
 

Electronic Timecard User Guide 

1. Go on the internet using the Google Chrome Browser and enter: https://timecard.trilliumservice.com 
into the address bar.   

2. Enter your UserID and Password: 
a. Your first UserID will be your first initial and last name. For Example, John Doe would be jdoe 
b. The first password for everyone is trillium 

 

3. You will need to change your password right away to something personalized. 

 

4. The pay period is preset for you; to the current pay period.  Click on the date that is in blue, to enter 
your time worked for that date.  

a. Begin with Shift Begin time, select the start time and then the AM or PM for the start time. 
b. Repeat with the Shift End Time. Be sure to select AM or PM as appropriate.   

 

 

 



5. The Next Step is to select the Pay Code from the drop-down Menu: 

 

6. Then, select the Department you work in from the drop-down menu: 

 

7. Select End Entry to finish your Time Entry.  If you work more then one shift in a day continue with your 
next entry using Next Line Entry.  If you are in Community Living or an Administrative employee 
continue to repeat this process for each day worked. 

8. If you work in Family Services, Connections, or Works! continue with these instructions.   
Your process is slightly different as you will be adding your Client Service Record (CSR) to your entry as 
well. Once, you select your dept. it will come to a new screen where you select: 

a. The client you worked with from the drop-down menu 
b. The service type from the drop-down menu 
c. The hours worked from the drop-down menu. 
d. End Entry or Add another client for the same day when complete.  Repeat as necessary. 

 

9. When you are finished entering your time for the pay period enter submit timecard.   
10. For the first month you will also be filling out paper copies of your timecard and your CSR (if 

applicable).   
If you have any questions please email info@trilliumservice.com or call 218-722-5009. 

mailto:info@trilliumservice.com

