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Installing TIM

How to access TIM

For all employees (not TIM Administrators or Managers), an HTML (hon-Java) version
should be used.
To log in, open a supported web browser (Internet Explorer (IE) versions 7, 8 or 9 or
Mozilla Firefox version 4 or higher) and type http://unctim.unc.edu/employee in the
address bar. A log in page will appear. Take the following steps:

1. Type your ONYEN in the User Name field.

2. Type your ONYEN password in the Password field.

Workforce Central’ versions» —

LOG ON

User Name

Password

For detailed instructions, please refer to the HTML (non-Java) TIM User's Manuals,
located here: _http://finance.unc.edu/training/#tim_non_java.

For employees using other devices to access TIM, such as Badge Terminals or
TeleTime, please refer to those manuals, located here:
http://finance.unc.edul/training/#tim_emp_other.

Please Note-
* New hires will not be able to log into TIM until 24-48 hours after the new hire

action has been successfully completed in the HR System.

» Times in and out must be captured in TIM at the start and end of each shift
worked by Student, Temporary, and SPA Permanent Non-Exempt (set to
capture) Employees.
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* SPA Permanent Non-Exempt Employees (not set to capture) should enter their
times in and times out in their timecards in TIM on a daily basis to ensure
accuracy and completeness, under UNC audit standards. The times for each day
should reflect the actual time the employee started work and the actual time
when the employee stopped work. Actual times out and in for meal breaks should
be recorded daily as well. Please refer to the December 12, 2011, TIM Internal
Audit memo located on the TIM announcements webpage
[http://finance.unc.edu/controller/payroll-services/tim/tim-
announcements/page/4/].

Logging on to TIM

WORKFORCE CENTRAL" version.

LOG ON

User Hame

OWYEN - .

Password

Dong unctimdey.unc.edu ()

On the Workforce Central website, the User Name field should now have a flashing line.
You may want to bookmark this address before logging in, to avoid having to type it in
each time you use TIM.

1. Type your ONYEN in the User Name field.

2. Type your ONYEN password in the Password field

3. Click
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Navigating TIM

Identifying Elements of the Inbox Window

After you log on to TIM, the Inbox window appears. This window will display any
messages related to Time Off Notifications.

KRONOS'

GEMERAL MY INFORMATION

INBOX
Last Refreshed: 2:40 Ph

TASKS | MESSAGES |

From | Subject

| DatelTime Received

Status As of Date: | 6107/2009 E  categories

| Complete By Date Status

Current Location

Thiz table currertly contains no deta.

Reviewing Messages

| Messages

1. Click

to view a list of messages.

2. Double click the message you want to review.

KRONOS

GEMERAL

INBOX
Last Refreshed (T57 P

MY INFORMATION

81 | MESSAGES |

EPA Exempt Employees

From Subject Received
Fuller, Shaun Your Request for Time off THOTF/2009 2:54PK (GMT -05:00) Esstern Time
< Message
Double Click the
Row to open
Page 5




Viewing Your Time Card

Accessing your Timecard

Click the - on the My Information or General Tabs to see the options.

GEMERAL « MY INFORMATICN

GEMERAL - MY INFORMATION -

| My Timecard l

My Actions

My Reports
[l

Click My Timecard for access to your Time Card view.
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Identifying Parts of the Time Card

You may view your timecard whenever you wish. You will be able to view all of your
accrual balances. You can view any time period you chose. You will also be able to
make any edits to your timecard up until the time you approve your timecard. Once you
have approved your timecard only your Manager or TIM Administrator can make edits.

EPA employees do not report time worked however, they will need to report their leave
time by the department deadline each month.

Navigation Menu

[

Name & PID

KRONOS'

| GENERAL + | MY INFORMATION v

Time Period defaults to
Name 81D [Fuller, Shaun 900900905 Current Pay Period

Time Period |Currerrt Pay Period hd

MY TIMECARD
Loaded: 2:59PM

Actions ¥ Amount ¥ Accruals ¥ Approvals ¥ Reports ¥

Week starting: Mon 6/29 -
Used to Pay Code Man E/20 Tue 6730 Wied 701 Thu 7/02 Fri 703 St 704 Sun 705 Total
remove —p Hours Warked =
all data in
the row.

