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IMPORTANT
Time card entries must be done in time for your supervisor to review, verify, and
approve prior to the Monday 9am deadline following the close of that pay period.

LOGGING INTO TIMEPRO

Time Pro is available via the web using the following link:

https://timeclock.snhu.edu

For future reference, you may wish to save this as a favorite link in your web browser.

The Office of Payroll Services webpage is

http://www.snhu.edu/7312.asp

&
Southern New Ha.m_pshu‘e University

SHHU Student Links |+ ([

Home / Aout SNHU / Administrative Offices / Human Resources & Development / Payroll Services
Paer" SerViceS uman Resources & Development

As of April 6, 2008, SMHU Payroll Services will use Time Pro, the electronic time keeping
system, to manage timesheets and timecards for part-time staff and student workers.

Itis the supervisors' responsibility to decide how their part time staff and student
workers will record their time worked (ie: using the time clocks, virtual time clock, or "edit

timesheet’). Itis imperative that supenvisors understand how to review, adjust, and
HR&D Related Links

approve electronic time sheets and that supervisors conduct training as appropriate
* Payroll Services

Ifa supernvisor wishes to have additional training, contact Sheila Roy at s.roy@snhu.edu
orx2184

Payroll Services Links

¥ Time clock access

" Time clock nstructions Contact Payroll Services
Payroll Manager: Linda Broome
E-mail; Lbroome@snhu.edu

¥ Time clock superviser guide Phone: §03.668.2211 extension 2384

¥ Time clock employee guide

Check here for Time Pro updates and materials.

Time Pro entries can be made using the following methods. Please check with your supervisor to confirm to
determine which method he/she would like you to use.

e Time clocks located on the Manchester Campus (You will need your SNHU ID card)
e Virtual time clock which is web based using the link shown above.
e Edit Timesheet method which is web based using the link shown above.
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VIRTUAL TIMEPRO MAIN PAGE
- B

Employees functions:
Click “‘Clock In” button.

Wirtual Timepro
Current Time: Friday, March 07, 2008 2:04:53 PM

e Click “‘Clock Out’ button.

e Click on “Lunch’ button to
leave for meal break. (You
will need to ‘Clock In” when
returning from meal break)

TimePro® SHHU

Clock In

Self Service
Clock Out

Management

e Click “Self Service’ to review
and update your timesheet.
(See detailed description

Lunch

Copyrighti@® 1992-2007 Commeqg Systems Inc., All Rights Reservad

included.)
VIRTUAL TIMEPRO SECURITY PAGE: Log into Time Pro
R . W "'Aﬂ-—
SNHU
Enter Credentials Enter your full SNHU email
user name and password and
User Name: | | | click OK or Enter.

Password: | |

]
. Server: |snhu.edu V| l
I oK Cancel

The screen will display your Name, Status (clock in, clock out etc), Date, and Time.

e If the screen display is , the entry is valid.
e If the screen display is the entry is invalid and an error code will appear.
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VIRTUAL TIMEPRO MAIN PAGE: Self Service button feature continued.

a Bepa N Ly - m

Virtual Timepro
Current Time: Friday, March 07, 2008 2:04:53 PM

Click on the “Self Service’
button to review and maintain
your timesheet.

SNHU

Clock In _ You will need to log in as
e Seif Service described above on the TIME
PRO SECURITY PAGE.
z h Management

SELF SERVICE PAGE
= e S i _-_

TimeproWeb Self Service Mode
Roy, Sheila

SNHU
Click ‘Edit Timesheet’

Edit Timesheet

Cancel

Copyright@ 1992-2007 Commeg Systems Inc, All Rights Reserved

-

PAY PERIOD SELECTION PAGE

— .

ol

TimeSheet Mode

Welcome Roy, Sheila to Timepro's Self-Service date selection.

i
| i | Please make I

i Profit Center [l Date Choices i
| suHu 03/09/2008-03/22/2008 F};g;r ;?eeiielr?]r; Click m_the box O_f the
[0 o2/24/2008-03/08/2008 on the list. pay period you wish to
[] 02/10/2008-02/23/2008 F ; ; ;
¥ Biweekly A view or edit and click
| ‘Continue’.
‘ Continue |
l Cancel |

e Highlighted Pay Periods are Ioéked, thus no time entry is allowed.
e Pay periods display in ‘Biweekly” format. You may view individual weeks by un-checking this box.
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The TIME SHEET PAGE will display. This is a record of all the time entries made during the
pay period selected. Let’s examine this page in a couple different ways.

