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This manual is designed to accompany the Time Stamp Student and Temporary
Employee’s computer based training located at:
http://www.unc.edu/finance/payroll/tim/tim_training.html
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http://www.unc.edu/finance/payroll/tim/tim_training.html

Accessing 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> D—

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.
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» 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.

* 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

) Kronos WORKFORCE CENTRAL(R) - Mozilla Firefox
File Edit ‘iew History  Bookmarks  Tools  Help

i; - c X o mhttps:,I’J‘unctimdev.unc.edu,l’wfc,l’logon ﬁ '| |'|G00gle ;:‘|

Most Visited ’ Getting Started |5 | Latest Headlines |3 Customize Links |j Free Hotmail e Suggested Sites |j ‘Web Slice Gallery |j ‘Windows Marketplace |j ‘Windows Media |j ‘Windows

WORKFORCE CENTRAL” vorsion s

LOG ON

User Hame

OWYEM -

Password

Dong unctimdey.unc.edu (4
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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 Time Stamp Window

After you log on to TIM, the initial window appears. This window is customized to reflect
the different roles at UNC-Chapel Hill.

This screen contains your name, PID, and the date and time. The time you see will be
recorded when you click on “Record Timestamp”. This may differ from what you see on
your computer clock or your watch. TIM uses the atomic clock, which is the official time
used by TIM and Human Resources.

" Navigation Bar "

| MY INFORMATION v

Transfer hours
TIME STAMP Hame & 1D [Smith, Sam L 313714341 worked to a pOSitiOﬂ
when employees
cfres
Prnts 3 work more than one
Friday, J 26, 2009 i
s:[::'s:ym (l:;rlll:T _05:00) Eastern Time / JO b.
Transfers -
Check Mark
[¥] Log off after stamping <+ WI" Iog Off
after recording
time.

Unchecked
remain in TIM
to perform
more
functions.
Click to record
time in or out.
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Time Stamp Screen Definitions

Area Description

Navigation Bar Located on the top of the work area, the
Navigation Bar contains 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.
Workspace Located in the middle of the page, the workspace

will display detailed information about the time
stamp, your time card and time period you are
currently viewing.

Transfer The initial screen defaults to your home
department. Use the drop down arrow to transfer
time worked to other departments you have been
assigned to work.

Log off after When this box is checked, TIM will log you off
stamping immediately after stamping. When this box is
unchecked, you have the option to use all of the
features you have access to, i.e. time card,
reports, help.
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Recording Time

Recording Time Only

TIM automatically assumes that you will be working for your home department. There is
no need to use the Transfer option unless your hours worked should be assigned to a

different department.

You must record a time stamp for your start of work, start of lunch break, end of lunch
break and end of work for each work day.

1. Log on to TIM using your ONYEN and Password.

TIME STAMP Hame & ID [Smith, Sam L 913714941

Friday, June 26, 2009
8:38AM (GMT -05:00) Eastern Time

Transfers -

Log off after stamping

[ Record Time Stamp ]

2. Click button.

If the “Log off after stamping” box is checked, TIM will immediately return you to the
Internet Browser after you click the Record Time Stamp button.

Then use the Red X BHE to close the Browser Window.

Time Stamp Student and Temporary Employees Page 8




Working Multiple Jobs

When you work for a department other than your home department, or work special

events, you must transfer the hours you are recording time for before you stamp your IN
PUNCH at the start of your shift.

1. Log onto TIM using your ONYEN and Password.
2. Click the down arrow in the Transfer text box.

Transfers -

UNC-CHLabor Statistic/Ben Franklin1111100 - |

—

i ] ] ﬂ
Search.. AR5

3. Select one of the departments from the Search drop down list
OR

Click Search

1 TIM will recall the last 4 entries in the Search drop down list.

Search brings to the Select Transfer Screen
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B2 Sclect Transfer

*As of date | 52672003 | GoTo |

El UNC-CH 6/26/2007 - Forever
& Exercise Sport Science 6/26/2007 - Forever
# Labor Statistic 67262007 - Forever

Each Department and Supervisor you have been assigned is located in the Job section

of the Select Transfer window.

4. Click

to open up the list.