Week starting: Mon 7 /06
Pay Code han 7106 Tue 7107 Wed 7/08 Thu 7409 Fri7i0 St 7111 Sun 7TH2 Tatsl

[ ] Hours Wiorked v

eck starting: Mon 7/13
Used to Pay Code hdon 713 Tue 714 Wed 715 Thu 7HE Fri7H 7 Sat 75 Sun 7HE Total
add an a Hours Worked
additional Al
row. tte
TOTALS % SCHEDULE | ACCRUALS AUDITS

Accourt ‘ Pay Code Aot

Timecard
Tabs
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Timecard Screen Definitions

Navigation Menu | Located across the top section of the page, the
Navigation Bar contains menu links to all TIM
features you are authorized to access.

Header Located at the top of the page. The header
includes your name and PID.

Timecard The timecard workspace displays the following
information:

e Menu bar that contains selections for
performing timekeeping tasks

e Dalily time entry data, totals and cumulative
amounts

e Pay code terms and amounts of time
allotted to each pay code entry

Timecard Grid Insert Row - Used to | Delete Row - Used to
Icons add an additional row. | remove all data in the
row.
X

Timecard Tabs Timecard tabs display additional information about
how TIM tracks employee hours. The following
tabs always appear in the Timecard Tab section:

e Totals & Schedule

e Accruals

e Audits
The following additional tabs might appear if they
apply to the employee’s time data:

e Comments

e Moved Amounts

e Sign-offs & Approvals
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Reviewing Timecard Tabs

The timecard tabs provide detailed data about the employee’s transactions during ht

specified time period.

Totals and Schedules

pay codes and amounts.

MY TIMECARD
Loaded: 3:26PM

Hame & ID Fuller, Shaun

— This tab displays a summary of the employee’s leave hours, categorized by accounts,

S00800505

Time Period |Current Pay Period

Actions * Amount ¥ Accruals ¥ Approvals * Reports =
Week starting: Mon 6,/29
Fay Code fan 629 Tue 6i30 Wil 7101 Thu 702 Fri 703 Sat Fi0d =un 705
[ | Yacation - 50 5.0
5.0 5.0
Week starting: Mon 7 /06
Pay Code hon 706 Tue 7107 iWigd 705 Thu 709 Fri7Ho Sat 7M1 Sun T2
Sick 8.0
- <
TOTALS & SCHEDULE CCRUALS AUDITS
Accourt ‘ Pay Codde Aot
000000001 /03 03ERLTAI99000,000000/0000000F1 0000 Flexible Furlough Taken 10.0
000000001 /031 03EPAT £3335000/000000,000000F 1 0000 Sick 0]
000000001 /0031 03EPATAISS000,000000/0000000F1 0000 Wacation 16.0

The Totals Section sums all hours recorded in the timecard for the duration of the Time
Period selected. You can adjust your screen to show more of the time card or expand

the totals section using the | ¢ @ @ | Screen Adjustment Tool.

eee

The EPA Time Card is a monthly period. Current Pay Period displays the current month.
The Time Card is organized into 4 weekly sections starting on Monday and ending on

Sunday.

EPA Exempt Employees
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Accruals

This tab displays the employee’s current and projected accrual time, such as vacation
or sick. The balance shown in the Balance on Selected Date column reflects the date
selected in the timecard grid.

