
1 

 

 

 

 

 

Central Michigan University 

 

 

TIMELINK ENTERPRISE 6 

 

 

Student Supervisor Time & Attendance 
Guide 

 
 

Updated 2/18/2009 
 

Payroll/Travel Office 
774-3481



2 

 

Contents 
 

The Time Clock .............................................................................................................................................. 4 

Punching In ................................................................................................................................................ 4 
Punching Out ............................................................................................................................................. 4 

Navigation ..................................................................................................................................................... 6 

Logging On To TimeLink ............................................................................................................................ 6 
Getting Around Inside TimeLink................................................................................................................ 7 

Working With Home Pages ................................................................................................................... 8 

Using Search on Transaction Screens ................................................................................................... 9 

Clearing Out Search Criteria ................................................................................................................ 10 

Searching Using Wildcards .................................................................................................................. 10 

Closing the Find Section ...................................................................................................................... 10 

My User Account ......................................................................................................................................... 11 

Working with User Accounts................................................................................................................... 11 
Changing Your Password (SEC107) ..................................................................................................... 11 

Setting User Preferences (SEC133) ..................................................................................................... 12 

{ŜǘǘƛƴƎ ¦Ǉ άaȅ CŀǾƻǊƛǘŜǎέ ό{¸{мплύ - OPTIONAL................................................................................ 13 

Supervisor Responsibilities ......................................................................................................................... 15 

Timeline....................................................................................................................................................... 15 

Time and Labor ........................................................................................................................................... 15 

Timecards:  Reviewing and Editing (TA135) ............................................................................................ 15 
Reviewing a time record ..................................................................................................................... 15 

Reviewing Timecard Tab Information ................................................................................................. 17 

Adding or modifying a time record ..................................................................................................... 22 

Manipulating Time Records .................................................................................................................... 25 
Understanding Time Records .............................................................................................................. 25 

Merging Two Time Records ................................................................................................................ 26 

Dividing Time Records ......................................................................................................................... 27 

Decoupling (Splitting) Time Records ................................................................................................... 27 



3 

 

Removing Time Records ...................................................................................................................... 28 

Reviewing Time Exceptions (TA184) ....................................................................................................... 28 
To review time exceptions .................................................................................................................. 28 

Approving Timecards (TA185) ................................................................................................................. 30 
To approve timecards ......................................................................................................................... 30 

Viewing Approval Details .................................................................................................................... 31 

Reporting .................................................................................................................................................... 32 

Running a Report .................................................................................................................................... 32 
Hide the Group Tree ........................................................................................................................... 32 

Close the Search Window ................................................................................................................... 33 

Increase the View Size ........................................................................................................................ 34 

Using Search in Reports to Govern What Information Appears ......................................................... 34 

Using Search in Reports to Find Information in a Report ................................................................... 35 

Exporting a Report .............................................................................................................................. 35 

Printing a Report ................................................................................................................................. 36 

Available Reports .................................................................................................................................... 37 
Attachments ................................................................................................................................................ 38 

Time Codes .............................................................................................................................................. 38 
Exceptions ............................................................................................................................................... 40 
Glossary of Terms .................................................................................................................................... 41 

 



4 

 

The Time Clock 
   

There are over 60 time clocks in buildings across campus.  Each student should be 
instructed by their supervisor which clock to use and where it is located in the building.  
Students must have their campus ID card to punch into the clock, campus ID numbers 
cannot be entered by hand. 

Punching In 

   
1. Push ñIn Studentò button 

 
2. Swipe campus ID card through swipe slot at bottom of clock with magnetic strip 

down and top of card in slot. 
 

3. Clock will beep and prompt student to choose a task. 
 

4. Use the scan gun to scan the correct task bar code that is either included on a 
list of bar codes near the clock or on the studentôs key fob, by pointing at the bar 
code and squeezing the trigger. 

 
5. The student must punch in with a task code or the punch will not populate 

the time card and the student will not be paid. 
 

6. If the student does not have a task bar code available to scan, the task can be 
entered by hand after punching ñIn Studentò and swiping.  Use the key pad to 
enter task number and punch ñEò (for enter) button. 