B Select Transfer

Job

*As of date | £/2652009 - GoTo

-

[ UNC-CH 672672007 - Forever
[5 Exercise Sport Science 6/26/2007 - Forever
= John Hampton 6/25/2009 - Forever

D 1111184 67252009 - Forever

[ Labor Statistic 672672007 - Forever
Y @ BenFranklin 67262007 - Forever
= Thomas Jefferson 62672007 - Forever

(11111121 672672007 - Forever

5. Click the box '

record time.
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Select Transfer

Job
*As of date | £/26/2003 | GoTo

|5 UNC-CH 6/26/2007 - Forever
= Exercise Sport Science 6/26/2007 - Forever

= =
1111184 6/25/2009 - Forever

= Labor Statistic 6/26/2007 - Forever
# Ben Franklin 6/26/2007 - Forever
[ Thomas Jefferson 6/26/2007 - Forever

[[]1111121 6/26/2007 - Forever

6. Click | m' to close the Select Transfer Window.
7. Click to record your time for this position.

Select Transfer only before the In time stamp.

If your position is not shown in the list of Jobs report this to your Manager
or Department TIM Administrator immediately. Failure to properly record time
to your positions can result in lost or no pay.

Confirmation of Time Stamp

TIME STAMP

Name & 1D Smith, Sam L | [s13714341

Print Screan =

Recorded Time  8:50AM (GMT -05:00) Eastern Time

Job Labor Statistic/Ben Franklin1111100
Labor Statistic/Ben Franklin/Other Student Assistant
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Viewing Your Time Card

Students and Temps may view their timecard anytime. You will be able to view hours
worked and any transfers you have made. You can view any time period you chose.
However, you cannot make any edits to the timecard. Edits to the timecard can only be
made by your Manager or TIM Administrator.

To review your timecard after Time Stamping:
1. Log on to TIM using your ONYEN and Password.

2. Click (] Log off after stamping ' to deselect the check box.

3. Click to record your time.

By deselecting the Log
Off after stamping
option you will remain
in TIM to view your
KRONOS' S| time card.

MY INFORMATION

4, Click My Timecard on the Navigation Bar.

“TIME STAMP

Hame & ID Smith, Sam L 213714941

Refresh

Friday, June 26, 2009
9:38AM (GMT -05:00) Eastern Time

Transfers -

[ Log off after stamping

Record Time Stamp

It is not necessary to record your time in order to access My Timecard. You may
select My Timecard at any time to review your time record.
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Understanding the Time Card

Name & PID

MY INFORMATION -

Time Period defaults to

MY TIMECARD X
Current Pay Period

Hame & 1D Smith, Sam L 913714341
Loaded: 10:1TAM

Time Period [Currert Pay Period ¥

ETTH | Actions ¥ A Is ¥ € t~ Approvals * Reports ¥
L | Dae in | Transfer [ o | b | Transfer | Out | Shift | Dady | Curmdative

B B8 monerz B.02AM ¥ | 12.08PM - 41 -

B Mon 6122 12:42PM v 4STPM - 42 |83 |83

a Tue 623 215PM ..~CHiLabor Statistic/Ben Franklinf1111100 «  7.12PM Missed Punch - 48 |48 [132

Wed 724 1:15PM v-/ - 132

B Thu B25 - - 132

B Fri 6126 B49AM ..& Sport SciencedJohn Hampton /1111184 v 9:50AM | 9504M | . StafisticBen Franklinf1111100 v 1:15PM | 44 44 176

[ x| Sat 627 - - 176

Sun 628 - - 176

B Mon 629 - - 176

B Tue 630 - - 1786 =

B vwed 701 - - 176

B Thas 702 - - 1786 -
Timecard TOTALS & SCHEDULE | ACCRUALS | AUDITS
Tabs Al o Date | StariTme | EndTme | : Employee’s

Mon 6/22 B00AM s00PM B

work

4 Paycode Amount | |, Tve 5 schedile
111100 | Regular 83 |2 Wed 624
D03292/300855920/000/000000/0§0000/1111184 | | Regular 93 Thu 8725

» Accourt
009991 /3093997 77/000,000000/0

Fri 6026
Sat 6127

|\

The Totals Section of the Timecard calculates all hours by Position. The hours here are
sent to payroll for processing. Check your totals regularly during the pay period to
ensure all of you hours are shown with the correct position number. Report any
inaccuracies to your manager as soon as possible.

This Timecard shows a missing Timestamp for the out punch on Wednesday June 24,
you should report your out time to your manager or TIM Administrator immediately for
correction.

WARNING: Failure to Record all hours worked in your time card will result in
reduced or no pay.
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To view your timecard during a period other than the Current Pay Period:

Click the down arrow in the Time Period drop down list.