MY TIMECARD
Loaded: 3:26PM Hame & ID Fuller, Shaun 900500903 R B
Time Period [Current Pay Period -] + Projected Debits — The total
Actions ¥ Amount~ Accruals ¥ Approvals ¥ Reports v amount Of time scheduled to be
used (debited, or taken) from the
end of the visible pay period
T ———— through the Balance Projected
Pay Code Mon 73 Tue TH4 Wed THE Thu THE Fri 7H7 Through date.
exible 8.0 20
8.0 20
+ Projected Credits — The
R FP total amount of time scheduled to
TOTALS & SCHEDULE | ACCRUALS | AUDITS be granted (flxed grantS) from the
Accrual Profile EPA NF OTHER end of the visible pay period
Accrual ’ Ealance on Units Balance Projected Projected Projected through the Balance PrOJeCtEd
Cocls Selected Date Thiraugh Drehits Credits
Avvarded PTO oo Hour 13172009 oo oo Th roug h date :
Eonus oo Hour TiE1 2009 oo oo
Community Service...| 0.0 Howr 713102009 1] oo
Cammunity Service...| 0.0 Hour TIE 52009 ] oo
Community Service...| 0.0 Hour 132009 oo 0.0 oo oo J
Community Service...| 0.0 Hour 0372009 oo 0.0 oo oo
Flexible Furlough J... | 10.0 Hour 13172009 oo oo oo oo
Flexible Furlough L... | 0.0 Hour 1312009 on oo on oo ﬂ

_— The cell selected in the Time Card is 7/13

The Balance shown under the
Accrual Tab will be reflected as of
7/13 the selected date.

v' To Expand any column place the
cursor on the line between the
columns, wait for the double

Accrual Profile EPAMF OTHER H
arrow Click and drag to widen or
Accrual Balance on th |
Code Selected Date narrow the cofumn.
Anvarded PTO 0.0 .
v" To Sort any column click the header
Bonus 0.0 T

field, click again to reverse the sort.
Community Service... 0.0

Community Service...| 0.0

Community Service... 0.0

Community Service... 0.0
(| Flesdble Furlough J_ | 100 ]
Flexikle Furlough L... | 0.0

] Hours for Vacation and Sick accrue on the last day of each month.
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Audits

This tab lists all pay code edits performed on the timecard. Information on this tab
includes the user name of the person who made the edits, and the date and time of the
edit. Select Type of Edit drop down list to view the information.

TOTALS & SCHEDULE ACCRUALS  AUDITS

[ Type of Edit | All - ] Data Sources =3 All
Drate Titme Type Account Pay Code Armourit Wiork Fule Cwverride Commert Edlit Dste: Ediit Titne Llger Dozt
00152009 Add Pay Code “acation g0 FI072009 325PM (GM... | epaunctimd .. | Timed
2720039 Al Pay Code “acation g.0 072003 F23PM (GM... | epaunctimd... | Timeg
1072003 Al Pay Cocde Sick g.0 072003 F23PM (GM... | epaunctimd... | Timeg
THS2009 Al Pay Code Flexible Furlough Taken | 2.0 TAO7i2003 F23PM (GM.. | epaunctimd... | Timeg
TH452009 Aodd Pay Code Flexible Furlough Taken g.0 072009 F23PM (GM... | epaiunctimd... | Timeqg

. | o

This tab will display who made the change, date and time of the change and what was
changed. You will not be able to make edits to the screen. You can sort the information
displayed by clicking on any column header.

1. Click the Audits tab.
2. Select All in the Type of Edit drop down list

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Type of Edit | Select atype hd Data
Select atype
Drate: Al Lt

Punch [AddEditDelete)

Pay Code (AddEditDelete)
Hours Worked (AddEditiDelete)
Duration (AddEditiDelete)
Approvalzisign-offs

3. Options:
a. Widen the columns by placing the cursor on the line between the headers

4
until you see and dragging to the left or right.
b. Click on the column headers to sort the information.

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Type of Edit Al - Data Sources =2 Al
Date Time Type A Pay Code Aot Wio, Owerrich
T0/2009 Add Pay Code Wacation ]
Fio2i2009 Add Pay Code Wacation 50
7H0/2009 Add Pay Code Sick g0
THS2009 Add Pay Code Flexible Furlough Taken | 2.0
T 472009 Add Pay Code Flexible Furlough Taken | 5.0
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Entering Paid Leave Time

Your timecard displays one month at a time. You are responsible for recording all leave
taken. You should be approve your timecard by the department deadline each month
after you have reviewed the entries.

