  

Fe Cpink the Hepm pinke The onpine eersion of the CCCWorks emmpooee gGide omens in a nee 
broeser eindoee Onpo the Time and Atendanne Hepm tomins are eieeabpee  
 

 
 

Sample of CCCWorks Help window 

2e Cpink ano of the pinks to eiee the tomins for Time and Atendanne Hepme   
3e If ooG need fGrther assistanne mpease e-maip CCCWorks@nnneedGe 


	Logging into CCCWorks
	Leave Balances Tab

