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IMPORTANT

Time card approvers must review all time entries to be sure they are valid and make
all necessary approvals in Time Pro before the Monday 9am deadline.

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 Hampshire University

SNHU Student Links |+ ([19]

Home / About SNHU / Administrative Offices / Human Resources & Development / Fayroll Services

Pay rol I Services ¥ Human Resources & Development

¥ Open Positions
As of April 6, 2008, SNHU Payroll Services will use Time Pro, the electronic time keeping
systemn, to manage timesheets and timecards for part-time staff and student workers

¥ SNHU Holiday Schedule
¥ HR&D Forms/Policies

Itis the supenisors’ responsibility to decide how their part time staff and student " Contact Human Resources
workers will record their time worked (ie: using the time clocks, vitual time clock, or "edit
timesheet'). It is imperative that supervisors understand how to review, adjust, and

approve electronic time sheets and that supenvisors conduct training as appropriate HR&D Related Links

' Payroll Services

If a supenisor wishes to have additional training, contact Sheila Roy at s.roy@snhu.edy  * Employee Benefit Lounge
or X2184. ¥ Training & Organizational Development

* Professional Enrichment Program (PEP)
Payroll Services Links
¥ Time clock access

! Time clock instructions Contact Payroll Services
Payroll Manager: Linda Broome
E-mail; | broome@snhu.edu

¥ Time clock supervisor guide Phone: 603.668.2211 extension 2394

¥ Time clock employee guide

Check here for Time Pro updates and materials.
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VIRTUAL TIMEPRO MAIN PAGE
- ST

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

SMNHU

a
. Clock In

Self Service

Clock Out
Management Click on the ‘Management’ button.
Lunch

'_'I Copyright® 1992-2007 Commeq Systerms Inc, All Rights Reserved

VIRTUAL TIMEPRO SECURITY PAGE: Log into Time Pro

R - W T

SNHU
Enter Credentials )
Enter your full SNHU email
User Name: || | o  user name and password and
click OK.
Password: | |
Server: |5r|hu.ec|u v| l

oK Cancel

vl—-g
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MANAGER MODE PAGE: Select a Manager function.
RSN . W T

Click ‘Timecard Maintenance’
button to review timesheets and
do approvals. (pg 5)

Roy, Sheila Manager Mode

Manager Operations

SNHU Click ‘Enterprise Reporting’ button
to run reports. (pg 8)
Enterprise Reporting Employee Maintenance
_ _ _ _ _ Click ‘Employee Maintenance’
Timesheet Approvals Timecard Maintenance Enroll Biometrics

button to maintain employee
records. (pg 10)
[Permits/paperwork must be
submitted to Payroll in order for
the employee to be active in Time
Pro.]

Time Off Approvals

Cancel

A . I8N

Copyright® 1992-2007 Commeg Systems Inc., All Rights Reserved

3

PAY PERIOD SELECTION PAGE: To select the appropriate pay period.
S - A— =
EDIT GROUPS: Allows you to

. | sort by edit group.
Edit Group: |a|l Edit Groups =l I y g P
Report Group: {AII Report Groups |r:'|= . .
_ . Click in the box to the left of
| Profit Center | Date Choices Pleaselmatl_(e the pay period you wish to
our selection ; Sl ; .
snHU 03/05/2008-03/22/2008 dom the iteme M View and click ‘Continue’.
] oz/24/2008-03/08/2008 on the list.
[] 02/10/2008-02/23/2008 ¥ Pay periods display in bi-
] 01/27/2008-02/09/2008 [V] Biweekly weekly format. You may view

as individual weeks if this box
is unchecked.

Terminated
Employess

[JUnapproved

[ Continue
[ Cancel

Check “Unapproved” to select
only those timecards that have
some unapproved punches.

HL T . A

Locked pay periods will be highlighted in red and are locked for approvals or edits.
Prior week adjustments must be added in the current payroll period and coded with a ‘PW’ type.

You may elect to view only timesheets that are ‘unapproved’. Timesheets which have already
been reviewed and approved will not be displayed if this box is checked.
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‘TIMECARD MAINTENANCE’

TIME SHEET PAGE: Shows all time entries per employee.

A timesheet will be displayed. Select the desired employee’s timesheet by searching on a Name or ID#. The
arrows and drop down menu can help retrieve a specific employee. When the correct employee’s name
appears in the display box click on “‘Go’ or click on their name to retrieve that employee’s timesheet.
Search features:

- |Period|: 03498/2008

Norm Tue

Morm Tug

Norm g

N Tu

@ Tue
A A

Ray, Sheila has|13 timecard records for current]

Arrow keys
to scroll

‘Go’ executes the search to
retrieve the correct timesheet
when the desired name appears in

the display box.

