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

LOGGING INTO TIMEPRO:

There are two ways to access TimePro
1) Client version is accessible via your desktop. It is faster and easier to use than the Web version.
2) Web version is accesssible on the web so you may review and approve time punches when you are away
from your office.
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1) To load the most recent CLIENT version of TimePro on your desktop

If you do not already have the TimePro icon on your computer or need to load the
@ latest version of TimePro, contact the office of Payroll Services who will authorize
enelk=ml the HELP desk to load the TimePro icon onto your computer.

2) To access the WEB version of TimePro use this link

For future reference, you may wish to bookmark this link as a favorite.

https://timeclock.snhu.edu

The Office of Payroll Services webpage is http://www.snhu.edu/7312.asp.

Check here for TimePro updates and materials.
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To log into TimePro

CLIENT VERSION TIMEPRO MAIN PAGE: Log into TimePro
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MANAGER MODE PAGE: Select a Manager function.
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Enter your full SNHU email
user name and password and
click BEGIN.

If you experience difficulty
logging in, please contact the
Office of Payroll Services at
603.644.3127 or (x3127) OR
the HELP desk at x4357 to
have your password reset.

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

Click ‘Reports’ button to run
reports. (pg 9)

Click ‘Employee’ button to maintain
employee records. (pg 11)
Permits/paperwork must be
submitted to Payroll no later than
1pm on the day prior to the
employee’s first day of work in
order for their position to be
accessed in TimePro. If your
employee is starting on Saturday or
Sunday, the paperwork must be in
Payroll on Friday.

Click ‘Schedule’ button to define a
work schedule for your employees.



PAY PERIODS PAGE: To select the appropriate pay period.

TimeProSOLE Pay periods

~ | Each date range represents a bwo week payp period. Select
the peniod that vou waould like toowork, with, For reports, you
can zelect multiple weeks by highlighting multiple penods.
Items that are grayed out have been archived far better
efficiency. [tems with a red forecolor have been locked, those
with an orange farecolor have a single period locked.
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Cancel |

B Show Biweekly Dates [W

Click on the pay period you
wish to view and click ‘OK”.

Pay periods display in bi-weekly
format. You may view as
individual weeks if this box is
unchecked.

Locked pay periods will be highlighted in yellow and 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.

TIME SHEET PAGE: To select the appropriate employee timesheet and do approvals/edits.
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Click on “Select Employee’ to see list of your employees. Use the *-* and “+’ keys to scroll through

names.



‘TIMECARD MAINTENANCE’
TIME SHEET PAGE: Shows all time entries per employee.

A timesheet will be displayed with time entries for the pay period selected. Supervisors must be sure all invalid
entries, such as AOUT (auto-outs), are corrected before approval. Corrected AOUT entries must e changed to
‘Norm’. If the entry is still olive green, it has not been completely corrected. Once all time entries are
correct, supervisors need to approve punches for job classes that report to them before Monday 9am deadline
on the week following the close of the pa
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[ Are the dates, hours, and job class correct? ]
Use function keys below to perform actions. |
! | [
Inzert Add Delete Select Employee Save DetailsPrint = 4 Exit \

_ All “‘Adj’ entries made by the
Review Approve each punch separately Manager must have a ‘Note’ attached
punches that or click on ‘Apprvl’ to approve since it indicates that the manager
need to be Verifv the “tvpe” all punches in the two week made an adjustment on the
approved. cslrl:frzn n?atgr?ees the P period. Be sure all timesheet.

tvpe of punch. Dro punches report to job classes
d)tl)?/vn mgnu will shcr))w that report to you. Special note: The manager is
codes. Special note responsible to have the employee
. Sp : . : :
= ¢ ’ sign off on any timesheet that
When fixing ‘AOUT’ Save’ to keep edits/approvals. g y

includes an ‘Adj’ manager edit.

entries, be sure to See Reports section below.

change the type to
‘Norm’ and add the
correct clock out
time.

Once you have completed all edits and approvals ‘Save’ your entries and proceed
to your next employee timesheet or ‘Exit’ out of this screen using the ‘Exit’ key.




Manager Review & Approval Instructions

Review and Edit Instructions: As a TimePro 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 “Total’ 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.

o ‘AOUT’ is not a valid pay type! When correcting this punch the type must be changed to a

valid pay type such as ‘Norm’ and the actual clock out time must be recorded.

> Is there and IN and OUT time for each shift worked? If the employee forgot to clock out, the
TimePro 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, click in the box to the left on the line of the record you wish
to approve. To approve all punches at once click on the ‘Apprvl’ column header. Beware: If the

employee has multiple job classes, you should be careful not to approve punches that report to other
supervisors.

] Tan

IMPORTANT!!! You must approve punches for all job classes over which you SERrd
have jurisdiction.

