
 (Updated 11/7/16)
MyMITC User Guide

1. To access MyMITC, visit www.tcle.org & click on “Employee Resources” in the far, right-hand column
[image: ]

2. Once on the “Employee Resources” page, click the link that says “Click to log on to MyMITC”
[image: ]




3. Insert User Name and Password initially given to you by TCLE; typically, the initial username & password will be your employee ID number. Click Logon. Once entered, you will be immediately prompted to change your username and password (password must be at least 6 digits, only numbers or letters can be used; no symbols). Once a new username and password are created, you must log out and log back in using your newly created username and password.[image: ]
4. Once you are logged-in with your newly created username and password, click on “Time Sheet” in the far, left-hand column
[image: ]
5. Your time sheet will look like the image below:
[image: ]

6. If you are assigned multiple job codes, your time sheet will look like the image below:  
7. Don’t forget to read any important messages from your supervisor!
[image: ]

8. If your record/time sheet has a problem (i.e. you forgot to clock out, etc.), your time will be displayed in red. To correct a missing punch, click on the time in red:
[image: ]
9. Click on “Add an Attendance Record” 
[image: ]


10. Make the necessary adjustments to correct your time sheet; input the correct information into the following sections: “Type”, “Time”, “Job PIN #”, and “Note.”  The “Note” section is an explanation to your supervisor explaining why you are adjusting your time. Once the correct information has been inputted, click Submit.
[image: ]



11. To make adjustments to an existing punch, click on the time in red:
[image: ]
12. Click on the time/punch you want to adjust or correct:
[image: ]
13. Make the necessary adjustments to your punch.  You can adjust the “Type,” “Time,” & “Job PIN.”  Don’t forget to include a note! The “Note” section is an explanation to your supervisor explaining why you are adjusting your time. Once the correct information has been inputted, click Submit.

[image: ]


Employee Benefits 

1. To view your benefits (i.e. vacation, sick, & personal leave), click on “My Benefits” in the far, left-hand column


[image: ]


2. Your benefits page will look like the image below:


[image: ]











My Trainings

1. To view the trainings you have completed, dates of completion, & training expiration dates, click on “My Training” in the far, left-hand column

[image: ]

2. Your training page will look like the image below.  Scroll over the yellow, rectangular note with your mouse for more details; see below 

[image: ]





Requesting Paid Time Off/Leave on MyMITC


· [bookmark: _GoBack]All employees will use MyMITC for requesting paid time off.
· Employees requesting the use of Annual Leave/Vacation must provide your immediate supervisor at least two days’ notice.  For leave requests less than two days’ notice, employees must get approval directly from your immediate supervisor/administration.  In this case, the supervisor will input the leave into the MITC system and the approval will be reflected on your time sheet.
· Employees requiring time off for sick or personal leave may request time off from their immediate supervisor by contacting them directly.  This is granted for employees calling-out due to an illness (sick leave) or an unexpected event (personal leave).  When requesting sick leave for an upcoming doctor’s appointment or personal leave in advance, employees must use MyMITC to submit their leave request.
· With the exception of unannounced time away from work due to an illness, all sick leave should have prior approval (i.e. medical appointments, FMLA, and workers compensation claims).
· It is the responsibility of the employee to make sure that any and all leave has been approved prior to taking off.
· Immediate supervisors are required to respond to the employee’s leave request within 1 day of receipt.  In the event that the immediate supervisor is absent or unable to grant the leave request, the employee requesting leave must receive approval from another administrator prior to taking leave.
· For all other forms of leave such as Funeral Leave or Jury Duty, employees must notify their immediate supervisor.  Jury Duty will require documentation and in some cases Funeral Leave may need approval.


1. To request leave on MyMITC, click on “My Calendar” in the far, left-hand column
[image: ]





2. Click on the date you are requesting leave
[image: ]
3. Input leave request information into the following sections: “Type” (i.e. Annual (Vacation), Personal, Prearranged Advanced Leave Req., or Sick), “Number of hours,” and “Note.”  In the “Note” section, you must provide the times you are requesting off; if you are requesting sick leave, please include a brief reason in the “Note” section as well (i.e. dental appointment for my daughter or I have a doctor’s appointment).  The “Prearranged Advanced Leave Req.” option can be used to request leave in the future that you have not accrued yet.  Once the information has been inputted, click Submit.  Remember, employees requesting the use of Annual (Vacation) must provide your immediate supervisor at least two days’ notice.  For Vacation leave requests less than two days’ notice, you must get approval directly from your immediate supervisor/administration; your supervisor will input this leave into the MITC system and the approval will be reflected on your time sheet.  It is the responsibility of the employee to make sure that any and all leave has been approved prior to taking off.
[image: ]


