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TimePro New User Login

« Open browser to https://wiu.edu/timecardmgr
« Typein 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
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https://wiu.edu/timecardmgr

Please enter your credentials to continue.

. . User Name
TimePro Logins
e Managers: wiu.edu/timecardmgr
e Students: wiu.edu/timecard
e Passwords: Must be six (6) characters Password

e 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 OK
if the CAPS Lock key is on.
o  If you use your Ecom password, please
remember when you change your Ecom
password the TimePro password is NOT Cancel
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.

Change Password

Reauest Password Reset

'w Western Illinois
University



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

.
Profit Center

Select a profit center and period date to continue.

Profit Center

© Patroon

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.

01/31/2021

View Period Selections For The Current Year and 52 Weeks Prior

01/24/2021

)

01/17/12021

OK Cancel
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Dashboard Functions

himelro My Dashboard All My Profit Centers

Davhoard Reporss Time Cards Schadules  Employees Profit CenterPeriod Dates

Employsss: X2 Asto Clock Owts: 0 Pending Agproval § Tiree OF Requeats: 0 Trrw Coard lxsues: 0 Exceptions: 4 Evertx: 4 Custom 0 Nanager Log: @

Filter reconds; Summary View = Show 10 » enlries
Select v Name * ey ¢ mDae ¢ U In out Lunch  Hows  HireaDate  Phore  Emall  BirthDote

Alpor. Elah 10-Facities Assistant o 0.000 OV1672017

Ansrmatt. Timety 10-Assistant General Manager None: 0.000 TLO7/2019

Capes. Jon 10-F chties 1 110218 Ox O moorm O 11:02PM 8053 0802017

Chenery, Shannon 10-Bartender Restyurant None: 0.000 C8ONZ019

Dagen. Lucy 10-Server Lane Noew: 0.000 11/01/2000

Davis. James 10-Fackties 1 None: 0.000 1022017

Goron, Sam 10-Sarver Lane None: 0000 172014

Handraban, Anthory 10 Asstant Gered Marager None: 0.000 CaeRNS
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Dashboard Functions

e 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.

Timelro My Dashboard All My Profit Centers

Pt Reporss T Cards  Schedufes Employess  Profit CantenPeriod Dates
T[]
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Time Card Edits

e  From the Dashboard click
on Time Cards.

It will defaule to the period o

you selected after signing
in Dagen, Lucy 102009

[imelPro My Dashboard All My Profit Cenlurs

. Mo Ype O Dew Ruw DTew Dy Owew Gt 02T e g AT Tl e Cw e en Aporeid By Mpplue Al A

* C(Click on the Select ETTD
[ ] ham Mon JGEON0 Ad 200 o2 4000 M000  BLC N ) Wi r
Employee button Fam T WGOON0 Ay TO0AM T LOJAG00 Ad 00PN 0 8 JbGenverlew A000 Q000 M0N0 B0 MM M0 BVIR016 ILORL0 11547 PN NN

ham Wed N0ONIE A R0 AM Wed 100N A4 SO 0§ 10N law A000 4000 A0 B MM AW NGIE TANI0 115047 M WD

* 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.
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Adding a Line in the Time Card for Missed Punch

e C(Click on

*  C(lick on the first date field and
enter the IN date.

e Tab (or press enter or mouse click)
to the IN Time field and enter all
tour (4) digits of the time the

employee is to be clocked in. ; Wy Dasbbodnit Al My From Conters
Example: 0700a for 7:00 a.m. or ; A Enplopses o CencPeriod Dates  Log O
you can set a default time.
*  When finished, click SAVE at the T e T Pt
bottom of the time card. B se 1 view aceruan : B R SRR
* You can also add a line by hovering B e o e e I T e
over the cursor symbol with your aie T W00 Mo IS 0 MUNRMGINENS G008 L6 G L1 LT 9 2160
. . . Deete (GOYML9 Morn 245 PM Tue ORD0G00 Mom SOOPM & 0 GRIGIOMEPAZIS 2360 BO0E 280 106 WAIMG  NOG0N 2ER00 P RZRO 50000 MM
mouse. A list of available options e R Py SRRt | A SEE T S R e et
will show. e
* C(Click on Add enter the el Estres
information as discussed et
previously.
* To remove an entire line click
Delete.

