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Welcome To MyTimeClock. In this tutorial we will
be learning how to use MyTimeClock at a
fundamental level. So, let’s begin. First thing you
need to do is find the application in the Android
home screen and open it.
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This brings up the application login screen.
Because you have not yet opened an account, click
the “Register” button highlighted in red to create a
new account.

MyTimeClock Login

&,

Business Email

Password

PASSWORD?

REGISTER
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OPEN A NEW FREE USER ACCOUNT WITH
MYINTELLISOURCE

Registering for a new MyintelliSource user
account is FREE and easily to do. Just fill out the
short form below and we will take care of the
rest.

Registration will allow you to better faciliate and
manage your information needs with products
such as MyintelliAccount™, MyIntelliClock"™
MyIntelliTask™, or MylntelliTrack™ and allows you
24/7/365 web access from any computing
device.

Type* Business
Business* MylIntelliSource, Inc.

Prefix* Mr.

First Name*: |Scott

Middle Initial: |B

Last Name*: | Britton

Suffix:

Email*

Password*

201 ® A EIM o
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A stration will allow you to better faciliate and
manage your information needs with products
such as MylntelliAccount™, MylntelliClock™,
MyintelliTask™, or MylntelliTrack™ and allows you
24/7/365 web access from any computing
device.

Type* Business

Business* MyIntelliSource, Inc.

Prefix* Mr.

First Name*: |Scott

Middle Initial: |B

Last Name*: |Britton

Suffix

Email* cs@myintellisource.com

Password*
Code* a1568e

a1568e

Dacat

 ——

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved

HOMm
e

To open an account with MylntelliSource, you
should fill out example form located to the left.
Fields in red are required; fields in blue are
optional.

Here is a view of the lower side of the account
registration form. Once you get your information
inputed into the form, click the “Submit” button
highlighted in red
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O®MYINTELLISOURCE

SOFTWARE DESIGNED OUTSIDE THE BOX[E]
—
a= QL

OPEN A NEW FREE USER ACCOUNT WITH
MYINTELLISOURCE

Scott, congratulations! You have successfully
registered for a new MylntelliSource user
account. We have sent you an email (you may
need to check your junk mail) with a link that you
must click before you may login for the first time.

In fifteen (15) second, you will be redirected to
the user login web page.

Thank you for registering with MylntelliSource
Enjoy your new account.

Prefix*: Select ...

First Name*
Middle Initial:
Last Name*
Suffix:

Email*

Password*

Code*

Password saved

Reset

oe4n
o &

Verification of new
MylntelliSource User Account

Customer Service 2:01pM

tome v

Welcome To The MyIntelliSource Family

Click the following link to verify your new MylntelliSource
account:

Thank you for using MyintelliSource. Enjoy your new
account. Have a great day.

sincerely,

The MylntelliSource Team
https://wwwtest. myintellisource.com

« Reply “ Reply all ~ Forward

If everything is correct, you will receive the
following message highlighted in red. Before you
can login, you must go to your email inbox and click
.a1 lir3< sent in a verification email by our server
cloud.

This is an example of the verification email you will
immediately receive upon successful registration.
You simply click the link and our server cloud will
handle the rest. After verifying that you, in fact,
created the account, you will be able to login.
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<« & You Have Successfully Verifi <

registertest.myintellisource.com

O®MYINTELLISOURCE

YOU HAVE SUCCESSFULLY VERIFIED YOUR NEW
MYINTELLISOURCE USER ACCOUNT

Scott, you have now completed verification of
your new MyintelliSource user account; you will
not need to complete this step, again.

In fifteen (15) seconds, you will be forwarded to
the user login web page. We hope you enjoy
using your new user account.

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved

HOm
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MyTimeClock Login

&,

cs@myintellisource.com

PASSWORD?

REGISTER

This is an example of the message you will receive
upon successfully verifying your account. At this
point, you may close the browser and enter your
login information into MyTimeClock.

You enter your email and password then click the
“Login” button highlighted in red.
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= yTimeCiock : Once you receive this screen you have successfully
logged into MyTimeClock. In the next section, you
Enplysoile will learn how to set up a site consisting of a
L location and a department to store time punches

for your users.