 

Punching Out 

When punching out, either for lunch or for the day, push ñOutò button and swipe 
campus ID card.  When returning from lunch repeat ñPunching Inò instructions from 
above. 
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Navigation 

Logging On To TimeLink  

Use the following procedure to log into TimeLink Enterprise.  You must use Internet 
Explorer to access Timelink.  Youôll need your User Id and password provided by your 
system administrator. 

1. Go to the following website to launch TimeLink. http://tl-app/timelink/login   
2. Go to the following website to launch TimeLink Test. http://tl-dbtest/timelink/login 

 
TIMELINK LOGIN SCREEN 

3. Complete the fields as shown in the following table. 

In Enter/Select 

User Name The user name is your CMU Global ID. 

Password Your password.  You will not be able to see the characters as you 
type them (this is a security precaution). 

Change 
Password 

Select if you want to change your password.  See ñChanging Your 
Password (SEC107)ò (for more information see page 11). 

  

4. Click Login.  The TimeLink Menu Tree and your designated home page will appear. 

 Note 

 The first time you login, you will be asked to change your password.  

 After one hour of inactivity, you will be logged off the system. 

  

 TROUBLE LOGGING IN??? 

If you forget your password, click on Forgot your Password? located on the logon 
screen.  You need to enter your Email Address and User Name.  If they match what 
is in the system, you will receive an email with a temporary password immediately.  If 
you are still having trouble logging in, contact the CMU Helpdesk at 989-774-3662. 

When you are finished using Timelink, click Logout in the upper right hand corner.  

http://tl-app/timelink/login
http://tl-dbtest/timelink/login
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Getting Around Inside TimeLink 

TimeLink Enterprise has an easy-to-use, intuitive user interface.  This section describes 
how to use it. 

 

 

 

 

 

 

1 -  Quick Launch  

2 -  Favorites  

3 -  Menu Tree  

4 -  Hide/Show Menu Tree  

5 -  Close All Tabs  

6 -  Window Tabs  

7 -  Close Window Tabs  

8 -  Transaction Name and Number  

9 -  User Homepage Options  

10 -  Logout 

 

2-Favorites 

 

1-Quick Launch 4-Hide/Show Menu Tree 

5-Close All Tabs 

6-Window Tabs 

7-Close Window Tab 

8-Transaction Name and Number 10-Logout 

3-Menu Tree 

             9-User Homepage Options 
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Working With Home Pages 

The Time Manager Home Page contains links to time management functionality. 

 
TIME MANAGER HOME PAGE 

 

 

 

 

  

Select This To Do This 

 

Edit and approve staff timecards. 

 

Review and edit TimeLink generated staff schedules. 

 

Review time exceptions. 

 

Run standard TimeLink reports. 
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 Using Search on Transaction Screens 

Some TimeLink Enterprise screens contain long lists of information, and a 
search capability makes it easy to find the particular information you want to see. 

If you see the Toggle Find Section icon ( ), then the screen has the search capability 
available. Not all screens have the search capability. 

If you click the Toggle Find Section icon, you either open the Find section if it is closed, or 
you close it if it is opened. 

For example, from the TimeLink Menu Tree, if you select Time and Labor\Approve 
Timecards, the Timecards Screen appears. 

 
PERSON LIST SCREEN 

When you click the Toggle Find Section icon --  -- the Find Section appears. 

 
FIND SECTION VISIBLE ON PERSON LIST SCREEN 

The search capability will be different on each screen, giving you the options that are 
appropriate for that screen.  On the Timecard Screen, for example, you can search by 
Last Name, Person ID, or Group. 

If you search by Last Name, enter the last name you want to search for in the box to the 
right of the Person Search Dropdown box, then click Apply. 
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Tip 

If you frequently use one particular search, such as a search by a particular group, 
click Save Search, and that search will automatically run each time you access this 
screen. 

  
 

Tip 

If you are going to search using Person ID, you will need to enter the preceding 
zeroes or you will need to put an asterisk before the Person ID number. For example 
use 00012345 or *12345. 