* Click SAVE when you are finished.
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Approving a Time Card

My Dashboard All My Profit Centers

.+ Check cach time entry

box to the left of each

WESTERN, ROCKY 999999999

hne . A Type Day Date  Status InTime Day Date  Status Out Time Brk+ Ded- JobClass Reg o.T. Dbl Total Cost  JobRate Notes Last Adj By Appri
+ Click SAVE wh R e T T E
C W en you [iNorm Tue 09/02/2025 Adj 8:00 AM Tue 09/02/2025 Adj 12:00PM 0 0 CREC-1010 Offic 4000 0.000 0.000 4.000 0.000 0.000 knm126
are ﬁniShed. ‘ %dd I View Accruals q ) )
[M Norm Tue 09/09/2025 Adj 8:00 AM Tue 09/09/2025 Adj 12:00PMO 0  CREC- 1010 Offic 4000 0.000 0.000 4.000 0.000  0.000 knm126
[M Norm wed 09/10/2025 Adj 8:00 AM Wed 09/10/2025 Adj 12:00PM 0 0 CREC-1010 Offic 4000 0.000 0.000 4.000 0.000 0.000 knm126
[V Norm wed 09/10/2025 Adj 2:00PM Wed 09/10/2025 Adj 4:00PM 0 0 CREC-1010 Offic 2000 0.000 0.000 2.000 0.000 0.000 knm126
[M JNorm Fri 09/12/2025 Adj 5:00PM Fri 09/12/2025 Adj 10:00PMO 0 CREC- 1010 Offic 5.000 0.000 0.000 5.000 0.000  0.000 knm126

o) st ©® 5 2 (Gus)eay

For additional options, hover the mouse pointer over the record selector.
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Reporting Options

*  From the Dashboard click on - e

SRS 2P A AR D) oy et co A Sl et S o e el R et 0~ ST =

My Dashboard All My Profit Centers

W

« 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
errofs.

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.

Western Illinois

University

Reports Time Cards Schedules Attendance Time Off Approvals Employees Profit Center/Period Dates Log Oft

Actual vs Schedule Active Lists Labor Cost Tardy Employee Events Breaks Payroll Schecule

Total Hours Reports
Period:05/10/2019

Auto Clocked Out Report
Daily Time Card Report
Detail Weekly Time Card Report

Detail Weekly w/Actual Time Card Rpt

m Actual vs Schedule  Active Lists  LaboeCost Tardy  Employes Evesss  Broshs Payrall Scheduiu

Please Provide the Repoét Parametefs for Detail Weekly Time Card Report Ponait

Report Format Ganerate POF Report v
From Date 0172072019
To Date 012672019
Sebimit Report Request Cancal Report Request

.



Reporting Options

* The next screen will show TimePro
Processing Request and - B e T w—_—
the report will appear in a
new window. Be sure that
your internet browser is

not blocking pop-ups.

m Actusl wy Schedule Actwe Livts Labor Cont Tty Evplopes Everen Hroaks Parpsclt Schedule

¢c} Processing Request
=g e §e § § B

The report will open in another window
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Detail Weekly Time Card Report

Crystal Lake Parks AN My Proft Cantars From:- OS/042019 To: OS10/2019
— Detad by Homw Geoup
Job Class Dy Pascin PaidOut Lem TL -l Reg oT TIsG» Other Other §
BORGES, MADISON A 1024
Conc Staf¥ BONC Sun OSO518 1 00 PW OSOS19 615 PM 525
Sun sS25
Totals for Week Encing: 081102019 535
R l“’ l.'lngA ~ 7%’ N Prior . R.g b' - Vw’ E 00-7 “’ '-A ‘7
ITTI0AS 10047 Conc: St BONC 528
COSTELLO, EMMA C 1555
Conc Staff BONC Sat 0S04/1% 800 AM OS0OW1e 315 PV T.25
Sa 7.25
Conc Staff BONC Sun OS0S/19 745 AM OS0S19 200 PM 625
Sun 625
Totals for Week Ending: 0S10/201% 1350
Tips Sering Getp Prioe Reg or oot Other Other
129104510047 Cone Stat BONC 1350
DAY, BRAYDEN L 17To
Conc Saff MAUN S 0S04/9% 800 AM OS0W1e 100 PM 5.00
Sat 500
Totals for Week Ending: 0S/102019 500
< Tips  Seing ‘Geip Prioe meg or Dot Othver Others
121101590047 Conc Sl MAUN s 00
FEUCHT, SKYLAR E 2740
Conc St BONC Sat OS/04/18 2 45 P CSOW1S 84S PV e 00
Sat 6.00
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Scheduling