Employee/User Job/Occupation

Wed, 27 Dec 2023, 14:10:28

LOG oUT

©
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SETTING UP A SITE
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FES— : To begin creating a site and department for a
location, click on the navigation drawer icon
S — highlighted in red to open the navigation drawer

Employee/User Job/Occupation

Wed, 27 Dec 2023, 14:10:28

LOG oUT

©

21 ® AR -

In the navigation drawer, select the “Location”
& option highlighted in red.

MyTimeClock
https://myintellisource.com

&) Jobs
[ Scheduling
25 Time off
{g} Settings
O Avou
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21 ® AR -

—  Locations Home : First, you must create a site, so click on the “Sites”
' row highlighted in red.

Sites

Click To Add/Update @
Click To Add/Update @

21 ® AR -

€ Seleot Location Site , Notice you have no sites listed as of yet. To enter a
i new site, click the “Enter New Site” button

highlighted in red.
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The only field required to create a site is the

Description field in red; the other fields are
optional. Enter the description you want for your
site and optionally enter the address fields (good
for off-campus locations) and click the “Submit”
button within the highlighted red box.

MyintelliSource, Inc.

Address

6539 Oak Ridge Hwy

Country

United States

city

Knoxville

State/Province

Tennessee

Postal Code

37921-2128

213 ® AE R -
If you are successful, you will get notification at the
bottom of the screen (not currently shown) and

your new site will be listed. Next, you are going to
create a department, so click the back arrow

MylntelliSource, Inc . . .
6539 Ok Ridge Hiy @ highlighted in red.

< Select Location Site
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This time in the Location menu, click on the
“Departments” row highlighted in red.

= Locations Home

Sites

Click To Add/Update

Departments

Click To Add/Update @

214 ® AR -

€ Losations Home , At first, you will not have any departments listed,
: but that will change in a moment. Click the “Enter

New Department” button highlighted in red.
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Enter the description/name you want to give to

: your department and select the site, which will be
T the one you just created, as the Location and click
the “Submit” button highlighted in red.

Locations Home

Description/Name

Corporate

ocation

MyIntelliSource, Inc.

215 ® A E R -

If you are successful, you will get a notification at

the bottom of the screen (not currently shown) and

A — your new department will now be listed. In the

— next section, you will learn how to create a
. @ subscription for inviting users.

MyintelliSource, Inc.

< Locations Home
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CREATING A SUBSCRIPTION
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210 ® A )R
: : From the Home screen, open the navigation drawer
MyTimeClock :

by clicking the navigation drawer icon highlighted
in red.

Employee/User

Mr. Scott B Britton

Employee/User Job/Occupation

Wed, 27 Dec 2023, 14:10:28

LOG oUT

©

21 ® AR -

In the navigation drawer, click on the row that says
& “Subscribe”.

MyTimeClock
https://myintellisource.com

(&) subscribe
&y Location
@) Jobs
[ Scheduling
25 Time off
{g} Settings
O Avou
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. This launches the billing homepage login screen.
- : Enter your security credentials and the code in the
®MYINTELLISOURCE yellow box and click the “Login” button.

SOFTWARE DESIGNED OUTSIDE THE BOX &

MYINTELLISOURCE USER LOGIN

Email: cs@myintellisource.com \
Password. ]

Code:

-

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved

HOMm

©
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— : I At the moment, you may not have any
=  MyintelliSource, Inc. Billing 5 A . o

subscriptions in place unless you are already a
®MYINTELLISOURCE subscriber to another MylntelliSource service.
SOFTWARE DESIGNED OUTSIDE THE BOX & Cllck the “Create New Subscrlptlon” button tO
begin the process of subscribing.

Create New Subscription

You are not currently subscribed to any
MyIntelliSource, Inc., services

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved

HOm
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=  MyintelliSource, Inc. Billing

O®MYINTELLISOURCE

SOFTWARE DESIGNED OUTSIDE THE BOX &

Select ...