1. Open your timecard.
2. Select Vacation from the Pay Code drop down list or type the letter V.

MY TIMECARD
Loaded: §:23AM

Actions * Amount * Accruals *

Week starting: Mon 7 /13
Pary Code Mon T3
B Flexible Furlou... -

Week starting: Mon 7 /20
Pay Code hdan 7i20

B ‘\-’bcation -
Holiday ETO Take «
on-Call Time Off
Sick

Trawel Time Take
Week 5440 ation

SPAEX On Call P hon 7527
B Hours'Wiorked
Haurz wWiarked we ™ |

ol B

3. Type the number of vacation hours taken in the corresponding day/date cell.
Repeat this process for all leave taken, i.e. Sick, Bonus, Community Service.

Week starting: Mon 7 /20
Pay Code hdon 7120 Tue 7121
B wacation - 630

You may enter your time as hours and minutes separated by a colon (6:30 for 6
hours and 30 minutes) the system will convert the entry to tenths of hours, or you
can enter in hours and tenths (6.5 six and a half hours).

s ciok 22ed.

EPA Exempt Employees Page 12




Entering Multiple types of Leave

Week starting: Mon 9/07

Pay Code

hon S9a07

Tue 9405 |

oa

acation

n

Community Service Leawve Opt 2

sert Row |

Community Serv-Dizaster Recovery

|FTD

Community Service-Blood Donation
Community Service Leave Opt &

Accruag

Community Service Leave Opt B
Community Service-Organ Donation

A

Comp Time Taken

o~

Friuratinnal | pawve

4.0

4.0

DITS

TI

Units |

Balance Projected

T T

1. Use the Insert Row Icon to add an additional row to your time card.
2. Select the Pay Code from the List of Values.
3. Enter the number of hours on the corresponding date.

Week starting: Mon 9/07

Pay Code

b 207

Tue 905

0a
—+

aa
=t

Yacation

Cammunity Service Leave Opt A

4.0

k.0

g.0

4. Save the entry.
You may add as many rows as needed to complete the entry.
When you are finished reviewing your timecard, you can log off.

5. Click Log Off in the Upper Right Corner.

KRONOS'

INBOX

Lazt Refreshed

GEMERAL ~ MY INFORMATION -

1046 Abd

Log Off |

Log Off | Help

TASKS |

MESSAGES |

From

Subject

Status As of Date: | 5/05/2009 H  categories

DateiTime Received

Complets By Date

Status

Currert Location

Curtis, Kim

Time Off Maotification Emp Reguest Form - Yiolations

61572009 2:51 PM (GMT -05:00) Eastern Time

61572009

Active

Task List

EPA Exempt Employees
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Approving Your Timecard

At the time of your last entry for the pay period, you should approve your timecard. You
must approve your time card by your department’s deadline. By approving the timecard
you are indicating you agree with entries made. Once a timecard is approved, only a
TIM Administrator can change it.

Review all of your time entries at the time of your last entry for the current pay period
and then approve your timecard. If you approve your timecard after the pay period
closes (the first of the month) make sure you are in the correct time period before
approving.

] Once you have approved your timecard, only your Department TIM Administrator
can edit it.

1. Log on to TIM using your ONYEN and Password.
2. Click the arrow on the My Information Tab

| GENERAL ~ ' MY INFORMATION ~

My Timecard
My Actions
My Reports

[

3. Click My Timecard.
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4. Review your timecard to make sure that the timecard reflects all of the leave

taken.

] Confirm that you are in the correct Time Period
] Make sure all of your leave is entered for the month
'] Check the totals to verify the totals reflect the total leave hours taken

