
Timeforce How To: 

It is highly recommended that you become familiar with this site so that you are aware of the 

information available to you, and where to find it. Timekeeping is every employee’s 

responsibility. It is expected that overtime be approved by management before it is performed. 

Altering, falsifying, tampering with time records, or recording time on another employee’s 

timecard may result in disciplinary action, up to and including termination. Please contact the 

HR/Payroll Specialist at x5021 if you have problems logging in. 

This information is here to help you navigate through Timeforce, our employee time keeping 

software.  

Only Monarch computers are capable of accessing the Timeforce website. 

To log in to Timeforce: 

1. Go to http://rrrxsql:8090/qqest/Login/Login.asp 

2. Username: your username will be the first 4 letters of your last name, the first letter of 

your given first name in all capital letters, followed by the number 1 (if someone else 

happens to have the same naming designation, it will be followed by a 2, 3, etc.). For 

Example: John Green would have the username GREEJ1. 

3. Password: your password will be the last 4 digits of your Social Security Number.  

4. Company Code: Monarch 
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Clocking In/Out: 

1. At the top, right hand corner of the website, you will see a “In/Out” button. Push that to 

clock in and out. Timeforce will automatically input whether you are clocking in for the 

day or out for lunch, etc.  

2. The dates that appear on the timecard are the dates in that current pay period. Our pay 

periods are on a bi-weekly basis. Pay periods begin at 12:01am Saturday, and end at 

12:00 midnight on Friday. Paychecks include earnings for work performed through the 

end of the previous pay period.  

3. If you are clocking in and out of a computer that is shared with other Monarch 

employees, please click the “Logout” button when you have finished with your punches. 

4. If you have missed a punch, please see your Department Manager. 

 

 

 

 

 

 

 

 



Clocking In/Out of Multiple Departments: 

1. Some employees will work in multiple departments as needed. If you are officially 

working in another department than the one you were originally hired in, it is crucial 

that you clock in/out of the correct department. This is so payroll can be charged 

correctly.  

2. To clock into another department, click the “In/Out” button just as you would before 

you were working multiple departments. A pop-up will show on your screen--- choose 

the correct department from the drop down box next to the “Department” field.  

 

 

 

 

 

 



Verifying your timecard:  

1. At the end of each pay period, employees are expected to verify their timecards to let 

their managers and HR/Payroll know that their timecard is accurate and ready to be 

processed. At the bottom left of your timecard click the box next to Employee.  

 

Employee Accruals in Timeforce: (If applicable) 

1. The following types of employees are eligible for accruals: 

a. All Management Team 

b. Non-Management (A Team) employees assigned to a full-time, year-round 

position. 

c. Full-time summer employees who hold a winter management position.  

2. To see your current vacation and sick accrual balances, click the “Employee” tab at the 

top of your screen. Below the employee tab in yellow is “Accruals,” click that.         

 
 


