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Feature Description Document 

Understanding IXM TIME Employee Portal Settings 
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Purpose 

This document outlines the process of Employee Portal activation and various tasks that 

can be managed using the Employee Portal. 

Applies to 

TITAN TFACE TOUCH 2 SENSE 2 MERGE 2 MYCRO 

All Devices All Devices All Devices All Devices All Devices All Devices 

 

 

Description 

The IXM TIME Employee Portal gives employees  access to IXM WEB and allows them 

to manage their attendance from a single place. 

Any T&A employee can log in to the Employee Portal and view attendance, leaves, 

notifications, punch details, and apply or track changes for attendance corrections and 

leave.  

Reporting managers can track and monitor their team’s attendance (employees working 

in their group) and can approve attendance correction, leave, overtime requests, and 

manually add employee’s clock-in or clock-out punches. 
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Employee Portal Activation 

To activate the Employee Portal for an employee, each employee needs to be provided 

with a username and password.  

1. From Home >> Click the Employees tab on the top >> Go to the Employee List 

and select the employee for whom you want to activate the Employee Portal. 

2. Click on the Edit option for the employee and Go to IXM TIME Section >> IXM TIME 

Credentials. 

 

3. Specify the employee’s Username and Password for login. 

 

4. Setting Login Type as Domain Employee will allow the employee to login to the 

Employee Portal using their active directory credentials. To enable this, the admin 

needs to configure LDAP from General Settings. 
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Employee Login 

1. To log into the Employee Portal, click the Employee Tab next to the Admin tab on 

the Sign In page. 

 

2. Specify the username and password set for the employee and click Sign In.  
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Dashboard 

1. When logged in, the employee will be able to see his/her dashboard. 

 

 

2. The Dashboard shows the following information: 

▪ Employee Timeline: Shows employee’s time worked (work hours), time 

started (check in), and time finished (check out) for the selected calendar 

date. 

▪ Pending Requests: Shows the count of requests (leave, attendance 

correction, and overtime) pending approval to date.  

▪ My Performance: Shows the monthly attendance graph of the employee. If 

the employee's work hours for any day are less than the required working 

hours as per the configured shift, then the bar color will change to orange. If 

the employee's work hours are more than the required working hours then the 

bar color will change to violet. 

▪ Monthly Attendance: Provides data for the monthly attendance summary. 

▪ Leave Balance: Total balance available to date for all leaves assigned to the 

employee. 
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3. A reporting manager/supervisor will have access to My Dashboard and the Team 

Dashboard. 

 

 

 

4. The Team Dashboard shows the following information: 

▪ Attendance: Shows the attendance summary of the manager/supervisor’s 

team: present, absent, leave, week off, holiday, and total count for the 

selected calendar date. It will even show a detailed view for each 

entity/parameter available in the overview tab. 

▪ Pending Request: Total requests which are pending approval from the 

Manager. To approve a leave, you can click on any leave parameter. 

▪ Attendance Trends: It will show all attendance parameters for the team on a 

weekly and monthly basis. 
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5. From the Left Navigation Menu bar, employees can perform more operations. 
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Daily Attendance 

1. The Daily Attendance shows the employee all the attendance data in detail for the 

selected month and year. The employee can view their attendance status and can 

apply for attendance correction. 
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2. Records will be highlighted for missing punches or pairs. 
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Attendance Correction 

1. To apply for attendance correction, click on ‘+’ in the daily attendance record for the 

respective date. 

 

 

2. Specify the correct date, time, and reason and click Request. 
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3. To view the details of attendance correction requests, click Attendance Correction 

from the Left Navigation Menu.  

 

 

4. To approve/reject the attendance correction application of your team members, click 

Attendance Correction from the Left Navigation Menu then click on the Team 

Attendance tab on the top. 
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Irregularity 

1. Employees can view their Attendance Irregularity: Late In and Early Out duration for 

a selected month and year. 