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

[imelro My Dashbaard All My Profd Centers

PG Reports  TmeCards Schecduies  Attendance  Time Off Approwals  Proft CerterPeriod Dates  Log Off

SRS Ao Clock Outscd Time O Requests: 0 TimeCardlssues @ Sxceplions: 0 Eventsc 8 Custom®  MamagerLog: 0

Filer records: Summary View: [N Show 10 v eniries
A Job o Status
Sdex Nama T —— = In Date ——— In Out Lunch Howrs Hired Date Prone Emad 8irth Date
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Scheduling

1. Select Profit Centers you wish to Schedule by

clicking on the drop arrow key under
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.

Western Illinois
University

Schedule Selection Profit Center

Select the schedule view sortorder.

By Group, Employee Name -
Select Schedule Date

04)14/2019 -—

Select the groups to schedule. Hold down the ctrl key to
select multipe items.

-—

Begin Scheduling <+ Utilities \ Cancel




Scheduling - Set Default Times

e To SEt-Up Schedule ff'l:(e,duleSelection Profit Center

DefaUIt Times’ ClICk S;‘Ioctthoschoduloviowsonordcr. | SChedU|e Utilities
on the Utilities

By Group, Employee Name
button and then click
on Schedule ouaz0ns

Default Times. <Schedule Default Times>

Create New Schedule

Select Schedule Date Schedule Jobs

Transfer Groups to Schedule

Copy Schedule

Select the groups to schedule, HoldBown the ctrl key to
select multipe it

Delete Schedule

Cancel

Begin Scheduling Utilities Cancel
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S C h e d u | i n TimePro® Schedule View and Edit for Week Ending On: 04/14/2019
e 4B 49 410 41 412 413 414 Hous Hous

1. You can enter the schedule by :j:am Sfam ; | SRR
. .. 3 :00pm | ‘ 0.00 0.00
either clicking once in the TOP cell
of the day/date and type in the i st
start time and click directly below sl s
to enter the StOp time OR by PT Buffalo Grove - Orthohealth Clinical 8:00 AM - 5:00 PM 0.00 0.00
clicking once in the TOP cell of the 10:00 AM - 6:00 PM
date and selecting a AL U
pre_determined Time Selection PT California - Orthohealth Clinical Dir 0.00 0.00
from the list (default Time
Selections) Tamillo, Jacob 0.00 0.00
a. Scheduling Default Times PT Common - Orthohealth Cnical Direct ’
was covered on the previous
screen. Barnick, Jeremy 0.00 0.00
2. Once you have finished entering PT Highland Park - Cinical Indirect S e
your schedules, click Save at the
bottom left of your screen. Gy Sy aa o
PT Highland Park - Orthohealth Clinical 0.00 0.00
Kulzak-Taylor, Donna 0.00 0.00
 Hide Slobs | | Print Budget | | Save, Searcl B — Close |

\
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Scheduling - Schedule Time Assignments

« Click on the drop arrow
key below the Schedule
Times Assignments and
tO the r|ght Of SeleCtJOb Schedule Times Assignments
ClaSS. ia - Orthohealth Clinical Dir

- Alist of your iy
available job clases Sciiariiie Times Assiguments so0am  500pm

will appear. Click on o L

the job class you wish -] E—
to enter default e i
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 Ay s
available Job Classes.

Apply Cancel

'w Western Illinois
University




Scheduling - Transfer Groups to Schedule

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

Schedule Jobs

Create New Schedule

@r Groups to Scth

Copy Schedule

Delete Schedule

Cancel
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Schedullng Transfer Groups to Schedule

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

Click on the Transfer button.

Western Illinois
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Schedule Group Transfer
Group Name Selecred
IBJi1
18111
1BJI13
18J116
18J117
1BJI2
B4
IBJIS
IBJI7
IBJIs
IBJIS

— Transfer To:

Tronsfer From:

o April 2019 [ » ] o April 2019
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr
s
21 [ 21]
Transfer Cancel

Sa
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