4. Approved leave will be displayed in blue on your timesheet; leave that is pending/has not be approved yet will be displayed in yellow:
[image: ]

[image: ]
image2.png
O, The Center
@ for Life
Enrichment





image3.png
MyMitc Logon + [C=SRO X

€ @nou 8 Plnle &

Log OFf_-Control Panel

Time Sheet User Name
Phone List Password.
Managers

Logon





image4.png
MyMitc Home. + o= >

€ @nou 8 Qe - o

Log OFf_-Control Panel
My Benefits
My Training
My Calendar
Phone List

Managers





image5.png
Time Sheet
Benefits
Training

Calendar

'y  MyMITC

Log Off_-Control Panel

Time Sheet For John Doe

>
Employee Message
Welcome To MITC [ Delete
[ save |

: Goto:
Server Time: 9:49:15 AM © e | O
SUNRY | on g | Tust7in | Wedteth | Thetw | Fizom | Sazist
Jun 15th
o | h&6m | 7h&3m | 7h&im | 7h&1m | 7h&22m oh
Total=35h & 31m
‘Sunday
Mon23d | Tus2th | Wed25th | Thr26th | Fri27th | Sat28th
Jun 22nd
[ on [ ehessm | 7m&sm | 6h&S7m | 6h&SBm | 7h&6m oh

h & 2m

[ Your record appears to be satisfactory.
[ Your requested change has not been approved yet
[ Your record appears to have a problem.





image6.png
sy MyMITC

Log Off_-Control Panel Vs
Time Sheet ‘Time Sheet For John Doe
Benefits >
Treining Employee Message
Calendar

four leave for July
31 has been approved

Goto:

Q 304 | ©

Server Time: 2:32:14 PM

‘Sunday

Mon 14th | Tus1sth | Wed16th | Thri7th Fri18th | Sat19th
Jul 13th

8h&20m | 6h&50m | 4h&3Mm | 5h&5m | 4h&S55m | 7h&GSm |  Oh

Tot

fob Totals

Job Time

629 20h & 50m
702 4h & 55m
708 5h& Sm

707 6h& 50m





image7.png
- Time Sheet Time Sheet For John Doe
> Close Window

- Benefts
U Employee Message
- Calendar
Welcome To MITC [ Delete |
[ save |

Goto:
Server Time: 1:23:05 PM O mmn | O
Sy Mon 28th Tus 29th Wed30th | Thr3tst | Fritst | Sat2nd
il 27th

I Your record appears to be satisfactory.
[ Your requested change has not been approved yet
[ Your record appears to have a problem.





image8.png
=y MyMITC

Log Off _-Control Panel /
Call Log For: John Doe
Time Sheet N
Benefits Employee Message
Training Welcome To MITC
Calendar
77282014
Before Requested Changes “After Requested Changes:
Job ACT N out Total  Job ACT N out Total
201 = S2TOBAM Tl e e 201 Tl e e
201 = G379 AM Tl e e 201 -
201 % 122340PM Til 45152PM 4h&28m 201 il 4h & 28m
Total 4h & 28m Total 4h & 28m
‘This report was generated on 7/29/2014 for Supervisor Smith





image9.png
)

1wy MyMITC

Log OF_-Control Panel Pz
Time Sheet Employee Message

Benefts Welcome To MITC

Training

Calendar

Chype) Log Out ~

Example: 4:06:00

937 AV~
201 - Transportation -

ot

1 accidentally clocked-in again,
instead of clocking-out]





image10.png
Time Sheet
Benefits
Training

Calendar

Time Sheet For

>

Employee Message

Delete |[ save

Go'to
Server Tume: 9-42:49 aM_ ) 520206 @
Sunday
3
May 20th Mon 30th Tue 31st Wed 1st Thr 2nd Fri 3rd Sat 4th
Oh Oh 4h & 20m 7h & 3m 7h&4m & 41m Oh
@5.2n836m
Total = 29h & 44m
Sunday
Mon 6th Tue Tth Wed 8th Thr 9th Fri 10th ‘Sat 11th
Jun 5th
o | o [ o [ o o | o | o

Total

h





image11.png
Call Log For:
>Back

A T

i7h & 4m

30457 PM Tl

7h & 4m|





image12.png
Job PIN: 300 - Day Program -

ote:

T locked out at 3pm, but had to
stay until 4pm to help with a
parcicipanc/emergency.|