 

2. To view the irregularities, go to Irregularity from the Left Navigation Pane. 

 

 

 

 

 

 

 

 

 

 

 

 



  

INVIXIUM XAD-FDD-606-02G 

 
13 

3. A reporting manager can view Late In and Early Out count and duration for his/her 

team members by clicking on the Team Irregularity tab on the top. 

 

   



  

INVIXIUM XAD-FDD-606-02G 

 
14 

Leave 

1. Employees can view their leave balance and request leaves from the Leave Tab. 

Managers can approve or reject leave requests from their team members here. 

 

2. From Home >> Log in to the Employee Portal >> Expand the Left Navigation Menu 

>> Click Leave. 

 

 

3. To request a leave, go to the My Leaves tab on the top >> Click Request Leave. 
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4. Enter the details for the new leave application i.e. Type of Leave, Dates, Reason, 

etc. Click Submit. 

 

 

5. To view the team member’s leave applications, click the Team Leaves tab on the 

top. View the details of each employee’s request and approve/reject it as required.  
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Overtime 

1. Employees can view their overtime instances for the selected month from the 

Overtime Tab. Managers can approve or reject overtime requests for their team 

members from here. 

 

2. From Home >> Log in to the Employee Portal >> Expand the Left Navigation Menu 

>> Click Overtime. 

 

 

3. To view the team member’s overtime instances, click the Team Applications tab on 

the top to view the details of each employee’s overtime instance. 
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4. Select Daily from the Overtime Configuration dropdown to view daily overtime 

instances.  

 

 

5. Click to expand a team member’s pending overtime instance. Approve/reject it as 

required. 
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6. Select Weekly from the Overtime Configuration dropdown to view weekly overtime 

instances. 

  

 
 

7. Click to expand a team member’s pending overtime instance. Approve/reject it as 

required. 
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Global Clock In/Out 

1. This function is only available to managers or supervisors who have a team 

reporting to them. Managers can clock in/clock out their team members in case of 

unforeseen circumstances such as a power outage. 

 

2. From Home >> Log in to the Employee Portal >> Expand the Left Navigation Menu 

>> Click Global Clock In/Out. 

 

 

3. Select the Employees that need to be Clocked In/Out and click Attendance 

Correction. Provide the details in the popup and click OK. 
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Punch Details 

1. Employees can view all their past transactions in this section. Managers can also 

view the details of their team members here.  

 

2. From Home >> Log in to the Employee Portal >> Expand the Left Navigation Menu 

>> Click Punch Details. 

 

 
 

3. Select the Date range for which the Punch Details need to be viewed and click 

Search. 
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Shift Assigned 

1. Employees can view the shift assigned to them for a selected month from this 

section. Managers can also view the shift assigned to specific team members from 

here.  

 

2. From Home >> Log in to the Employee Portal >> Expand the Left Navigation Menu 

>> Click Shift Assigned. 

 

3. Select the employee (if applicable), Month, and Year and click Search to view the 

details. 
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Notifications 

1. Employees can view any missing In/Out punches for a selected month from this 

section. Managers can also view the missing In/Out punches for their team members 

from here.  

 

2. From Home >> Log in to the Employee Portal >> Expand the Left Navigation Menu 

>> Click Notifications. 

 

 
 

3. Select the Employee (if applicable), Month, and Year and click Search to view the 

details. 
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Support 

For more information relating to this Feature Description document, please contact us at 

support@invixium.com 

Disclaimers and Restrictions 

This document and the information described throughout are provided in their present 

condition and are delivered without written, expressed, or implied commitments by 

Invixium Inc. and are subject to change without notice. The information and technical 

data herein are strictly prohibited for the intention of reverse engineering and shall not 

be disclosed to parties for procurement or manufacturing.   

This document may contain unintentional typos or inaccuracies. 

 

TRADEMARKS 

The trademarks specified throughout the document are registered trademarks of 

Invixium Access Inc. All third-party trademarks referenced herein are recognized to be 

trademarks of their respective holders or manufacturers.  

Copyright © 2022, INVIXIUM. All rights reserved. 
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