CREATE NEW MYINTELLISOURCE, INC.
APPLICATION SUBSCRIPTION

Subscribe
To MyTimeClock ($4.99 Per ... -

Credit Card: [wsa 4208/24 242 42424 |

Ranl

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved
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©

455 ® A E) M . ov4n

=  MyintelliSource, Inc. Billing

O®MYINTELLISOURCE

SOFTWARE DESIGNED OUTSIDE THE BOX &

CREATE NEW MYINTELLISOURCE, INC.
APPLICATION SUBSCRIPTION

Your subscription setup was successful

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved

HOm

Creating a subscription is simple. Select
MyTimeClock as the service and enter your credit
card information and click the “Submit” button
highlighted in red. You must only do this once.
When invited users accept and either log in or
register to MyIntelliSource, your subscription is
automatically incremented. Likewise, if you or the
other user cancel the wuser account, your
subscription is automatically decremented.

If you are successful creating a subscription, you
will get the following message displayed. If you
click the back button, you will see your
subscription in place.
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4:55 ® M & () [CA 71 |

Clicking the “back” button allows you to see your
subscription with the options to cancel it totally or
®MYINTELLISOURCE update payment information. At any time you may
SOFTWARE DESIGNED OUTSIDE THE BOX[E return tO this screen and modify your Subscription.

=  MyintelliSource, Inc. Billing

Select ...

Create New Suhecrintinn

MyTimeClock ($4.99 Per Month Per User)

Update Payment Info
Cancel Subscription

© 2006-2023 MylntelliSource, Inc. All Rights
Reserved
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Upon opening the navigation drawer, you now see
the option “Administration” in place of “Subscribe”

MyTmecok because now you are a subscribed user. In the next
section, you will invite a new user so that you may
create a job in the following section.

@5 Location

Jobs
, Scheduling
Time Off
History
{é} Settings
n About




OMYINTELLISOURCE

INVITING NEW USERS
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MyTimeClock : From the Home screen, open the navigation drawer
: by clicking the navigation drawer icon highlighted
Employee/User ln I'ed.

Mr. Scott B Britton

Employee/User Job/Occupation

Wed, 27 Dec 2023, 16:49:15

LOG oUT

To invite a wuser, start by selecting the
“Administration” row in the navigation drawer
il highlighted in red.

s Administration

& Location
Jobs

) Scheduling

Time Off

History
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Next, click the Invitations row highlighted in red.

=  Administration Home

Invitations

Click To Add/Update @
Click To Add/Update @

456 ® A E) M . ov4n

e N Currently, you have no unaccepted user
Select Unaccepted Invitation & A A N
Invitations. To create a new secondary user

invitation to your account, click the “Create New

Invitation” button highlighted in red.
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€ Enter New User Invitation ¢ To invite a new user to use your account, enter
his/her email address and click submit.

Immediately, an invitation email with an

nitee mai embedded link is sent to jim/her and all the person

has to do is click the link and either login or

register. Until that person logs in or registers, you

will not be charged for the additional user.

cs@kayleighco.com

a s d

& z x cvbnm@

723 @ @ B

457 ® XA E M o4l
You now can see the unaccepted invitation listed in
the screen before.

& Select Unaccepted Invitation

CREATE NEW USER INVITATION

cs@kayleighco.com @
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0o This is an example of the email the target user will

' receive. All he/she has to do is click the link

Invitation From MyIntelliSource, highlighted in red and he/she will be transported to
Inc. To Use MylnteliSource, Inc's the MyIntelliSource login screen where he/she can

MyTimeClock Cloud-Based . . N
Scheduling And Time Recording either register if he/she does not have an account or

Service As A User For His/Her/ log in if he/she does have an account. At that point,
Their Account the process is complete.

cs@myintellisource.c... 4:56 PM

tome v

Dear Invited User,
The following person/entity has sent you an invitation to
use our MyTimeClock scheduling and time recording
service as a user of his/her/their account: MylintelliSource,
Inc.. There is no charge to you for using this service under
his/her/their account. Please click the following link to
either login (if you already have an account) or register (if
ou do not already have an account’

service. Have a great day.

501 ® A M o [CA 1 |

If you go back to the unaccepted invitations screen
after the user accepts the invitation, you no longer

will have anyone listed because he/she is now a
user.