1. Function Keys Overview will help you maneuver through the page.

2. Making Entries and Adjustments:
a) Time Entries will help you with time entry options.
b) Job Class Entries will help you with job class entries.
c) Pay Type Entries will help you code different types of time entries (Sick, Personal,
Vacation, and Bereavement. Not all employee job classes are eligible for every pay
‘Type’. Please confirm with your supervisor if these pay types apply to your job class.)

Pay ‘Types’ eligibility

Most time entries will be recorded as Norm (Normal). With supervisor approval, time entries
may also be recorded as OT (Overtime), or PW, (Prior Week) as needed

Part time employees are also eligible for Ber (Bereavement), Per (Personal Time) as dictated

by SNHU policy.
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TIME SHEET PAGE: 1) Function Keys Overview

? Type Cray In Crate In Time Cray Crut Date Cut Time Brk- Job Class Reg OT Crther Motes
- Period : 03/15/2008

Maorm Man 02/10/08 11:30 A Mon o0z/10/08 4:45P 0 ACF/WS Clerf1 5,250
Marm Tus 03/11/08 10:45 A Tue 02/11/08 2:00P O ACF/WS Cler/1 3,250
LUMN Tus 0z/i1/08 2:45 P Tue 03/11/08 4:45 P 0 ACF/'WS Cler/t 2,000
Marm Wed 03/12/08 8:30 A Wed 03/12/08 4:00P O ACF/WS Cler/t 7.500
MNarm Thr 0z/12/08 7:30 & Thr 0z/12/08 8:304 0 ADAInt/Pt 1,000 Forgot to Punch IN
Marm Thr 02/13/08 8:30 A Thr 02/13/08 304 O ACF/WS Cler/1 1.000
i}

LUN Thr 03/13/08 1:30 P Thr 03/13/08 4:00P

ACE/'WS Clar/1 2.500
03/14/08 11:30 A Fri Sy s

‘nEiians

03/15/2008 Totals: 24.500
= Period : 03/22/2008
MNorm Man 03/17/08 11:45 A Mon 02/17/08 11:454 0 ADAInt Pt
Marm Man 02/17/08 11:45 A Mon 0z2/17/08 11:454 0 [Clack Manager]
Grand Totals: 24,500
Roy, Sheila has 10 timecard records for currently selected perinds, ﬁ

Edit Inzert Add Deleta Rafresh Totals Accrual VYiew  Sawe  Change Period Exit

FUNCTION KEYS OVERVIEW

Do NOT use the “Tab’ key to navigate. Double click on the row or cell to access the drop down
box or make field entries.

e Click ADD in the bottom menu bar to add a new record. If this is the first record added to
the highlighted pay week, a record for SUNDAY will be created since that is the first day of
the pay period. If time records have already been entered, clicking on ADD will add a new
day to the bottom of the list. Since Period: 03/15/2008 is shown in the above timesheet,
punches will be recorded for 3/09/08 through 3/15/08 for that week ending 3/15/08.

e Click INSERT on the line above the new insertion to add a record between two existing
records. (Note: This is not required since records will automatically be placed in their correct
position when you click ‘Save’.)

e Click EDIT on any time entry line and the pay TYPE, DAY, IN DATE, IN TIME, DAY, OUT DATE,

OUT TIME, and JOB CLASS fields will all be accessible for changes.

Click DELETE on any time entry line to remove that time entry.

Click REFRESH TOTALS to see changes to total hours worked before saving those changes.

Click SAVE to update any changes to the timesheet.

Click CHANGE PERIOD to see a different pay period.

