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Web Clock for temporary and student employees 
who work off campus 

STEP 1:  
Go to my.tcu.edu and log in 

 

STEP 2:  
Click on “Payroll” tile 

 

STEP 3: 
Select “Frog Time”  

 
Select the “Clock in” drop down 
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STEP 4 
If you have multiple job codes, you will need to select the correct job 

 
STEP 5:  
Now you will see the “Clock in operation successful” 

 

IF YOU DO NOT SEE THE ABOVE, YOU ARE NOT CLOCKED IN. Start over. 

 

Similarly, follow Steps 1-3 to “Clock out”, however choose “Clock out in the drop down. 
Now you will see the “Clock out operation successful” 

 

IF YOU DO NOT SEE THE ABOVE, YOU ARE NOT CLOCKED OUT. Start over. 
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APPROVE TIME 
Step 6:  
Select “View” 
Select “Hours” 

 

Step 7:  
Look carefully at the column with   Click on “not approved” boxes 
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Step 8:  
As soon as you click on empty box, the following screen will appear: 

 

 

 

 

 

Step 9:  
After you have affirmed that the time is correct, and you are sure that the remaining segments 
are correct, the rest of the empty boxes can be checked. 

 

 

 

 

 

 

 

 

 

 

 

YOUR TIME HAS BEEN APPROVED 

 

Approving time is a digital legal document 
approval. Carefully review each time segment. If 
you are certain everything is correct, Click “Yes.” 
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MISSED PUNCH 
Step 10:  
If you have missed a “clock in” or a “clock out,” the next time you will see the message below.

 

 

Step 11:  
The next step is to put in the correct time for the missed punch. 
Anytime you make a correction, or otherwise edit your time, you must add a note. 

 

Step 12:  
Final screen to verify you set the correct time. And verify note was correct. 

 

 