KRONOS

GEMERAL -

MY INFORMATION

MY TIMECARD
Hame & D [Fuller, Shaun | |aonaonsos |
Loaded: 10:51AM
[ Time Period [Currert Pay Period - ]
| Actions * Amount  Accruals ¥ Approvals ¥ Reports v
e e N\
Pay Code Mon Ef29 Tue B/30 Wyizd T Thu 7i02 Frif7 03 Sat 7i04 Sun 705 Total d
[ ] Yacation - 8.0 3.0 16.0
&0 8.0 16.0
J
Week starting: Mon 7/ 06
Pay Code Mon 706 Tue 707 Wyizd TS Thu 709 Fri 7H0 Sat 7M1 Sun M2 Tatal
[ ] Sick - 30 a0 _|
a0 &0
Week starting: Mon 7/ 13
Pay Code Mon TH3 Tue 7114 Wiied TH S Thu 7HE Fri 77 Sat THE Sun 7H9 Tatal
[ ] Flesible Furlou... = 3.0 20 100
G.0 20 100 d
TOTALS % SCHEDULE | ACCRUALS | AUDITS
Accourt Pay Code Armourit
0000000010031 03EPATA999,000,000000,000000:4F 1 0000 Flexible Furlough Taken 100
0000000010031 03EPAT A3299:000,000000,000000MF 1 0000 Sick g0
0000000010031 03EPAT A3299/000,000000,000000MF 1 0000 “acation 225

] Before you select Approve, be sure you are approving the correct pay period.

EPA Exempt Employees
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5. Select Approve from the Approvals menu. Log Tt |

KRONOS

GEMERAL ~ MY INFORMATION

MY TIMECARD
Hame & 1D [Fuler, Shaun | [anosnozns |
Loaded: 10:51AM
+irmaFeriod |Currerrt Pay Period A |
| Actions ¥ Amount ¥ Accnlals ¥ | Approvals Repoifts *
T e e e e Lpprove
| | Paycode | MonBi2g —rmrm:n:rl YWigd 701 | Thu 7102 | Fri 703 | Sat 7104 | zun7os |
B B | vacation - | \ ) 8.D| 8.D| | | |

Once you process the Approval you will see a new Tab at the bottom of your time card.

~
TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGM-OFFS, REQUESTS & APPROVALS

7

Action Taken | Select an action - |

Action Taken | Effective Date | Start Time | Amaunt | Reazon | Cammr
Timecard Approval by Employes | FiF 2009 | | | |

[~

6. Click Log Off in the upper right hand corner to exit TIM.
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Requesting Time Off

The Time Off Notification is a form you can complete to request Paid Time Off using
one of your available leave pay codes. You can complete the form up to 90 days in

advance of the date you want off. The form routes to your TIM Administrator for
processing

1. Log onto TIM using your ONYEN and Password.
2. Select My Information on the Navigation Bar and select My Actions.

GEMERAL - MY IMFORMATION -

My Titnecard
My Actions
My Repoarts

3. Click Time Off Notification.
4.

MY ACTIONS

Last Refreshed:10:19 AW

Refresh

Categories | Al

Actions

[ *  Time Off Matification ]
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5. Fill in all the appropriate text boxes. All fields marked with an “*’are required.

Time Off Balances (hours) as of today

Vacation Balance: 7.83
Sick Balance: 2.0
Comp Time Earned Balance: 0.0
Bonus Balance: 0.0

Community Service Opt A Balance: 0.0

Time Off Request

“ Request Type: | Yacation j
Furthest Eligible Request Date: 42912009

* Start Date: 19/02/2008 =l

* End Date: |9/05/2008 E=l
Message:

* Hours: * Specify Hours

Fill in only if Specify Hours is selected above

Hours Per Day: |B
Start Time: 9]
Day Type: f* Scheduled Days

Mexd Fi!eset| Cancel|

In the Specify Hours text box, type only the number of hours per day, not the total
number of hours you are planning to request.
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Mext
6. Click .

/= Time Off Request - Thank You - Windows Internet Exp... !E x

|g hktps: [ ikdas1 isis, unc.edufwkcKDWEFarmSerylet?id=6852 j %

Thank you for your TimeOff Request

Save & Close

[~

Save & Close |

7. Click

When your Department TIM Administrator processes the request, you will see it in your
timecard and recorded schedule.

To cancel your unprocessed request for future vacation time, you must complete the
Cancel Request option. After the Time Off Request is processed only your
Department TIM Administrator can remove the entry from your schedule. You
cannot complete a Cancel Time Off Request once it has been processed and
appears in your time card.

