
Marian University 
Time Clock Plus  

 Web Clock Instructions for Students 
Log In 

Log in to Web Clock: https://tcp.marianuniversity.edu:7443/app/webclock/#/ 
EmployeeLogOn  

Or, you can locate the website by going to MyMarian Portal, 
https://my.marianuniversity.edu/SitePages/Home.aspx. After logging in, you will see 
Time Clock Plus listed on the left hand side of the page. 

 
To log in, enter the last 5 digits on the back of your student ID card in Id Number and click 
on Login to Dashboard. 

 
 
 
 

https://tcp.marianuniversity.edu/webclock30/Login.aspx
https://tcp.marianuniversity.edu/webclock30/Login.aspx
https://my.marianuniversity.edu/SitePages/Home.aspx


Once you are logged in, there are 2 possible ways to enter your hours. 

OPTION 1) Clocking in and out using the Clock In and Clock Out feature. 
 
 

 
Clocking In 

1. Click the Clock In button. 
 

2. Click Continue on the confirmation screen. 
 

3. Select the job code (if there is more than one active code), and click OK. 
 

Clocking Out 

1. Click the Clock Out button. 
 

2. Click Continue on the confirmation screen. 
 

Going on a Break 

In situations where a lunch break is required: 
 

1. Click the Go on Break button. 
 

2. Click Continue on the confirmation screen. 
 

3. To log back in, click the Clock In button. Make sure to select the correct job code again,  
 

 and click OK. 

 
OPTION 2) Entering your time by using the Time Sheet Entry feature. 

 

 
Entering Time Sheets 

1. Click the Manage Time Sheet. 

 

 

 



 

2. Click on the DATE that you wish to add hours to and select ADD. 
 

 

 
 

**Please round your hours to the nearest quarter hour, i.e. 8:00, 8:15, 
8:30, and 8:45 using the 7 minute rule to round up or down. (8:37 would 
be rounded down to 8:30. 8:38 would be rounded up to 8:45) 



3. Click ACCEPT once you have completed entering your hours. 
 
 

Viewing Previous Hours Entered 
 

 
 

 

1. Click the Navigate Period arrows to view previous weeks within the pay period. 
2. Make sure to check the Display weekends if you need to view or enter hours on Saturday or 
Sunday. 
3. Select VIEW from the menu and you will be able to see the hours entered for that week.  
4. Under Navigate Period select the arrow to view the previous or next week you’ve entered. 

 
 
*** Both you and your supervisor are responsible for the accuracy of the hours entered 
in Time Clock Plus. Entering hours incorrectly may cause a delay in pay. 
 
When you are finished, please LOG OFF in the upper right hand corner.   
 
If you have any questions or concerns, please contact the Payroll office at 920-923-8081. 
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