Note drop down feature to

show list of employees

O M 4 ¢ M Go Employees: 1018 Ray, Sheila

Out Date Out Time Brk+ Brk- Job Class Req

0z/25/08 Adf  2:00P 0 0 [CleckManager] 6,000

02/26/08  Norm 2:30P 0 0 [Clock Manager] 3,500

02/27/08  Adj 12:00P 0 0  [ClockManager] 4,000

0z/28/08 A  ZW00P 0 0 [Cleck Manager] 2,000
[Clack Manager]

Enter last Magnifying
name here glass to search
name entered
Search by: Name v
o App Type Day In Crate In Time Dy
- Pepad : 03/01/2008
AP\ Norm Mon  02/25/08  Adj  B:00A Men
AP | Nerm  Tue  02/26/08  Adj 12:00P Tus
AP/ Norm Wed  02/27/08 Adj 8:00 A Wed
() Thr 02/28/08 Adi  12:00P Thr
PER Fri 02/29/08
Approve

[Are the dates, hours, and job class correct?]

03/01/2008 Tatals: 15500

03/04/08 Alch  9:45 A4 Tue
02/04/08  Norm 11:00A Tus
03/04/08 Adj  11:15 A Tue

03/04/08  MNorm 12:45P Tus
q3/04/08 @2:00 P Tusz

03/04/08 A Z:30P 0
03/04/08  Nerm 11:15A 0
03/04/08  Ad  12:45P 0
03/04/08  Lch  1:15P 0
03/04/08  MNerm 3:43P 0

L= = = =]

gperjnds,

%

oT

Other  $Amt  Rate Hotes
Forgot to punch IN/OUT for day
Fargot to Punch IN
Forgot to punch IN/OUT for day
Warked after plannad closure
8.000
8.000

[Clock Manager] 4,750 Forgot to Punch OUT

ADA/Int/Pt 0.230

[Clack Manager] 1,500 Forgot to punch IN/OUT for day

ACF/WS Cler/1 0.500

ACF/WS Cler/1 1,750 Changed to another Job Class

Grand Totals: 34,000 8.000 Y

~ 4+ &
Ll

\E}\ Inzert  #Add Delete  Refresh Totals Accrual Wiew Save Change Period  Exit

\ |Function keys to perform actions.|

View punches

that need to be ¢olymn matches the
type of punch. Drop

reviewed and
approved.

Verify the ‘type’

down menu will
show codes.

Approv\la each punch separately
or double click on *Approve’ to
approve all punches in the week.

‘Save” will record your edits and

approval.

Resize the page to see more
entries. Click on page symbol and
increase number of lines to 25.

All ‘Adj’ entries must have a

‘Note’ attached since it indicates
that the manager made an
adjustment to the timesheet.

Special note: The manager is
responsible to have the employee
sign off on any timesheet that
includes an ‘Adj’ manager edit.
See ‘Enterprise Reporting’
description below.

Once you have completed all edits and approvals ‘Save’ your entries and proceed

to your next employee timesheet or ‘Exit’ out of this screen.
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Manager Review & Approval Instructions

Review and Edit Instructions: As a Time Pro approver, you must check the following:

> Is the job class correct? Some employees work in multiple departments and forget to change the
job class for the time they are entering. Approve only hours for your own job classes.
> Are the days and hours correct? You may add, insert, delete and make corrections as necessary.

Include the leading zero and ‘a’ for AM or “p’ for PM for ‘IN” and ‘OUT’ times. Any adjustments must have
a ‘Note’ attached and must be acknowledged by the employee with an original signature on the ‘Manager
Adjustment by Employee’ report sent to the Office of Payroll Services by the Monday 9am deadline.
> Are the hours recorded as the right “Type”? Double click in the ‘Type’ column to display a drop
down menu. Not all ‘Types’ are applicable to all employees. To record SICK, VAC, PER, or BER types only
the total hours must be added in the “‘Other” column.

o Part time employees are not eligible for SICK or VAC types.

o Student employees are not eligible for SICK, VAC, PER, and BER types.

0 See ‘Pay Type Code’ description for more details.
> Is there and IN and OUT time for each shift worked? If the employee forgot to clock out, the Time
Pro system will clock them out with the same time as their clock IN time and this entry must be corrected
before it can be approved and paid.

> Are the total hours correct? The total number of regular hours for each week will be displayed, as
well as the grand totals. Verify this matches the employee’s actual time worked.
> Are there any Prior Week adjustments needed? In the event of a prior week adjustment, enter the

date and times actually worked and add the type code of ‘PW’ for this punch.

Approval Instructions:
To approve the time records line by line, double click in the cell to the left on the line of the record
you wish to approve, highlight AP (for approve).

