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The upgraded Time Information 
Management  (TIM) system is easier for 
you to use.  It works more smoothly with 
all browsers. 

The upgraded version requires fewer clicks 
and displays the most important 
information on the main screen.

What’s changing?

You will be able to see the Record Time 
Stamp button and your timecard on the 
same screen.  After recording a timestamp, 

click the Refresh button on the top of the 
screen to see the time on your timecard.

Recording Timestamps

Remember: You will need to record a timestamp at the start and end of 
each shift worked as well as when leaving and returning from a meal break.

TIM Upgrade:  SHRA –
Student and Temporary Employees



Transferring to a Secondary Position

If you hold more than one SHRA position 
with the University and need to record a 
timestamp for your secondary position, 
you first need to make sure that the 
secondary position is displayed in the 
Transfer field.  To transfer to a secondary 
position and record a timestamp:

1) Click the Transfer dropdown and click 
Search.

2) In the Select Transfer menu, click the 
dropdown arrow and click Select 
location(s).

6) Click on the position number to 
highlight it and then click the arrow that 
points right to move the selected position 
number to the box on the right side.

4) In the new window, click the plus sign 
next to the department your position is 
assigned to.  

Result: This opens a new row.

5) Then click the plus sign next to the 
manager that your position reports to.  

Result: This opens a new row.

8) Click the Select button in the bottom 
right corner to finalize the transfer.

9) Click OK.

10) Now the secondary position is 
displayed in the Transfer field, you can 
record a timestamp.

Important: You should never transfer to 
a secondary position when recording a 
timestamp out. 



You will still approve your timecard at the 
end of each pay period.  After verifying 

your hours, click Approve Timecard to 
approve your timecard. 

Approving Your Timecard

Remember: Once you’ve approved your timecard, you cannot make any changes 
to that pay period.

Manager Changes

A grey triangle in the top right of a cell 
shows that a change to your timecard was 
made by your manager or TIM 

Administrator.  For example, if you’re out 
sick, your manager can enter the sick time. 
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