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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 Al n Studento 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

l'ist of bar codes near t he,bypbiticglatthebaron t he
code and squeezing the trigger.

‘N

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 punchi thegkeypadio St udent o
enter task numb @orentrhbdittopunch AEO

Punching Out

When punching out, either for lunch or fortheday,p us h f Ou anidswipat t on
campusIDcard. When returning from lunch repeat HfAPuUnN«
above.



New Time Clock Template
Procedures are Reversed from Old Clock
Employee must first select their action, then swipe their card

— Welcome to CMU 1
=5 l
In In Work Special
Staff Student GScH Order Events
1 2 3
Holiday
Out OHHC Call Back Crew Worked
4 5 6
Lunch PP
Out/Return sP '"f}\;’vdg”‘ UE el
to Work VP
i 8 9
HS
Change CC 5
Service Hrs C MTG E Admin
UL
0
Punches considered as 'In' Punches
for Staff for Students
In In Student
Change Cost Center RG_CC Change Cost Center
QOutside Schedule OSCH Special Events (Used by UREC)
Outside Schedule on a Work Order OSCHWO University Events (Used by Univ Events)
Call Back CB Service Hours (Used by Res Life)
Holiday Earned HE

Punches considered as 'segment' punches and require a Return to Work punch,

another work order punch, or an out punch.

Lunch Out LN
Work Order RG
Crew CR
Crew on a Work Order CR
Meeting MTG
Personal PP
Sick SP
Vacation VP
Higher Class OHHC
Higher Class on a Work Order OHHC
Union Leave UL
Holiday Worked HS
Holiday Earned on Work Order HE

r\timekeeping\clocks\clock key pad for sign shop final
11/28/2008

In Student on a Work Order
Univ Events on a Work Order

RG
RG

Notes:

Change cost center has selections for
Iboth students and staff

OSCH, OHHC, Crew and Holiday
Worked all have selections for with or
without a work order.




Navigation
Logging On To TimeLink

Use the following procedure to log into TimeLink Enterprise. You must use Internet
Explorer to access Timelink. You 6 | | need your User I d and pass
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

CMU|wesez

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 Select if you want to change your password. S e eChdnging Your
Password Password (SEC107)0(for more information see page 11).

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

Note

e The first time you login, you will be asked to change your password.
e 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.
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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-Ouick Launch 2-Favories 4-Hide/Show Menu Tree)
/ 6-Window Tabs
M U\|wm;‘m — 5-Close All Tabs ] e
b E &
) Time and Labor

(1% waorkforce Scheduling

=l Staff Scheduling

3-Menu Tree

lad Reporting
S My User Account
[7] Customer Specific

1 Manage Person Schedule

Home

Help

\

@

\

7-Close Window Tab

1 - Quick Launch
2 - Favorites

3- Menu Tree

t Favo\(ites

Maintain Favorites

(¥ SCH\EDI

/@ Timecards

8-Transaction Name and Numbe

10-Logou

|

P-’ Exceptions

'\

Edit and Approve your employees’
timecards

Approve Timecards

Manage Timecards

Liz Schedule

Review time and attendance
exceptions that have been generated
Review Time Exceptions

‘ﬁ Reports

Review and edit TimeLink generated
employee schedules
Manage Person Schedule

Run standard TimeLink reports in
order to review time and attendance
related information

Schedule vs. Actual

4 - Hide/Show Menu Tree

5 - Close All Tabs

9-User Homepaae Options

6 - Window Tabs

7 - Close Window Tabs

8 - Transaction Name and Number

9 - User Homepage Options

10 - Logout




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

Home Help
=1
:f) Timecards ]—ﬂ Exceptions
Edit and Approve your employees’ Review time and attendance
timecards exceptions that have been generated
Approve Timecards Review Time Exceptions
Manage Timecards
2] Schedule Jlll Reports
Review and edit TimeLink generated Run standard TimeLink reports in
employee schedules order to review time and attendance
Maintain Person Schedule refated information
Schedul Actual
Unappr ecards
All Absence Time

TIME MANAGER HOME PAGE

Select This To Do This

¥) Timecards Edit and approve staff timecards.

" sehedule | Review and edit TimeLink generated staff schedules.

‘[ Exceptions | Review time exceptions.

". Reports Run standard TimeLink reports.




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.

