
To clock in and out: 

1. Go to our website: https://www.lkcisd.net 

2. Go to Employee Resources -> Web Clock. 

3. In the “ID” field, enter in your employee ID number which is the same as your copy code. If you 

do not know your employee ID number, contact Tyson Knopp at extension 1115 or 

tknopp@lkcisd.net. 

4. Click clock in or clock out depending on which task you need to perform. Note: If you are asked 

for a pin number, it is the same as your ID (your copy code). 

5. You’ll see a screen that says welcome and your name. Verify the operation and click the blue 

continue button in the bottom right of the screen. 

6. You should then get a message saying the operation was successful. Note: If you get any kind of 

error, report it to your immediate supervisor. 

To request time off: (Paraprofessionals and other positions NOT requiring a sub) 

1. Go to our website: https://www.lkcisd.net 

2. Go to Employee Resources -> Web Clock. 

3. In the “ID” field, enter in your employee ID number which is the same as your copy code. If you 

do not know your employee ID number, contact Tyson Knopp at extension 1115 or 

tknopp@lkcisd.net. 

4. Click on “Log into dashboard”. Note: If you are asked for a pin number, it is the same as your ID 

(your copy code). 

5. Click on the green “Requests” button toward the top center of your screen. 

6. You will then see a calendar view. Click on the “+” sign of the day on which you would like to 

request off. 

7. A screen will pop up asking for differing information. You can either fill this out, or click on 

“Teacher/Aide” under templates on the left side of the box that has opened. 

8. Choose how many days off you need. 

9. Choose which leave pool you would like to use. 

10. Click save. 

11. You will now see your requests populate the calendar on the days you have chosen, and they 

will be labeled as “Pending.” They will remain in a pending state until your requests have been 

approved by your supervisor and HR. 

12. Once you have been approved, it will go from blue and Pending to Green and approved. 
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To request time off: (Teachers and other positions requiring a sub) 

1. Go to our website: https://www.lkcisd.net 

2. Go to Employee Resources -> Web Clock. 

3. In the “ID” field, enter in your employee ID number which is the same as your copy code. If you 

do not know your employee ID number, contact Tyson Knopp at extension 1115 or 

tknopp@lkcisd.net. 

4. Click on “Log into dashboard”. Note: If you are asked for a pin number, it is the same as your ID 

(your copy code). 

5. Click on the green “Requests” button toward the top center of your screen. 

6. You will then see a calendar view. Click on the “+” sign of the day on which you would like to 

request off. 

7. A screen will pop up asking for differing information. You can either fill this out, or click on 

“Teacher/Aide” under templates on the left side of the box that has opened. 

8. Choose how many days off you need. 

9. Choose which leave pool you would like to use. 

10. Click save. 

11. A new window will open with the title “Substitute Requirement.” If you have a preference of 

sub, click edit. If not, click save. 

a. If you clicked edit: choose “Select” next to requested sub. 

b. Choose your preferred, and then click Save. (You can then see the info as well as the 

requested sub. 

c. Click save. 

12. You will now see your requests populate the calendar on the days you have chosen, and they 

will be labeled as “Pending.” They will remain in a pending state until your requests have been 

approved by your supervisor and HR. You will also notice in red “Sub not found.” It will remain 

this way until a sub accepts the day. 

13. Once you have been approved, it will go from blue and Pending to Green and approved. 

 

URL for Mobile App: https://286180.tcplusondemand.com/ 

Namespace for Mobile App: 286180 
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