
Virtual Time Clock Frequently Asked Questions 
 

 
1. How do I Log In? 

With the Virtual Time Clock (VTC) icon on your computer.   
 

2. How do I clock in and out? 
After you log in you will click on the start button.  Minimize window until you are ready 
to clock out, it will prompt you to enter your password and then click on the stop 
button.  It is simple just click start when you are at work and stop when you leave, 
whether it is for lunch or end of your day. 

 
3. What if I forget to clock in or out? 

Manager/Supervisor will have to enter the clock in for you manually. 
 

4. What if I am on leave or conference? 
The absent report will explain why one did not clock in or out. 

 
5. Who will be sure my new employee is on the VTC? 

HR will notify payroll and Fela or Kiran will enter the employee in a group on the VTC. 
 

6. What if I cannot find my name in any of the groups? 
Contact Fela or Kiran and we will check which group the employee is in and add you in 
the system in the group. Payroll will make all changes to the group you belong in. 

 
7. What if a student changes to a different group? 

All students will be put into a Student Group per site.  When it is time for them to print 
their time sheets, they will print it and take it to the appropriate supervisor for 
signatures before sending to payroll.  This includes all work-study’s and student part-
time workers. 

 
8. Who enters a new employee to a group? 

Only VTC administrators can, which is Fela or Kiran.   
 

9. Can I clock in from a different office/site? 
Yes you can.  There is an instruction packet for this located on the Business Office 
website under “Information for Employees”. 

 
10. Can time be modified? 

Yes, only a manger has these rights. 