 

Clearing Out Search Criteria 

If you perform a search by last name, and then you want to return to all persons, delete 
the text in the search box and click Apply.  Youôll see the full person list screen appear. 

 
Note 

Donôt confuse searching with sorting.  The primary sort is Person ID number.  If you 
want to sort by last name, click the sort icon  in the Person Name column header. 

  

Searching Using Wildcards 

You can search using a wildcard (the asterisk or ñ*ò character). 

For example, to find ñLukens, Williamò you can use a wildcard.  In this case, letôs use 
ñLu*ò which searches for the letters ñLò and ñUò and the asterisk wildcard indicates any 
last name with this character string should be found.  When you click apply, you would 
see the following: 

 
WILDCARD SEARCH RESULTS 

Youôve narrowed down your list, but to get an exact match, you need to enter more 
characters, in this case, a ñKò. 

Closing the Find Section 

To close the find section, click the Toggle Find Section icon -- . 
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My User Account 

Working with User Accounts 

Your user account controls your customized settings for working with TimeLink 
Enterprise. 

Changing Your Password (SEC107) 

Use the following procedure to change your password. 

1. From the TimeLink Menu Tree, select My User Account\Change 
Password.  The Change Password Screen appears. 

 
CHANGE PASSWORD SCREEN 

2. Complete the fields as shown in the following table. 

In Enter/Select/View 

User Id Your User Id ï your CMU Global ID (ex. smith1jj). 

Old Password Your old password. 

New Password Your new password. 

Confirm New 
Password 

Your new password again ï this confirms that the hashed 
password (masked by dots) you typed is the one you intended.  If 
there is a mismatch, youôll get an error message. 

  

3. Click File\Save. 

 
Note 

Passwords must be between 8 and 12 characters and need at least one letter and 
one number.  Passwords will expire every 90 days.  You are not able to reuse the 
last 5 passwords. 

 

*After 60 minutes of inactivity, you will be logged off. 
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Setting User Preferences (SEC133) 

Use the following procedure to set user preferences. 

1. From the TimeLink Menu Tree, select My User Account\Maintain 
Preferences.  The Maintain Preferences Screen appears. 

 
MAINTAIN PREFERENCES  SCREEN 

2. Make a selection from the following table. 

Select This  To Do This  

It is highly recommended that you leave the 
following items alone...  

CALENDAR_START-DAY 

DATE_FORMAT 

DURATION_FORMAT 

LANGUAGE 

MAX_VALID_ID_VALUE_HELP_POPUP_WIDTH 

MENU_DISPLAY_ON_OPEN 

SCHEDULE_VIEW_START_DAY 

TIME_FORMAT 

WEEK_START_DAY 

 

COLOR_SCHEME ***PLEASE BE ADVISEDéIt is 
recommended that you leave your 
color scheme as MS_SILVER.  
Some color schemes change the 
way that various fields appear. 

If you make changes to your color 
scheme, you must log off and log 
on again for the changes to take 
effect. 
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Select This  To Do This  

HOME_PAGE Change your home page to a 
different TimeLink transaction (e.g., 
from SYS117 to SYS123). 

You can only change your home 
page to a transaction to which you 
have access.   

        

4. Change the value in Item to the setting youôd like. 

5. Click User Preferences\Save User Preference. 

Setting Up ñMy Favoritesò (SYS140) - OPTIONAL 

My Favorites is an easily accessible list you can setup of your commonly used 
transaction screens.  You can access your Favorites faster than drilling through the Menu 
Tree.  You can also access Favorites from  ñMaintain Favoritesò on the homepage. 

Use the following procedure to set up ñMy Favoritesò. 

1. From the TimeLink Menu Tree, select My User Account/Maintain 
Favorites.  The Maintain Favorites Screen appears. 

 
MAINTAIN FAVORITES S CREEN 

2. Make a choice from the following table. 

��
Note 

You can only effectively work with a maximum of 10 favorites.  Although you may set 
more than ten transactions as favorites, you can only view the first ten. 

  

Select This  To Do This  

Click  >> Add all available transactions to your list of favorites. 

Select a Transaction & 
Click > 

Add the selected transaction to your list of favorites. 