& Select Unaccepted Invitation
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If you were to login as the invited user, the screen
looks basically the same, but there is a subtle
Enplysoile difference that you will see in a moment.

Mr. Scott B Britton

=  MyTimeClock

Employee/User Job/Occupation

Wed, 27 Dec 2023, 17:02:42

LOG oUT

502 ® A M

If the invited user clicks the drop down box at the
top of the screen, he/she uses your account by
selecting the other account holder’s company or
personal name. In addition, if you already had a
job in place, to clock in/out the invited user would
need to select the job in the middle of the screen
drop down box.

MyTimeClock

Employee/User Job/Occupation

Wed, 27 Dec 2023, 17:02:59

LOG oUT

©
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SETTING UP A JOB
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MyTimeClock : In the primary account, you begin creating a job by
opening up the navigation drawer by clicking the
S —— navigation drawer icon highlighted in red.

Employee/User Job/Occupation

Wed, 27 Dec 2023, 17:04:19

LOG oUT

©

504 ® XM *

Next, you select the “Jobs” row in the navigation
O drawer highlighted in red.

MyTimeClock
https://myintellisource.com

(n) Home

s Administration

@5 Location

[  Scheduling
25 Time off
X History
{é} Settings
n About
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=  Jobs Home

Job Levels

Click To Add/Update Job Levels @
Click To Add/Update Jobs @

504 ® X E) M »

< Select Job Level

ENTER NEW JOB LEVEL

The first thing you should do is to create a job level.
A job level allows you to categorize similar jobs by
type or grade. To begin this process, click the Job
Levels row highlighted in red.

You will be transported to the screen listing current
jobs levels entered. As you do not have one
entered, to begin, click the “Enter New Job Level”
button highlighted in red.
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505 ® A M
Job levels are designed to be descriptors and
categorizers. Enter your job level and click the

“Submit” button to save it.

Job Level Description

< Enter New Job Level

Staff

5:05 ® & B) M

As you are transported back to the Job Levels list,
you can now see your new job level listed. Now you
can go back to Jobs Home and create a job.

< Select Job Level
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504 ® X E) M »

Jobe Home , To enter a new job, select the Jobs row highlighted
: in red.

Job Levels

Click To Add/Update Job Levels

obs
Click To Add/Update Jobs @

505 ® A )M [CA 1 |

e e As you have yet to enter a job as exemplified by the

empty list, to enter a new job, click the “Enter New
Job” button highlighted in red.
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: This is the new job entry screen, you must enter a
Enter New Job 5 .
name, select a job level, select a department, and,

highlighted in red, select one or more users.

Description

Assislantl

Job Level

Staff

Department

Corporate

e 'Selw JO: U‘ser Detaile ) At the moment, you do not have any users posted
' to this job. To add a user to the job, click the “Add

User” button highlighted in red.

SAVE USER(S)
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In this screen, you select the user to add to the job

and optionally can assign a wage for generically

computing pay or any other cost you would like to

: enter to track. Once you have selected the user and

Mt Scott 8 Biton @ optionally entered the wage, you click the “Submit”
button highlighted in red.

< Enter New Job User Details

cs@kayleighco.com

Wage

15.00

507 ® M & B .

To save the user to the job from the users’ list, click
the “Save Users” button highlighted in red.

< Select Job User Details

ADD USER

SAVE USER(S)

cs@kayleighco.com 0
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Now that you are back at the starting screen for
entering job users, to save the job and its user to the

MyIntelliSource cloud, click the “Submit” button
highlighted in red.

< Enter New Job

Assistant

Job Level

[ staff

Department

| Corporate

Users

One Or More User(s) Selected

507 ® M & () [CA 1 |

If you are successful saving your new job to the

MylIntelliSource cloud, you will see your new job in

——— the jobs list and you will get a success message at

— the bottom of the screen (not currently shown). In

corporate @ the next section, you will set up a schedule using
the user and job you just created.

< Select Job To View/Update
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SETTING UP A SCHEDULE
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Ii MyTimeClock : From the Home Screen, open the navigation

drawer by clicking the navigation drawer icon
o~ highlighted in red.