Name & ID  [Smith, Sam L | lo13714841
Time Period |Current Pay Period | >
I Previous Pay Period —
¥ Reports ¥ |Current Pay Period
= ] Next Pay Period
Today
Yesterday
Week to Date
3en Franklin/1111Last Week
6/26/2009, Specific Date
6/26/2009 - 6/26/2009, Range of Dates

Logging Off

When you are finished reviewing your timecard, you can log off.

5. Click in the upper right hand corner of the TIM Window.

Ele Edt Yiew History Bookmarks Iooks Help

6 - @ 30 o B 70 repsitunctindey une.eduwefapplcationsfsuitensv/navigation.do 77 -] [Gl]scode P

(8] Most wisited ¥ Getting Started 1 Latest Headines | | Customize Links | | Free Hotmail € Suggested Sites | | web Slice Gallery | | wintiows Marketplace | ] windows Media | ] windows

KRONOS'

MY INFORMATION -

MY TIMECARD
Hame & 1D [Srith, Sem L | [m3r14041 |
Loaded: 10:17AM
Time Period [Currert Pay Feriod -
BET | Actions ¥ Accruals ¥ Comment > Approvals ¥ Reports v
Dete .. .. In Trensfer out In Transfer out | shift | Daity Cumulative
B/ 8| Monsiz2 5:024M - 12.06PM - 41 -
B B | mon sizz 1242PM - | 5TPM - 42 |83 |83
BB Tuesiza 215FH .~CHILakor Statistic/Ben Frankind 111100 + | 7:12FM - 43 |48 [132
B B weds2a 1:15Pm - - 132
[ ] Thu 6125 - - 132
B |8 |Fisos 5.498M & Sport Sciencetlohn Hampton/111184  w :50AM | 9:50AM | . StatisticBen Frankind 111100 w 1:15FM |44 |44 176
[ ] St BI2T - - 178
B B | sunems - - 175
[ ] Mon E/29 - - 178
[ ] Tue 6130 - - 176 —
BB | wed 701 - - 176
[ ] Thu 7102 - - 176 -]
TOTALS & SCHEDULE | ACCRUALS AUDITS
Dale Start Time End Time Pay Code Amourt
Al d Mon 6122 8004 s00pM @ -
Accourt ‘ Pay Code Amaurnt ) Tue B:23 j
02951 09080777 000000000/000000H 111100 | | Regular B3 1 Wi 624
MN3232/AN0B55320000000000000000¢ 111184 || Regular az Thu B/25
FriB/26
Sat BI27 id

Then Close the Browser Using the Red X
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Approving Your Timecard

Timecard Approval is required at the close of each Pay Period. Your department will
issue a deadline for you to complete the approval process.

Always check that you are in the correct Time Period before approving.

NHame & ID  [Smith, Sam L 913714941

Time Period |Currert Pay Period v

Review all of your time entries at the time of your last entry for the current pay period
and then approve your timecard.

] Once you have approved your timecard, only your manager can make changes
to it.

1. Log on to TIM using your ONYEN and Password.
2. Click My Timecard on the Navigation Bar.

MY INFORMATION
Time Stamp

My Timecard <

TIME STAMP My Reparts Name &ID Smith, Sam L 213714340

Friday, June 26, 2009
9:38AM (GMT -05:00) Eastern Time

Transfers -

[ Log off after stamping

Record Time Stamp

3. Review your timecard to make sure that the timecard reflects all of the hours
worked.
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1 Notify your manager immediately if the total number of hours worked is not
correct.

4. Select Approve from the Approvals menu.

KRONOS

MY INFORMATION «

MY TIMECARD

Name &1D  'Smith, Sam L la13714941 I
Loaded: 11:01AM - . |
iod [Currert Pay Period -]
| Actions ¥ Accruals ¥ Commeft ¥ [ Approvals I Report) *
[ Date PayCode |  Anjpunt| Spprove | Transter out in | Tre
|E B Mone2 | L | 8:028M ) ~ | 12:08Pm |
B B vonsz2 | 12.42PM - | 457FM
| g | |

5. Click Log Off | in the upper right hand corner of the TIM Window.

Time Stamp Student and Temporary Employees Page 16




Running a Report

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

1. Log on to TIM using your ONYEN and Password.
2. Click My Reports on the Navigation Bar.

KRONOS

MY INFORMATION

Time Stamp
My Timecard

MY TIMECARD
Loaded: 11:05AM [prms]