File Actions Help
»  Pvevvalael
-
all v [fe] 1z240f34 W[
| | [ I I P -
WAUGHM, LONA D 00004034 01/13/05-01/256/08 0.00 0.00 0.00 u] 01/18/05
SCHULTZ, FLOYD L 00004397 01/13/05-01/26/08 0.00 0.00 0.00 u}
RECKER, KATHLEEN 00004615 01/13/08-01/26/08 0.00 0.00 0.00 u]
MACDONALD, LYDIA M 00004992 01/13/08-01/26/08 8.50 0.00 0.00 17 9 01/15/08
TURMER, MICOLE L 00005290 01f16/02-01/31/08 0.00 0.00 0.00 u] 01/15/08
ROOD, ROBERT D 00005868 01/13/08-01/26/08 0.00 0.00 0.00 u]
PERSON LIST SCREEN
When you click the Toggle Find Section icon -- -- the Find Section appears.
File Actions Help
2 I Pvvval e

Find Timecard

Person(s) Group
Timecard -
Period Special

Save Search

w

w special Period | This Wweek

all

Al v M« 1340f34 [
" || | lrorsl =\ o7 | pro ® leip © ooy © B -
VAUGHN, LONA 00004034 | 01/13/08-01/26/08 0.00 0.00 0.00 0 01/18/08
SCHULTZ, FLOYD L 00004397 | 01/13/08-01/26/08 0.00 0.00 0.00 0
RECKER, KATHLEEN 00004615 | 01/13/08-01/26/08 0.00 0.00 0.00 0
MACDONALD, LYDIA M 00004992 | 01/13/08-01/26/08 850 0.00 0.00 17/ @ 01/15/08
TURNER, NICOLE L 00005290 | 01/16/08-01/31/08 0.00 0.00 0.00 0 01/18/08
ROOD, ROBERT D 0000SEB6E | 01/13/08-01/26/08 0.00 0.00 0.00 i

-

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.




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. You 6 | | see the full

person |
Note
Donét conf use s e aTheprimargsoring Rerson Dauntbér.nlfgyou
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 o r  Ratadter)c
For example,to f Lukehs, Willamé6 you can uslen at wiid docagda,. | et 6s

flu*x © which sear chlds atdar ain ¢h et h wildcdrg indicatds arky
last name with this character string should be found. When you click apply, you would
see the following:

File Actions Help
3 | WP @ |
Find Timecard =
Person(s) Last Name |~ Lu*
Timecard : Special Period | This Weak v
Period Special b P
Save Search
-

2l v (] [w] 1-2 of 2 ] [m]

LUKEMS, WILLIAM E 00006342 01/13/08-01/26/08 0.00 0.00 0.00 ]

LUDWIG, MARWVIN & oooos7oe 01/13/08-01/26/02 2.00 0.00 0.00 2 H 01/22/08

WILDCARD SEARCH RESULTS

Youbve narrowed down your |ist

, but to get an e
characters, in this case,afi Ko .

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.

Fio Actions Help

H £ | @

User Id BILL

0Old Password

New Password

Confirm New Password

CHANGE PASSWORD SCREEN
2. Complete the fields as shown in the following table.
In ‘ Enter/Select/View
User Id Your User Id i your CMU Global ID (ex. smith1jj).
Old Password Your old password.
New Password | Your new password.
Confirm New Your new password again i this confirms that the hashed
Password password (masked by dots) you typed is the one you intended. If
there is a mismatch, youdll ge

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.

User Preferences Help

Hs | @ |
CALEMDAR_START_DAY 1
COLOR_SCHEME XP_SILVER
DATE_FORMAT MM/DD/YYYY
DURATION_FORMAT HH: MM
HOME_PAGE SYS117
LANGUAGE en
MA¥_WVALID_ID_WALUE_HELP_POPUP_WIDTH [300
MENU_DISPLAY _ON_OPEN SHOW_ICOMN_BAR_AND_MENU_TREE
SCHEDULE_VIEW_START_DAY 1
TIME_FORMAT HH: MM
WEEK_START_DAY 1

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 *** Pl EASE BE ADVI
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. Changethevalueinitemto t he setting youbd | i ke.

5. Click User Preferences\Save User Preference.

Setting Up AMy FavORTIONALsO (SYS140)

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 A Ma i

Use the following procedure to set up AMy Favor

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 & Add the selected transaction to your list of favorites.
Click >
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