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TimePro New User Login

• Open browser to https://wiu.edu/timecardmgr
• Type in username in User Name field
• Type something in Password field
• Click Change Password button (Not Request Password Reset)
• Type in new password in New Password field

• Passwords should be 6 characters long
• Retype in Verify Password field
• Click OK button
• This takes you back to TimePro Dashboard Login screen
• Type in new password
• Click OK

https://wiu.edu/timecardmgr


TimePro Logins
● Managers:  wiu.edu/timecardmgr
● Students:    wiu.edu/timecard
● Passwords:  Must be six (6) characters

● Enter your assigned User Name (Ecom User 
Name) and Password (Passwords must be at 
least 6 letters/digits long) and click Change 
Password button (not the password reset) and 
then you should be able to set your password. 
The password for Timepro is case sensitive so if 
you can’t log in, the first thing to do is to check 
if the CAPS Lock key is on.
○ If you use your Ecom password, please 

remember when you change your Ecom 
password the TimePro password is NOT 
synced and will remain the same as your 
original password or you will need to 
change it in TimePro to match your 
updated Ecom password.

http://wiu.edu/timecardmgr
http://wiu.edu/timecard


Profit Center

1. Select the Period Date(s) 
for the week(s) you wish to 
view by clicking on the box 
to the left of the date. Use 
the scroll bar to access 
more weeks.

2. Click OK.



Dashboard Functions



Dashboard Functions
• Reports: Click on the Reports tab to run reports.
• Time Cards:  Click on the Time Cards tab to make time card edits.
• Schedules:  Schedules created through Hot Schedules are imported into TimePro several 

times per day.
• Employees:  Employee Maintenance is not accessible to Managers.  
• Profit Center/Period Dates:  Click on this tab to change the Profit Center or Week you wish 

to view.
• Logoff:  Use the Log Off tab on the right hand side of the dashboard to log off TimePro.



Time Card Edits 
• From the Dashboard click 

on Time Cards.
• It will default to the period 

you selected after signing 
in.

• Click on the Select 
Employee button.

• Choose the employee from 
the list by clicking on an 
individual’s name.  

• You can type the 
employee’s last name and 
TimeProSQL will bring 
you to that employee. 



Adding a Line in the Time Card for Missed Punch  
• Click on Add
• Click on the first date field and 

enter the IN date.
• Tab (or press enter or mouse click) 

to the IN Time field and enter all 
four (4) digits of  the time the 
employee is to be clocked in.  
Example: 0700a for 7:00 a.m. or 
you can set a default time.

• When finished, click SAVE at the 
bottom of  the time card.

• You can also add a line by hovering 
over the cursor symbol with your 
mouse. A list of  available options 
will show. 

• Click on Add enter the 
information as discussed 
previously.

• To remove an entire line click 
Delete.

• Click SAVE when you are finished. 



Approving a Time Card
• Check each time entry 

box to the left of  each 
line.

• Click SAVE when you 
are finished. 



                            Reporting Options   
• From the Dashboard click on 

Reports.
• It will default to the period you 

selected in the beginning. 
• The most common reports are:

• Detail Weekly Time Card 
Report. Use this report to 
review employee hours, look 
for missing punches or 
errors. 

• Auto Clocked Out Report. 
Use this report to show your 
employees who clocked in 
for the shift, but forgot to 
clock out at the end of  the 
shift. TimePro automatically 
auto-clocks out employees 
in the overnight hours who 
have open punches.  
Managers are responsible to 
adjust the out punch to 
reflect employees’ actual out 
times or the employee will 
have 0 hours for the day.

• Click on the report you wish 
to view, confirm the dates 
and click Submit Report 
Request.      



                            Reporting Options   

• The next screen will show 
Processing Request and 
the report will appear in a 
new window.  Be sure that 
your internet browser is 
not blocking pop-ups. 



Detail Weekly Time Card Report 



Scheduling

From the main screen of your Dashboard click on the 
Schedules tab. 



Scheduling 

1. Select Profit Centers you wish to Schedule by 
clicking on the drop arrow key under 
Schedule Selection Profit Center and then 
clicking on the applicable Profit Center. 

2. Select your preferred method of how you 
would like to see your employees listed by 
clicking on the drop arrow key under Select 
the schedule view sort order.

3. Click on the circle to the left of the date 
under Select Schedule Date. 

4. Select the groups to schedule by clicking in 
the box Schedule Groups. 

5. Click on Begin Scheduling.  A list of your 
employees will appear for the week you have 
selected. 

6. To set-up Schedule Default Times click on the 
Utilities button, then click on Schedule 
Default Times.  See next slide. 



Scheduling - Set Default Times 

• To set-up Schedule 
Default Times, click 
on the Utilities 
button and then click 
on Schedule 
Default Times.



Scheduling 
1. You can enter the schedule by 

either clicking once in the TOP cell 
of the day/date and type in the 
start time and click directly below 
to enter the stop time OR by 
clicking once in the TOP cell of the 
date and selecting a 
pre-determined Time Selection 
from the list (default Time 
Selections) 
a. Scheduling Default Times 

was covered on the previous 
screen.  

2. Once you have finished entering 
your schedules, click Save at the 
bottom left of your screen. 

 



Scheduling - Schedule Time Assignments 
• Click on the drop arrow 

key below the Schedule 
Times Assignments and 
to the right of Select Job 
Class.
• A list of your 

available job clases 
will appear.  Click on 
the job class you wish 
to enter default 
times.

• Click in the cell under In 
Time and key in your start 
time.  Repeat for the Out 
Time.

• Once you have all of your 
possible shift times for this 
specific Job Class, click on 
Apply and repeat the 
process for all of your 
available Job Classes. 



Scheduling - Transfer Groups to Schedule 

• If you have Groups of 
employees that have the 
same schedule the 
following week(s), you can 
transfer the entire Groups 
of a schedule to any future 
schedule that has been 
created by clicking on the 
Transfer Groups to 
Schedule button.



Scheduling - Transfer Groups to Schedule 
1. Once you have clicked on 

Transfer Groups to Schedule 
(previous screen) you can click 
on the box to the right of the 
group name you want to copy 
from one week to another.

2. Once you have your Groups 
selected, click to highlight the 
schedule week ending date 
you want to transfer from.

3. Next, click on the schedule 
week ending date you want to 
transfer to.

4. Click on the Transfer button. 