Click EXIT when done viewing, editing, or saving any changes.

ARROW KEYS
B Tuse Arrow keys to scroll through time entries if they do not all appear on the first page.
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TIME SHEET PAGE: 2a) Time Entries

;=
"1 Tupe Cray In Date In Time Day Out Date  Qut Time Prk- Job Class Reg oT Motes

- Period : 03/15/2008

Marm Man 03/10/08 11:30 & Mon 03/10/08 4:45P 0  ACF/WS Cler/1 5.250

Norm Tue 03/11/08 10:45 A Tue 03/11/08 2:00P 0  ACF/WS Cler/1 2.250 _
LUN Tue 03/11/08 2:45 P Tue 03/11/08 4:45P 0  ACF/WS Cler/1 2.000

Narm Wed 03/12/08 8:30 A Wed 03/12/08 4:00P 0  ACF/WS Cler/1 7.500

MNorm Thr 03/12/os 7:30A Thr 02/13/08 8:304 0 ADAInt Pt 1,000 Forgot to Punch IN

Norm Thr 03/13/08 8:30 A Thr 03/13/08 9304 0  ACF/WS Cler/1 1,000

LUN Thr 03/13/08 1:30PF Thr 03/13/08 4:00P 0  ACF/WS Clerf1 2,500

= Period : 03/22/2008
Marm Man 03/17/08 11:45 A Mon 03,/17/08 11:45 4 0 ADA I P
MNoerm Men o0zfi7fo8 11:45 & Maon 0z/i7/o8 ii:454 0 [Cleck Manager]

Grand Totals: 24,500

Roy, Sheila has 10 timecard records for currently selected periods,

Edit Inzert Add Delete  Refresh Totals Accrual Wiew  Save Change Period Exit

To adjust your time sheet, double click in the field that you wish to adjust. When the field is highlighted,
you may enter information or use the drop down boxes ¥ as needed.

.« You will have the option to change the ‘Type’, ‘Day’, ‘In Date’, ‘In Time’, ‘Day’, “Out Date’, ‘Out Time,
‘Job Class’, and “‘Other’ fields as needed. The ‘Other’ field accepts total hours with a pay ‘Types’ of Sick,
Vac, Per, and Ber.

Time entries:

Time records recorded via any Time clock or using the PC Punch (Virtual time clock) method, will
automatically be recorded as the nearest quarter hour. All official time entries will be recorded to end with
:00, :15, :30, or :45.

Some ‘Timeclock’ and “Virtual Clock’ examples;
If your punch in/out time is 10:03 am, your recorded time will show as 10:00 am.
If your punch in/out time is 02:12 pm, your recorded time will show as 02:15 pm.

If you use the ‘Edit Timesheet” method to record your time, you must be sure to enter the nearest quarter
hour for each time entry. Time entries must be input as four numerical digits and an ‘a’ or ‘p’. It is not
necessary to enter the colon. The colon defaults in the appropriate location. For a “‘clock in” time of
8:00am, type “‘0800a’.

Some ‘Edit Timesheet’” examples;
If your punch in/out time is 10:03 am, you must manually record your time as 10:00 am.
If your punch in/out time is 02:12 pm, you must manually record your time as 02:15 pm.