IMPORTANT!! You must select AP to indicate approval (for all job classes

over which you have jurisdiction. If you select OK, the timesheet will NOT pmmursummers
process as approved. = Peried : 03/01/
AP = Morm T
You may approve punches individually or by clicking on the ‘Approve’ AP ::::
button at the bottom of each week. o Narm
Marm
The Office of Payroll Services recommends that the ‘Approve’ button only _ Approve

be used if all punches in a week are for job classes that report to you.

When you have finalized the Timesheet, press ‘Save’ and ‘Exit’.

Be sure to log out of Time Pro when finished to free up licenses for other users.
Thank you!
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Pay Type Codes

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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Manager Reporting Features
‘ENTERPRISE REPORTING’

Log on as described above on Manager Mode Page and select ‘Enterprise Reporting’ button to go to
the Reports Mode page shown below.

Reports Mode Page

P ) a— ==
Feports Mode |
Edit Group: ||| Edit Groups E!
Report Group: |All Repaort Groups =] I
Profit Center Date Chaoices P[easelmatl_(e
our selection . .
SNHU 03/0/2008-03/22/2008 Pt st St | Click in the box(es) to the
[] oz/z4/2008-03/08/2008 on the list. left of the pay period(s)
[] o2/10/2008-02/23/2008 i .
[ o01/27/2008-02/03/2008 [¥] Biweskly you need for reporting
! [[] Terminated purposes.
Employees

| Continue ‘
l | Cancel ‘

i ¢
Select one or more pay periods to run reports

Report Main Page
Timepro® Enterprise Reporting and Analysis

[SMHU] [Period date range: 3/9/2008-3/22/2008]

Report Selections
Total Hours Auto Clocked Out Report Click ‘Total Hours’ to show

Actual vs Schl | LE07 TLILs B0 [P employees who clocked in but
Detail Weekly Time Card Report failed to clock out on the same
Sehedule day. (Auto Clocked Out Report)
Tardy
Active Lists Click “Active Lists’ to show
Overrides employees actively clocked in.
Employee Click ‘Overrides’ to show
Labor Cost several reports of manager
Breaks adjustments made on employee
payroll timesheets. See page 8 below.

Request Report Cancel

Select the type of report you wish to run in the left column and
then select the actual report you wish to see.
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Reports Main Page: Cont
Timepro® Enterprise Reporting and Analysis
[SMNHU] [Period date range: 3/9/2008-3/22/2008]

Report Selections
Total Hours Attemp Punch Owverrides
Attemp Punch Owverrides By Group Empl
Graph-AttemptedPunch/Overrides

Actual wvs Schl

Schedule Manager Adjustments Click ‘Manager Adjustments
Tardy by Employee’ and then click
. . Manager Adjustments by Manager ‘Request Report’.
Active Lists Overrides & Adjustment
Overrides
Employee
Labor Cost
Breaks
Payroll

Request Report Cancel

Select ‘Overrides’ button and report named “‘Manager Adjustments by Employee’ to see adjustments
made to timesheets by the manager. This report will need to be sent to the student, signed by

him/her, and sent to the Office of Payroll Services by the Monday 9am deadline to be stored in that
employee’s file.

You will have the option to e-mail or print this report. It is your responsibility as
a supervisor to ensure that the employee signs the report and returns it to you in
a timely manner and that the document is sent to the Office of Payroll Services by
the Monday 9am deadline.
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Group Selection Page

B,

SRR S F 3

Edit Group: |AII Edit Groups

Report Group: |AII Report Groups

SNHU

T

Profit Center

Please select
an item from
the Profit
Center list to
continue or
press cancel
to exit.

il Terminated
Employees

Continue

Cancel

\‘. B h IR |

Employee Maintenance Page

|Searchby: Name vI |°\ M 4 P M Go Employses: 1026
Payroll 1D User 1D/ PIN User Name
|1.?4 HL?4 | s.roy@snhu.edu

Last-First-Middle
Address Line 1:
Address Line 2:
Address Line 3:
Phone:

Other Info:

Email Address:

Hirad: 2/4/1985 ¥

Birth:

Review:

Terminated:

Date 2

Roy | |Shei|a | I:

Timepro® Employee Maintenance

Employee Status

Roy, Sheila

SNHU

TimeClock Management VT User Group

|Uses TimeClock '||5.r0y@5nhu.edu '”

il

SER -
Date 4 [:l N

Dat== [: ad Finger Score:

Date & [] || [ ace offset: [ o

Job Class

3Yr/PR Stdt Cler/1
ACF/WS Cler/1
ADA/Int/Pt

4

Rate RequireMGR

OoOoomOE@

Edit Group:

5. Managers

Accrual Group:

Security Group:

AN

Add Delete

£ Jpda

Termination date can be removed to re-hire an
employee if all necessary paperwork has been
sent to the Office of Payroll Services.

Exit

Click “Continue’ to proceed.

Find the employee by
using the search features
as described on the
‘Time Sheet Page’.

You can add demographic
information or pay rate if you
wish to reference this
information or run reports.
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