
Quick Start Guide 

Employee LINQ Admin Steps 

General Info Tab 

Manage general settings and clock 
in/out IP restrictions. 

Step 1: Complete the EmployeLINQ Setup tabs in System Settings 

TS Approval Groups Tab 

Add, delete, and manage Timesheet 
Approval Groups 

Add / Edit Filters Tab 

Identify which request types will be 
available  for employees to use in 
submitting requests 
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Step 2: Allow clocking in and out from Payroll > Administration > Job 

Setup > Details Tab 

Details Tab 

Allow clocking in and out. 
if necessary. 
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Step 3: Select a Timesheet Approval Group from Payroll > Administration 

> Job Setup > Details Tab 

Timesheet Approval Group 

If employee timesheets  need to be ap-
proved only by certain individuals, select a 
Timesheet Approval Group from the list. 

NOTE: After completing steps 2 and 3, if any employees have that job, you will receive a message asking if you want to 

apply those settings to all the employees with that job. If you choose to do so, Steps 4 and 5 will not be necessary, but 

these settings can still be edited on the individual employee job level. 
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Step 4: Allow clocking in and out from Payroll > Manage Employees 

> Jobs Tab 

Jobs Tab 

Allow clocking in and out, 
if necessary. 
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Step 5: Select a Timesheet Approval Group from Payroll > Manage Em-

ployees > Jobs Tab 

Timesheet Approval Group 

If employee timesheets  need to be ap-
proved only by certain individuals, select a 
Timesheet Approval Group from the list. 
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