March 31, 2008 Page 7



TIME SHEET PAGE: 2b) Job Class

Search by: Name

S M 4 P M Go Employees: 1023

Roy, Sheila

oT

Other $Amt Rate MNotes

Forgot to Punch IN

T App..  Type Day In Date In Time Day Ot Date Cut Time Brk+ Brk- Reqg
- Period : 03/15/2008
Morm Man 03/10/08 Morm 11:30 A Maon 03/10/08 Morm <45 P 0 i} ACF/WS Cled1 5.250
MNorm Tue 03/11/08 Morm 10:45 A Tue 03/11/08 Lch 2:00P O o ACF/WS Cler]1 3.250
LUM Tue 03/11/08 Lch 2:45 P Tus 03/11/08 Morm 4:45P 0 o ACF/WS Cler]1 2,000
Narm wed  03/12/08 MNorm 8:30 A Wed  03/12/08 Norm 4:00F O 0 ACFWS Clerd1 7.500
Narm Thr 03/13/08 Adj 7:30 & Thr 03/13/08 Norm 8:30A O 0 ADAInt/Pt 1.000
MNorm Thr 03/13/08 Morm  8:30 4 Thr 03/13/08 Lch 9:30A 0 o ACF/WS Cler]1 1.000
LUM Thr 03/13/08 Lch 1:30 P Thr 03/13/08 MNorm <:00P O o ACF/WS Cler]1 2,500
Approve 03/15/2008[Totals: 24,500
- Period : 03/22/2008
Morm Mon 03/17/08 Morm 11:45 & Mon 03/17/08 MNerm 11:45 4 0 o ADA It Pt
Morm Mon 03/17/08 Morm 11:45 A Mon 03/17/08 Lch  11:45A 0 o] [Clock Manader]
Grand Jotals: 24,500
Roy, Sheila has 10 timecard records for currently selected periods,
LIELIR] =l Edit Insert Add Celate Refresh Totals Acgrual Wiew  Sawe

Change Periad

Exit

JOB CLASS:

Most regular employees only have a single position at the University and therefore only have one Job
Class. However, many student employees and some regular employees work in more than one position
with different schedules, rates of pay, and supervisors for each position. If you have more than one job, a
drop down menu will be available for you to select the correct job class for which you are entering time
records. Be sure that you are entering hours for the correct job class. Supervisors may only approve
time in their own department’s job classes. If you are uncertain if the correct job classes are listed for
you, please check with your supervisor(s).

Before you SAVE your time records, you can click on Refresh Totals to see the total number of regular and

overtime hours.
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TIME SHEET PAGE: 2c) Pay Type Entries

7. Cray In Date In Time Dray Cut Date Out Time Brk- Job Class Reg oT MNotes

= Period : 03/15/2008
[ PW  Wed 02f20/o8  6:00P Wed  02/20/08  800P O ADA/IngPe 2000  Priorweekpunchadded |

Morm ¥ /Mon ¥ 03/10/08 ¥ 11:30AMon ¥ 03/10/08 ¥ | 4:45p| O0ACF/WSClert ¥ 5.25 o o.000 -
> Tue 03/11/08 10:45 A Tue 03/11/08 2:00P 0  ACF/WS Cler/i 3.250

g? | Tue 03/11/08 Z:45 P Tue 03/11/08 4:45P 0  ACF/WS Cler/t 2,000

i wed n3/12/08 £:30 A Wed 03/12/08 4:00P 0 ACF/WS Cler/l 7,500

BER Thr 03/13/08 7:30 A Thr 03/13/08 8:30A 0  ADA/Int/Bt 1.000 Forgot ta Punch IN

gi“ | Thr 03/13/08 8:30 A Thr 03/13/08 3:30A 0  ACF/WS Cler/i 1.000

Bl 03/13/08 1:30 P Thr 03/13/08 4:00P 0  ACF/WS Cler/t 2,500

LUN

02/15/2008 Totals: 24.500
= Period : 03/22/2008
Morm Man 03/17/08 2:00 P Man 02/17/08 :00F O ADASInt Pt 3.000
Morm Tus 03/18/08 11! A Tue 03/18/08 11:45 4 0 ACF/WS Cler/1
Grand Totals: 36,500

Roy, Sheila has 13 timecard records for currently selected per

Edit Insert Add Crelete Refrash ls Accrual Miew  Sawe Change Period Exit \o'

SICK, VAC, PER, and BER types are
recorded as a total number of hours in the

Employees who add time entries using the

A

‘Edit Timesheet’ tool, must enter the

. ‘Other’ column. These types of entry do
appropriate ‘Type’ code for each entry.

not require an ‘In” and “‘Out’ time.

Caution:
Not all employees are eligible for all ‘Type’ code entries.
Refer to page 5 for more information.

If you have any questions, please consult with your supervisor.

March 31, 2008 Page 9