] You should check your Inbox on a regular basis.

Do not schedule time off with dates that cross over the Weekend. This will put 8
hours per day, including Saturday and Sunday, into the timecard.
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Running a Report

The “My Report” screen offers several options in a drop down box on your screen.

1. Log onto TIM using your ONYEN and Password.
2. Click the My Information Menu
3. Click My Reports on the Navigation Bar.

KRONOS'

GENERAL - MY INFORMATION -

by Tirmecard
My Actions

MY TIMECARD
I My Reparts | D |Fuller, Shaun
Approved: 11:11AM

Viewing the Accrual Balances and Projections Report

4. Click Accrual Balances and Projections to see a description of the selected
report.

GEMERAL ~ MY INFORMATION ~

MY REPORTS Hame & ID [Fuller, Shaun | [sonaonans
Reports
Accrual Balances and Projections Accrual Balances and Projections
Tire Detail
Description
Dizplays an emploves's current balances, projected future takingsidebits | projected future earningsfcredits, and projected
balances. Projections of future credits are calculated to the furthest planned taking date.
As of
TA0B/2009, Specific Date -

The next step is to determine what date you wish to view in the report.

5. Click the drop down arrow in As of:
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6. Click the drop down list in Date:
7. Select the Specific Date Option

As of
Current Pay Period -

Previous Pay Period
Current Pay Period
Mext Pay Period

Previous Schedule Period
Current Schedule Period
Mext Schedule Period

Today
Yesterday
Wieek to Date
Last Wyeek

62952009, Specific Date
52952008 - 672952009, Range of Dates

8. Select the date you wish to view and click on the calendar or type in the date.

*‘Date: G/29/2009 -

Java Applet Windaw

View Report

in the Specific Date window.

10.Click
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File Edit ‘iew History Bookmarks Tools Help
@ - c {at aﬂl https:ffunctimdey . unc.eduwfc/applications/suitenav/navigation.da ﬁ'? - ' ,-
Most Visited , Getting Started |51 | Latest Headlines |j Customize Links |j Free Hotmail @ Suggested Sites |j Web Slice Gallery |j Windows Marketplace |j ‘Windows Media |j Windows

KRCM)S‘ - S E Log Off | Chang
GEMERAL » MY GEMIES® TIMEKEEPING SCHEDULING MY INFORMATION
s
ACCRUAL BALANCES AND =
PROJECTIONS
& Selected: 6292009 Printed: 6/29/2009
Mame: Kostner, Sherry H ICx: 904227770
Accrual Code Accrual  Period Ending Furthest Projected Projected Projected Projected Balance wio
Type Balance Taking Date Takings Credits Balance Proj. Crecits:

Adlverse

Wigather Cond Il Hour 0.0 Gi29/2009 oo 0.0 0.0 o0

Expired

Adverse 0

Weather Cond I Hour -9.0 G/29/2009 oo 0o -5.0 -5.0

Owved

Adlverse

Weather Hours  Hour oo Br28/2009 oo oo oo 0o

Repaid

Awvarded PTO Haur oo 5/29/2009 oo oo oo oo

Bonus Haur 0.0 Gi29/2009 oo 0.0 0.0 o0

Cammunity

Service Leave Hour 240 52952003 oo oo 24.0 240

Ot A

Community

Service Leave Hour 36.0 Bf29/2009 oo ujin] 36.0 360

Opt B

Community w
=% - : TR 0

This report will match the Accruals totals section you looked at earlier on your timecard.

The hours earned each month for vacation and sick time, will be automatically
updated in TIM the last day of each month, based on the employee’s years of
service.

11.Click Return to take you back to the My Reports screen. This report is presorted
and cannot be edited.

Time Detail Report
Run using the same steps as above.

EPA Exempt Employees Page 22




In Conclusion

Contact your Department’s Technical Support Group or call 919-962-HELP (4357) if you
need assistance with accessing or logging into TIM.

Contact your Manager or TIM Administrator if you have questions about using TIM.
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