_oelete | NET )




image13.png
sy MyMITC

Time Sheet
My Training
My Calendar
Phone List

Managers

Log OF_-Control Panel

Goto
Server Time: 3:20:00 PM © T O
Sunday o 26ty Tus 29th Wed30th | Thr3tst | Fritst | Satznd
il 27th
0 shadim | 6 o 0 [ [
Total = 24h & 40m
Sy Mon4th | Tus 5th Wed6th | Th7th | Figth | SatSth
Aug 3rd
o | o | o [ e | o [ o [ o
Totd=0

[ Your record appears to be satisfactory.





image14.png
MyMITC

Time Sheet
My Benefts

My Training
My Calendar
Phone List

Managers

Log O -Control Panel /
Requested | Total
Availble |Hows | Available
Vacation | 22h & 30m | 7h 15h & 30m
Sick | Sh&17m | 20 3h& 17m
Personal | 16h oh 16h
Holiday | 0h oh oh





image15.png
MyMITC

Log OF_-Control Panel

Time Sheet
My Benefits

My Calendar
Phone List

Managers




image16.png
MyMITC

Log OF_-Control Panel

Time Sheet
My Benefts
My Training
My Calendar
Phone List

Managers

Abuse and Neglect

Administering Medications

Aging ET)

Anaphylasis & EpiPen Administration
Behavior Principles and Strategies
Blood Borne Pathogens

Blood Pressure Cuff
Characteristics

Communicable Diseases (ET)
Communication Skills

Community Integration

CPR

Defensive Driving

Diabetes

Diastat Admiistration

Disability Etiquette

9/162013 43012015
97132013 413012015
11/62013 4302016
9/162013 413012016
212012 212013 H
11/62013 4302015
2152011 43012015
11/62013 4302016
11/62013 4302016
11/62013 4302016
11/62013 4302016
2112011 21172013
11/62013 4730
9/162013 47304
22512013 413012016
9/16/2013  4/30/2016





image17.png
sy MyMITC

Log OF_-Control Panel

Time Sheet Goto
My Benefts SeverTane: 35401 P @) Jmone @
My Training s
y
My Calendar ey | on 28tn Tus 29th Wed30th | Thr3tst | Fridst | Sat2nd
Phone List o shaaim | 1 > 0 o 0 o
Managers
Total= 250 & 14m
Sunday Mon 4th Tus 5th Wed 6th The7th | Figth | Satdth
Aug 3rd
o [ o [ o [ o [ o [ o [ w

Total =0




image18.png
sy MyMITC

Time Sheet
My Benefts
My Training
My Calendar
Phone List

Managers

|pours

Log Off _-Control Panel /
=< August 2014
Sunday | Monday | Tuesday | Wednesday | Thusday | Friday | Saturday
2 Sick Hours
I7 Vacation

[





image19.png
f sy MyMITC

Log OF_-Control Panel

Dute: 8122014
- Tim Shest 12
My Beneits =
My Traning o sam-10:308m £or
My Caendar Dental sppointment
- Prone st |
“Managers
(ot ) Reset]




image20.png
- Time Sheet Time Sheet For John Doe
> Close Window

U Employee Message

Welcome To MITC [ Delete
[ save

Goto:

Server Tane: 102211AM @) 2amns @

SUnR g | Tusdsth | Weddst | Tt | Fiten | Sttt
Jul 13th

[ Tn&4m | 6h&Im | 7h&2m | 6h&E9m o o
D D

Total=35h&Sm | 7ot approved sick leave 7hours of approved vacation
SUnRY | ynatst | Tus2ond | Wedzid | Thezun Fi2sth | Sat26th
Jul 20th

[ o [ 6h&sem | m&3m | 7h&9m | 6n&54m | Gn&sEm oh

Total = 35h & 2m





image21.png
Ly
MyMITC
Log Off -Control Panel o
Time Sheet
My Benefits
My Training
My Calendar
Phone List
Managers Goto
Server Tane: 111636 AM @) 200010 @
i:";;‘i ‘ Mon 28th ‘ Tus 29th ‘ Wed 30th ‘ Th 3tst ‘ Fii fst ‘ Sat 2nd
O | 7h&%m | 8n&4m | 7n&5Bm | 7h&SIm | (P 7b | sha3om
Total = 44h & 27m Vi
Job Totals 7hours of unapproved personal leave
Job Time
730 5h&30m
601 38h & 58m





image1.png
R L= L0 =
) [ Tae <3
€ @rcleory B- oogie IR0 A

The Center
for Life
» Enrichment