Employee/User Job/Occupation

Wed, 27 Dec 2023, 14:10:28

LOG oUT

©

508 ® M & ) »

Select the Scheduling option in the navigation
& drawer highlighted in red.

https://myintellisource.com

(n) Home

s Administration
@5 Location

@) Jobs

[ Scheduling

X History
{Jé} Settings
n About
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508 ® M & B -

To enter a schedule, click the Schedule row of the
menu highlighted in red.

=  Scheduling Home

Templates

Click To Add/Update

Schedules

Click To Add/Update

508 ® M & () [CA 1 |

©  Seleot Sohedule Date Range. Select a date range for the schedule you would like
' to enter and click the “Submit” button highlighted

in red.

December 2023

End Date

December 2023
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Currently, you have no schedules created. To
create a new schedule, click the “Enter New

Schedule” button highlighted in red.

& Select Existing Schedule

509 ® M & B .

€ Ertorsiew Sehedile , To begin the process of entering a schedule, pick a
E— ' date, location, department, and optionally, a
schedule template. Schedule templates are a
method of entering redundant information into the
schedule without having to retype the information.
Similar to a schedule, I will not cover schedule
templates but will leave it up to you as an exercise.
When you are done entering the required
in(fiormation, click the “Next” button highlighted in
red.

MyintelliSource, Inc.

Schedule Department

Corporate

Schedule Template

Not Selected
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Now, you will schedule users to add to your

schedule. At first, your schedule will be blank

because you have not added any users. To add an
usgr click the “Add Users” button highlighted in
red.

< Select Users

To enter a person into the schedule, select the user,
the user’s job to be completed, the starting time
w1 and the ending time. Once you have entered all the

required information, click the “Submit” button
highlighted in red.

Select End Time

Mr. Scott B Britton

User Job

Assistant

Start Time

08:00:00 AM

11:00:00 AM
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512 ® M XA .
Notice that there are two entries in the list. You
can create a split schedule which I did to illustrate
0D user(s) that you have flexibility in scheduling users. Once
_ you are satisfied with your schedule, click the
“Save” button highlighted in red to save it to the
M SGott > ron (1) MyIntelliSource cloud.

Assistant

Mr. Scott B Britton
Assistant

< Select Users

512 ® M &) - N OPdi
If you go back to the existing schedules, you will
now see your schedule listed. In the next section,

you will learn how to clock in and out.

Sun Dec 31 00:00:00 EST 2023 @

& Select Existing Schedule
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CLOCKING IN/OUT
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Clocking in and out in Android is very simple. The
secondary user clocks in and out from the home
Enplysoile screen. A note, only secondary users are allowed
L the privilege of clocking in and out.

=  MyTimeClock

Employee/User Job/Occupation

Wed, 27 Dec 2023, 17:13:49

LOG oUT

514 @M AD - ROP4N .
To begin the process, select the secondary account

e in the spinner selection control highlighted in red

Employee/User

Employee/User Job/Occupation

Wed, 27 Dec 2023, 17:14:02

LOG ouUT

©
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Next, select the job in the spinner control in the
middle of the screen highlighted in red. Then the
Enplysoile “Clock In” button will become enabled. Click this
L button to record a time entry.

=  MyTimeClock

Employee/User Job/Occupation

Wed, 27 Dec 2023, 17:14:18

I CLOCK IN I

LOG ouUT

©

514 ® M A [) o

If the secondary user is successful clocking in,
he/she will receive a success message (not
Employee/Uost currently shown). In addition, the button will turn
L to “Clock Out”. To clock out of the system, simply
repeat the steps. The secondary user may log out
of MyTimeClock and the system will still keep track
of your time.

=  MyTimeClock

EmplyeeUserJob Occupaton This ends our tutorial about the fundamentals of
MyTimeClock. Thank you for taking the time to try
our application. Have a great day.

Wed, 27 Dec 2023, 17:14:45

CLOCK ouT

LOG ouUT
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6539 OAK RIDGE HIGHWAY
KNOXVILLE, TENNESSEE 37921
PHONE: (865) 371-7122
FAX: (865) 321-8368

cs@myintellisource.com

https://www.myintellisource.com/




