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A. Introduction

Web Time Entry is the new time keeping method for students and temporary hourly employees at SRSU.  Approvers will be responsible for submitting and approving student hours worked every pay period.  Once the all Approvers have approved the student’s hours, they will then be processed by Payroll.  
Before a time sheet will appear in Web Time Entry for the employee, the student/temporary hourly employee must complete all of the appropriate employment forms in the Human Resources office and the department must submit a student authorization form for the job to be set up.  

It is the sole responsibility of the Approver to maintain accurate representation of hours worked.  If hours are not submitted on time, they will not be processed by Payroll for that pay period.  Hours submitted late will require that a paper timesheet be submitted and manual entry by the Payroll Department and will not be processed until the next pay date, thereby causing the employee’s paycheck to be delayed until the next pay date.  
Definitions of Time Sheet Period Status’:
Not Started - 


The student has not viewed or entered hours
for this pay period.
In Progress - 


The student has viewed or entered hours, but

have not submitted the hours.
Pending - 


The student has submitted hours and awaiting

approval from the approver.
Approved -


Approver has approved the hours.
Completed - 


The hours have been extracted into the payroll

process.
Return for Correction - 
The approver found an error/incorrect hours entered

on the time sheet. Student needs to make changes

and submit again.
Error - 
Your job may have changed.  You can try to click on “Changes Hours” or “Submit”, then click on “Delete” to restart the timesheet.  If this does not fix the error then you will need to contact the Payroll Administrator.
B. Web Time Entry Instructions

1. Logging On

a. From the “MY SRSU” drop down click “LoboOnLine (Banner Self Service)” 
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b. Click “Login”   
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c. Enter User ID and Pin. (User ID “A” must always be capitalized)  Your first password will be six numbers.  If your password has not been set up you may call the Human Resources office at 432-837-8058 and request that we set your password up.   
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d. Click on “Employee”.
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e. Click on “Time Sheet”
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f. If you are the Approver, make your “My Choice” selection “Approve or Acknowledge Time” as “Self” and click “Select”.  If you are acting as a “Proxy”, select your name from the drop down menu at “Act as Proxy:” and click “Select”.  
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2. Approver Selection
a.  Select the appropriate department you wish to approve time for and “My Choice” of sort.  Click “Select”
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b. Comments can be made by the approver by clicking on the “Comments” under “Other Information”.  Comments can be made “Confidential” or “Not Confidential”   
c. The approver may check the “Approve or FYI” box, or “Return for Correction” to the student or previous approver,  or Change Time Record.  If the time sheet is incorrect, Human Resources recommends, the time sheet be returned to the student for correction so the student can electronically certify the time sheet.  According to Sul Ross State University Policy and Procedure, students must physically sign or electronically sign time sheets certifying the time as being correct. 

d. If there is more than one student listed for the department, the approver may choose “Select All, Approve or FYI.
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e. When all desired actions have been taken, click on the “Save”.  
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f.  Notice one record has been “Approved/Acknowledge”
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g.  You may access the “Approver Selection” screen by clicking the “Change Selection” button.  
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h. You are back at the “Approver Selection” and may choose other departments you are an authorized approver if necessary.  Repeat steps 2a-2f.  
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· You can also look at each student individually.

a. On the “Department Summary” page, approvers will be able to see all timesheets that have been submitted for approval. Select the student you wish to review by clicking on the student’s name.
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b. On the “Employee Detail” approvers can see the status of the student’s time sheet and who the time sheet is currently awaiting approval from.    
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c. Approver can “Approve”, “Return for Correction”, or “Add Comment”.
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2.  Comments on Time Sheets
a. The Approver may choose to make “Comments” on the student’s time sheet.  Comments can be accessed by clicking the “Comments” button the “Department Summary” page.   
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b.  To add comments “Click” on the “Add Comment” button on the “Employee Detail” page.  
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c.  Make comments in the “Enter or Edit Comment” area.  Notice a check box for “Confidential Indicator”.  If the check box is not mark the comment will be seen by the student, the approver, and all approvers in the queue as well as by payroll. If the box is clicked, the approver making the comment will be the only individual who will be able to view the comment.  Click “Save” when the comment has been completed.  Click “Previous Menu” to get back to the employee’s time sheet.  
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Select “Previous Menu”
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d.  On the “Employee Detail” approvers can see the status of the student’s time sheet and the queue the time sheet is currently awaiting approval from.    The approver can “Approve” the time sheet, or “Return for Correction” to the student.  
[image: image21.png]O"@‘ 2 it slros-disbu-101 sulrosseduS007 T5TU bl 2 ~ B © || P Pandora ntemet Radio - Listen..| (=) Suloss roduction - Forms S| [ Inbos - sdmeentire@gmailco.. | & Employes Detil =
X @ Convert v [)Select

4aBbCcl | AaBb( | AaBbCcl | 4aBbCel AaBbcel| AaBb(| AaBbCel | 4aBbCcl
T Normal

P it u £ Emphasis || Heading 1 swong | subtie e[| No spac. [ sustie em. Title: SF9978-00 Athletic Adm Student WS Transaction Status: Pending N
dizboad 2 Previous Menu || Approve || Return for Correction || change Record || Delete || Add comment
Comments | Routing Queue | Account Distribution
Time Sheet
[Earnings [Shift|Special[Total [Total|Wednesday,[Thursday , [Saturday ,[Sunday ,|Monday ,[Tuesday ,|Wednesday,[Thursday ,[Friday ,[Saturday ,|[Sunday |Monday ,[Tuesday ,|Wednesday,|
IRate |Hours|Units|Jan 01, jan 02, l1an 04, [Jan 05, |Jan 06, [Jan 07, |Jan 08, an 09, [Jan 10,|Jan 11, [Jan 12, [Jan 13, [Jan 14, [Jan 15,
2014 2014 2014~ Do1a ' |2014 ~ |2014 '~ |po1a 2014~ o014 '[2014 ' |po1a” 2014|2014 |po1a
Student |1
& Onthe “Employes Detal” spproves can seethe sttus ofthe studen’ ime sheet and the e the ime sheetis Staus 50 5 10 13 4 4 4 4 4
curceny waing approval from. The spprovescan “Approve” the e sheet, or “Retum fo Comecion” fo the lPayment
sudent. [Total Hours:
A 50 5 10 13 4 4 4 4 4

= [Total Units:

T T o
Comments

T Date Made by [Confidential [Comments

— an 16, 2014 10:18 am [Bobby S Mesker o [Make your comment here and press "Save"
[an 16, 2014 10:08 am [Bobby S Mesker Ino [Time Sheet Returned
Dan 14, 2014 04:15 pm [Maile Jean Hoyt Ino [Make your comment and click "Save”
[an 14, 2014 04:01 pm [Maile Jean Hoyt [no [Time Sheet Returned

Routing Queue

et e P — Name Baxioniamdlite
[ ‘ Maile Jean Hoyt Originated Jan 14, 2014 03:20 pm
e e (o) Lo ) e Maile Jean Hoyt ‘Submitted Jan 14, 2014 04:21 pm
Bobby S Mesker Pending Jan 16, 2014 10:08 am

Account Distribution Default Data
[Pay Period Effective Date [Percent _[index _[Fund [Organization [Account __[program

[Dec 16, 2013 272230 |121410 7014 EY RES
100.00)

[Location [Project Type [Cost Type

Previous Menu || Approve || Return for Correction || Change Record || Delete || Add Comment v





13