The Office of Payroll Services recommends that the ‘Apprvl’ button only be
used if all punches in a pay period are for job classes that report to you.
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When you have finalized the Timesheet, press ‘Save’ and ‘Exit’.

Be sure to ‘EXIT’ completely out of TimePro when finished to free up licenses for
other users.
Thank you!



Pay Type Codes

Pay ‘Types’ eligibility !
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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. To enter bereavement or personal time, click the appropriate code on the ‘Type’
column drop down box and enter the total hours taken in the “Total’ column on the right side. No
‘In” or “‘Out’ times are entered for bereavement or personal time




Manager Reporting Features

Log on as described above on MANAGER MODE PAGE and select ‘Reports’ button. Choose the pay
periods for which you would like to run reports as shown below and click OK

Reports Mode page

TimeProSOL® Pay periods

4/ o E ach date range reprezentz a two week pay period. Select
= = the perniod that you would like to work, with. Far reports, you

03/23/2008 - 04/05/200 can select multiple weekz by highlighting multiple periods. - -
03/03/2008 - 03/22/2008 Iterz that are graved out have been archived for better Click in the box(es) to the
0222442008 - 03/08/2008 efficiency. lkems with a red forecolor have been locked, thoze .

0241042008 - 0242342008 with an arange farecolar have a single period locked. left of the pay perIOd(S)

0142742008 - 02/09/2003 0K | you need for reporting
01,/1342008 - 01/26,/2002 purposes.
1243042007 - 01.A12,/2008 Cancel |

1262007 - 12/429,/2007

120242007 - 121 5/2007

— Shiow Biweskly Dates W

Select one or more pay periods to run reports

Reports Page

E | e pre® Haporling ook lor Paviod Ending: /1 &4/2008 - 471972008 Frequently Used Reports:

Tinplcgss | Dvaridas : [ R
et A ki | TR | L | Click ‘Total Hours’ to show
Total Hours Clocked Dt Heport employees who clocked in but
Report Selections Drady Tirne Cod Flepont failed to clock out on the same
Dviall ok o oo Wl day. (Auto Clocked Out Report).
Auto Clock Out entries must be
corrected!

Click *Active Lists’ to show
employees actively clocked in.

Click ‘Overrides’ to show
TimePro® several reports of manager
adjustments made on employee
timesheets. See page 10 below.

Lancel

Select the category of the report on the top tabs and then select the actual report you wish to run. You
may need to print reports to your local printer, export for email distribution or download as needed.

A variety of reports are available so you may choose which ones best meet your needs.



Reports Page: Continued

E: Tawwe prostl ® Roparling Beek Ter Pariod Endings 41 252008 - 41 %/ 2008
Tetel liae Aitva
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C - Click ‘Manager Adjustments
:mmmhhmzm by Employee’ and then click
Sk dadsurbret bey | onpice s . ,
FLaresne e retrdt ) M anase Request Report’.
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TimePro®
_Cweel | ]

A variety of reports are available so you may choose which ones best meet your needs.

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.

Reports Parameter Page: Enter date range for report

Enter Parameter Values _|

Farameter Fields:

ToDate

v Pick fram defaults

Discrete Yalue |46/ 2008 |

When report is run, you can choose to print it or export it as a .pdf to e-mail.



Employee Maintenance Page: To see an employee’s record.

If all documents are submitted to and processed by the Office of Payroll Services in a timely manner,
this information will be downloaded automatically from Datatel into TimePro.

TimeProSOL® Employee Maintenance

Employee D |nfarmation
Pavroll ID: | Uzer ID/PIN: SSN- Jzer Hame Ermployee Statuz TimeClock Management YT UserGroup
—> [ - - ] |UsesTimeCI00k ﬂ| L” LI \ Use ;Search
LastFretHiode JobClass Rate | HE% | Futue Rae Pl A2l Employee’ to find
Address Line 1: AT ] - -
Address Line 2: | A - r employees fOf
Other Infal: - I~
Phane: - ™ | Whom you may
Other Info2: - : P approve tlme
Hired D ate: = 1 = . -
Bith Dates > m E r ol entries. Scroll as
Laszt Feview Date: 3 Edit Group / = needed_
[Terminated Drate: 4
e 2 5 Accrual Group / -
Date 3 [ - Security Group / -
| \| Delete | | ||S§IeclEmponee I | Cancel |
\\
Employees will be loaded To rehire an employee that was
. ; . . Employees must
into TimePro when all previously terminated, send all necessary
. . . X . i have at least one
paperwork is received in paperwork to the appropriate office prior . s
. T . home job’ in Job
the Office of Payroll to the employee’s first day of work. ..
. - i Class. All positions
Services and that Payroll or HR will then reinstate that held by this
employee is brought over employee to appear in TimePro. y .
employee will be
from the Datatel Payroll ) ]
system. Paperwork requirements: listed here.
Datatel downloads to e Student paperwork to Payroll
TimePro occur daily at
3am. e Part-time paperwork to HR