Name &ID  (Smith, SamL 913714941 |

Time Period |Current Pay Pericd v]

PayCods | Amot | m | Tenstr | o4 | b | Tnser | o
| ‘B02AM | > 1206PM | [ -
| v 4STPM |

* Accruals * Comment ¥ Approvals * Reports ¥
|

1242PM |

Or from your Timecard

fle Edt View Hgtory Bookmorks Tooks Help
e o+ @ 0 e B repsitpunctiondew unc.edujwfc spplications/suenavnavigation.do

[ Most visited P Getting Started 51| Latest Headlines | | Customize Links | | Free Hotmai %2 Suggested Sites | | Web Shce Gallery

KRONOS

MY INFORMATION W

MY TIMECARD
Mame & ID  [Smith, Sam L 913714341

Loaded: 11:03AM  eskichnsl Yo
4 Time Period |Current Pa)\Period -

|m | Actions ¥ Accruals ¥ Comment ¥ Approvals ~ [ Reports

.| | pae | PaycCode | Amount | i | TweDAS® |} ow | | Transts
B B | mon 622 | | | 8:02aM | -

3. Click on Reports Menu then select Time Detail
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4. Select Report by Clicking on the Name

MY INFORMATION

MY REFORTS lame 81D [Smih,Senl  |[piszigsal |

Available Reports

| Schedule Time Detail
|

| Time Detail

Description

Displays detailed cata about an employee's punches, duration and pay code edits. Summary data displays for the employee
totaling fime and money by labor level and pay code (excluding combined) and then just by pay code (separately listing

As of

Current Pay Pericd -
Previous Pay Pericd

Current Pay Period

INext Pay Period

Previous Schedule Period

Current Schedule Period

INext Schedule Period

Today

Yesterday

‘Week to Date

Lazt Week

62612009, Specific Date

6/26/2009 - 6/26/2009, Range of Dates

5. Chose Time Period from List

6. Click
: )
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2 Kronos WORKFORCE CENTRAL(R) - Mozilla Firefox
Bile Edt Y¥iew History Bookmarks Tools Help

e ¥ c b 4 {at _! https: ffunctimdev. unc.edufwfc/applications/suitenav/navigation.do

[&] Most visited P Getting Started 3\ | Latest Headlines | | Customize Links | | Free Hotmail @ Suggested Sites | | Web Slice Gz

KRONOS
MY INFORMATION +
TIME DETAIL
Time Period: Current Pay Period Printed: 6/26/2009

Dates: 6/22/2009 - 7/05/2009

Mame: Smith, Sam L ID: 913714941 Pay Rule: STUDENT
Primary Account(s): 512512009 - forever 000000001/003292/900855920/000,000000/000000/1111184
In Out AdjiEnt Totaled Cum. Tot.
Date  Apply To In Punich Exc Out Punch Exc (F)amt At AT bt Absence
Mon 6122 8:028M 12:06PM 41
Mon 6122 12:42PM 4:57PM 42 83
Tue 6/23 215PM TA2PM 49 132
Organization/UNC-CHiLabor Statistic/Ben Franklin/1111100
Wed 6/24 1:15PM MO 00 132
Thu 6/25 132
Fri 626 B:4948M 9:50AM
Exercise Sport Sciencellohn Hampton/1111184
Fri 6126 9:504M 1:15PM 44 176
Labor Statistic/Ben Frankiin/1111100
Sat 627 176
Sun 6/28 176
Mon 6/29 176
Tue 6/30 176
Wed 7101 176
Thu 7102 176
Fri 703 178
Sat 7104 1786
Sun 705 176
Totals 0.00 00 176 1786

To Print the Report Select File Print or Printer Icon
) Kronos WORKFORCE CENTRAL(R) - Mozilla FirefolRige]sgl =l (OV V1= @/ (=1 V R
Edit  Wiew History  Bookmarks Tools  Help
%:x \Tﬁ:;dow Et::? - You can copy the report to a word document using
| the Print Screen Key and Paste in Word to keep a

Open Location...  Ctrl4L )
OpenFie..  Coiep [T o Latest Headines BE copy Saved on your Desktop.
Close Chrl

Sawe Page As..  Ckrls INFORMATION +
Save Frame As...
Send Link...

Page Setup...
Prink Preview
[ Print... Ctrl+p ]

Import..

work Offline
Exit ID: 913714941
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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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