
Understanding & Leveraging TLM

In this session, we’ll cover some of the common issues users experience with TLM and provide 
steps and strategies to resolve them.
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Holiday Setup

▪ Holiday day vs Special Day

The special day is treated exactly like a 
holiday except that the qualification 
rules can be changed. Note that this 
setting can later be changed at the pay 
group level.

▪ Creating new Holiday Calendar

Configurations > Rules > Holiday 

Settings >> New Holiday Group 



Holiday Setup

After Entering ‘Holiday Group 
Name’, click Save. This allows you 
to Set Dates.



Holiday Setup
-Adding dates to calendar – should do 
this as end of year process



Holiday Setup
-Adding dates to calendar – should do this as 
end of year process



Holiday Setup
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end of year process



Holiday Setup
-Adding dates to calendar – should do this as 
end of year process



Holiday Setup
-Where holiday calendars can be utilized in 
rules



Holiday Setup
-Where holiday calendars can be utilized in 
rules



Holiday Setup
Holidays can be used referenced in premium 
rules



Holiday Setup
Holidays can be used referenced in overtime 
rules



Pay Calendar Setup

How to setup a new pay calendar

Configurations > Rules > Pay Calendar >> New Pay Calendar



Pay Calendar Setup

Select a Unique ID and Description.

Specify the days that are to be 

considered weekend days.

Specify the calendar type:

- Weekly

- Biweekly

- Monthly

- Semi-Monthly

- Custom

After hitting Save, the 

Calendar Periods tab 

becomes available. 

Select the needed 

Calendar Year and hit 

build. Be sure to save 

after the build 

completes.



Pay Calendar Setup

How to setup a new pay calendar

Select the needed 

Calendar Year and hit 

build. 

Be sure to save after the 

build completes.

Additional years can be 

built out by changing the 

calendar year in the 

drop down and selecting 

build, saving between 

builds.



Pay Calendar Setup

How to setup a Custom Calendar

The Calendar 

Periods tab has no 

Build button.

The options for 

Custom calendar is 

limited to the Pay 

Calendar Start Day.



Pay Calendar Setup

How to setup a Custom Calendar

The Calendar 

Periods tab has no 

Build button.

Dates cannot 

overlap or create 

gaps.

Click Add Row to 

add the needed 

rows.

Fill in the Start Date, 

End Date and Pay 

Date for each of the 

pay periods.



Payroll Tab Operations

How to generate a payroll file

▪ Payroll Tab 

o 1500

o 1500

Check the box to the left of the pay group(s) 

you want to generate the file for.

Make sure the From Date and To Date show 

the correct pay period you want to generate 

the file for

If you need to change this, click the set 

period button, pick any date within the 

period, click OK



Payroll Tab Operations

How to generate a payroll file

You can also change the pay period by 

clicking the gray three dots button in the 

Select column to the far right.



Payroll Tab Operations

How to generate a payroll file

Always leave Skip Recalculation checked. If 

you do need to recalculate time cards, follow 

the How to globally recalculate time 

cards article, then start from the beginning of 

this article.

A global re-calc should always be done before 

running payroll.

Check Generate File

Click Run



Payroll Tab Operations

How to generate a payroll file

The payroll interface window will pop up.

Click RUN PAYROLL EXPORT

Save the file.



Payroll Tab Operations

Close pay period.

Optional: Click Process Unapproved Time 

Cards if the system is configured for 

approvals and you want to ignore the 

approval status when closing payroll. By 

default, the payroll cannot be closed if the 

system is configured for approvals unless all 

time cards for the selected pay 

groups/hierarchies have been approved. 

Enabling this feature overrides the default 

and closes payroll with unapproved time 

cards.

If a time card is not approved, the data for 

that time card is still included in the payroll

Clicking the Payroll tab always defaults to the Close Payroll page

Click to place a check mark next to Close Payroll

Select the pay groups for which you want to close a pay period. To select all pay groups, click the check box in the 
header row. 

To specify the pay period you want to close, click Set Period and in the pop-up calendar choose the pay period, and 
then click OK.

Click Run



Payroll Tab Operations
Closed payroll periods can be re-opened for editing

Click the Payroll tab > Open Payroll

Check off the Pay Group(s) you would like to re-open by checking the box to the left of the pay group ID

- Optional: Select specific employee(s)

Click the three dots ... button in the Select column to choose the Year and Period you would like to re-open (far right). Repeat choosing the pay 
period for each pay group if you checked off more than one

Double check that the From Date and To Date show the pay period you wantto re-open for all the pay groups chosen

Click Save



Supervisor Leave Request - Mobile

▪ Ensure that the Supervisor Security Role has 

Use Mobile enabled as well as Leave Request 

permissions under ‘Supervisor Permissions’.



Supervisor Leave Request - Mobile

▪ When logged into Mobile as a supervisor 

with the Leave Request Permission 

enabled, the Supervisor Menu item is 

available.

▪ A list of Employee Leave Requests can be 

shown by List View or Week view

▪ Clicking on the arrow on the leave 

request will provide a Leave Request 

Details screen with additional 

information.



Supervisor Leave Request - Mobile

▪ Single or multiple requests can be selected

▪ After selecting Approve or Deny, a prompt is 

provided

▪ Upcoming features will allow Delete and 

Supervisor Comments



Password Reset

While logged in as a Supervisor or Administrator with the correct permissions

Profiles > Select Employee > Access Tab
For the employee's password to be reset in T&A, Allow Web Login 

must be ticked.

Clicking into the Password box will clear out the field and allow a 

new password to be set. Be sure to Save prior to closing.

When viewing the Password field, it will always show six dots. This 

does not mean that there are six characters.



Password Reset

Changing password through Preferences

When the Change Employee Password option is set in Security 

Roles, a user is able to change their own password.



Password Reset

Changing password through Preferences

Click on 

Preferences in 

the upper right 

corner, next to 

the Log Off link.

On the General tab of 

Preferences, there is an 

option to Change 

Password.

With this method, it is 

necessary that the user 

know their current 

password in order to set 

a new one.



IP Restrictions

IP restrictions can be setup and applied to Security Roles within Time & Attendance

Configurations > Administration > IP Restrictions

There can be multiple ranges per 

restriction.

Select Add Restriction and provide a 

descriptive name.

Select Add Range and provide a 

descriptive name and IP address or IP 

address range for the restriction.



IP Restrictions

Once a restriction is setup, it can be 
applied to a Security Role.

Configurations > Administration > 

Security Roles

Once this is saved, the employees who 

have the Security Role of Employee will 

have the IP restriction Setup in April.



Insert punch when crossing days
For example, an employee’s work period is 11:00 pm Wednesday to 7:00 am Thursday. 

Enter the In and Out punches on 
Wednesday.

Double-click the Out punch and change 
the punch date to Thursday’s date on 
the calendar pop-up.

Note: the Punch Editor window can be 
opened by right clicking on any of the 
punch cells.



Access the Support Portal
Support Portal URL: https://Support.Asuresoftware.com 
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Access the Support Portal
Support Portal URL: https://Support.Asuresoftware.com 



Q & A



Time & Attendance moving forward

Kiosk Time Clock & AsureIRIS

T&A Asure Identity Management

Separate Punch Buttons

Consolidate Reporting Tools

T&A Employee Portal



Resources 

& Contact Us

(401) 885-4401

Robert.Gryta@asuresoftware.com

Support Portal URL: 

https://Support.Asuresoftware.com



Thank You! 
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