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B. Instructions
    1.  Logging On

    2.  Selecting Position/Pay Period

    3. Entering Time

    4. Submitting Time

    5. Certifying Time

    6. Entering Second Position

    7. Approvers Returning Time Sheet for Approval
A. Introduction
Web Time Entry is the new time keeping method for students at SRSU. Students will be responsible for entering and submitting their hours worked every pay period. Next, the supervisor will be responsible for approving the hours worked. After the supervisor has approved the hours, they will then be processed by Payroll.  
Before a time sheet will appear in Web Time Entry for the student, the student 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 solely the responsibility of the student to enter and maintain an accurate representation of the 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 manual timesheet and entry entry and will not be processed until the next payroll, thereby causing the student’s paycheck to be delayed.

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/leaves.
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 “Quick Links” 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 setup.   
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d. Click on “Employee”.
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e. Click on “Time Sheet”
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2. Selection Position and Pay Period
A page with all available positions for entry will appear. This is the Position Selection Page.

a.  Choose the position for which you will be entering time.

b.  Select the correct pay period in the pull down menu and click on “Time Sheet”.
[image: image7.png]-

ssbui-101 sulross.edu9007/TSTU/bwpkt O ~ B GI P Pandors Interet Radio-Listen..| = Suloss Producton - Forms Ser.| 1 Inbos - sdmcentire@gmalco.. | = Time sheetSelction <

©) @ v

ﬁ :;:‘py 4aBbCcl| AaBb( | AaBbCcl | AaBbCcl AaBbCcI| AaBb(| AaBbCcl| 4aBbCcl =
o s Emprasis | Heading1 | Thomal | Stong || subtitie | Tt | THoSpaci.|SubtieEm.. I_ III I_ r7]
obo e v

Ll Employee

Personal Information Student

Search Go
SITEMAP HELP EXIT

Time Sheet Selection

Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

2. Selection Position and Pay Period
A page with all available positions for entry will appear. This is the Position Selection Page
a.Choose the position for which you will be entering time. Title and Department My Choice Pay Period and Status
b._Select the correct pay period in the pull down menu and click on Select.

Sep 16, 2013 to Oct 15, 2013 Completed ¥

Education Student WS, SF9963-00
Education, 120840

3. Entering Time Athletic Adm Student WS, SF9978-00 O Nov 16, 2013 to Dec 15, 2013 Completed v
a The Time Sheet Page will be displayed. On the “Student Status Payment” line click 3 “Enter Hours™ in Athletics Administration, 130301
PE Student WS, SF9992-00 o Apr 16, 2013 to May 15, 2013 Completed v/

25 increments under date where you want to enter time.
Physical Education, 120860

Time Sheet
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3. Entering Time
a. The Time Sheet Page will be displayed.  On the “Student Status Payment” line click “Enter Hours” under the date worked.
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Search Go
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o — - - — Time and Leave Reporting
Sroceso T

Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet
Title and Number: Athletic Adm Student WS -~ SF9978-00
Department and Number: Athletics Administration -- 130301
Time Sheet Period: Jan 16, 2013 to Feb 15, 2013
Submit By Date: Feb 19, 2013 by 11:59 PM
[Earning [Shift_[Default [fotal [Total [Wednesday [Thursday [Friday [Saturday [Sunday Monday [Fuesday
L S M B Hi. Ee S M Hours or Units __|Hours |Units [Jan 16,2013 |Jan 17,2013 [Jan 18,2013 [Dan 19,2013 [Jan 20,2013 [an21,2013  |3an 22,2013
. [Student Staus Payment 0
. . . . o 12 Enter Hours| Enter Hours| Enter Hours| 4 Enter Hours Enter Hours Enter Hours
S . : [Fotal Hours:
—— 12 9 o 9 4 9 9 9
::":viv.‘t‘.;.wm [Total Uni
. . 9 9 o 9 9 9 9 9
. ITyou work the same mumber of hours on multiple days you can use fhe "Copy Hours”. Clicking on
this button will take you to the Copy Page. Use the criteria options on that page to indicate the days you =
want to copy time to. Do ot select the day you are copying from. The system will remove the hours BositioniSelactionyy (RCommentzy) (NEcevien)) (Aiiex:

from the originating day if it s selected. Submitted for Approval By: You on Feb 08, 2013

Approved By: Janice Moss on Feb 15, 2013
Kay Whitley on Feb 18, 2013

Waiting for Approval From
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b.  Enter hours for each date worked and click save.  To navigate to see additional days in the month other than what is displayed, click “Next”.  
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than what is displayed, click “Next SITEMAP  HELP EXIT

1f you work the same number of hours on multiple days you can use the "Copy Hours”. Clicking on i i
this button will take ou to the Copy Page. Use the criteria options on that page to indicate the days you Time and Leave Reporting
want to copy time to. Do ot select the day you are copying from. The system will remove the hours
from the originating day if itis selected.

Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet
Title and Number: Athletic Adm Student WS -- SF9978-00
Department and Number: Athletics Administration -- 130301
O Time Sheet Period: Dec 16, 2013 to Jan 15, 2014

Submit By Dat:

Jan 17, 2014 by 11:59 PM
Student Staus Payment
Jan 01, 2014

1
save | [ Copy || Account Distribution
[Earning [Shift [Default [Total [Total |Wednesday  [Thursday [Friday [Saturday [Sunday [Monday [Tuesday
Hours or Units __|Hours |Units [Jan 01,2014 [)an 02,2014 _ [Jan 03,2014 _ [)an 04,2014 _ [Jan 05,2014 _ |Jan 06,2014 _[Jan 07, 2014
[Student Staus Payment 1
o 0 Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours|
[Total Hours:
0 o o o 0 o o 0
[Total Units:
o o o o 0 o o 0
Position Selection || Comments | [ Preview ][ Submit for Approval | Restart || Next

Submitted for Approval By:
ESTC Approved By:

(RSPl W aiting for Approval From:





c.  If you work the same number of hours on multiple days you can use the ”Copy Hours”.  Clicking on this button will take you to the Copy Page. Use the criteria options on that page to indicate the days you want to copy time to.  Do not select the day you are copying from. The system will remove the hours from the originating day if it is selected.
[image: image10.png](=B &
—

)| © bt slros-disbu101 suross ecs 007/ 15T/t O ~ B © | P | Pandorantemet Radio - Listn..| (=) Suloss Production - Forms S| 14 Inbox- sdmeentre@gmailcow. | & Time and Leave Reporing | | n oA

[P dcw = x @ Convert v [ Select
e =05 AaBbCel| AaBb(| AaBbCcl | 4aBbCcl AaBbCcl| AaBb(| AaBbCel | AaBbCcl
paste T Normal

"' Format Painter u 22 Emphasis | Heading 1

I.uhumnl.me v PR

-ig -

e bt o 5. Personal Information Student Employee
b, Enter hours for each date worked and click save. To navigate 1o see additional days in the month other Search Go
than what is displayed, click “Next SITEMAP  HELP EXIT

1f you work the same number of hours on multiple days you can use the "Copy Hours”. Clicking on i i
this button will take ou to the Copy Page. Use the criteria options on that page to indicate the days you Time and Leave Reporting
want to copy time to. Do ot select the day you are copying from. The system will remove the hours
from the originating day if itis selected.

Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet
Title and Number: Athletic Adm Student WS -- SF9978-00
Department and Number: Athletics Administration -- 130301
O Time Sheet Period: Dec 16, 2013 to Jan 15, 2014

Submit By Dat:

Jan 17, 2014 by 11:59 PM
Student Staus Payment
Jan 01, 2014

1
save | [ Copy || Account Distribution
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Position Selection || Comments | [ Preview ][ Submit for Approval | Restart || Next

Submitted for Approval By:
ESTC Approved By:

(RSPl W aiting for Approval From:





Click on each day you want to copy the number of hours and click on “Copy” to save when are finished.
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d.  Click on “Time Sheet” 
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e. Before Submitting for Approval You Can:

f.1. Add comments for your Supervisor for any particular date.
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f.2. Make comments and click “Save” 
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f.1.a.  After saving your comments click “Previous Menu” 
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f.   Preview
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4.  Submitting Time 
After all time entries have been made “Submit for Approval”.
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X - B = Time Sheet
Time and Leave Reportng I Title and Number: Athletic Adm Student WS -- SF9978-00
. Department and Number: Athletics Administration -- 130301
. Time Sheet Period: Dec 16, 2013 to Jan 15, 2014
R s Submit By Dat Jan 17, 2014 by 11:59 PM

Student Staus Payment
Jan 04, 2014

——— 1
Bl OIS o A o S R T S S 4
save | [ Copy || Account Distribution
i [Earning [shift [Default [Total [Total |Wednesday [Thursday [Friday [saturday [Sunday Monday [Tuesday
s Hours or Units___|Hours |units |Jan 01,2014 _ [Jan 02,2014 |Jan 03,2014 _ [Jan 04,2014 _ [Jan 05,2014 _ [Jan 06,2014 [an 07, 2014
Tt oo [Student Staus Payment 1
oo o 50) 5| 19 15 4 4 Enter Hours| Enter Hours|
—_— — e [Total Hours:
5. Certifying Time 50 5| 19 15 4 4 o 0
1. Time is certified by your electronic signature using your ( Personal Identification Number) PIN'
e [Total Units:
S o o o o o o o o
ae—
Position Selection || Comments | [ Preview ][ Submit for Approval | Restart || Next

Submitted for Approval By:
o M § Approved By:
ERERRSYVYM  waiting for Approval From





5.  Certifying Time

1.  Time is certified by your electronic signature using your ( Personal Identification Number) PIN
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5. Certifying Time Search =
1. Time s certified by your electronic signature using your ( Personal Identification Number) PIN SITEMAP HELP EXIT
2. Verify the time sheet has been approved. The student will be able o see who has approved  the Certification
time sheet and who the time sheet is waiting for approval from throughout the process.
Ice

that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my 1D and PIN.

Enter your PIN and select Submit if you agree with the previous statement. Otherwise, select Exit and your time transaction will not be submitted for approval. You will be redirected to the User Logout web
page.

PIN:

O Submit

RELEASE: 8.9
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2. Verify the time sheet has been approved.  The student will be able to see who has approved the time sheet and who the time sheet is waiting for approval from throughout the process.  
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2. Verify the time sheet has been approved. The student will be able to see who has approved  the Search Go

time sheet and who the time sheet is waiting for approval from throughout the process. SITEMAP HELP EXIT

Time and Leave Reporting

6. Entering a Second Position
For Students with Two or More Positions repeat Steps 2 & 3 each position

Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.
you have submitted time for approval malke sure you check back frequently until your timesheet

eriod Status” is approved otherwise it may not be submitted for payment to payroll. /i Your time sheet was submitted successfully.
turning Time Sheet for Approval Time Sheet
e e e st bk e et o comection. s s o meor e Title and Number: Athletic Adm Student WS -- SF9978-00
il the tme < comp pprovl process. Department and Number: Athletics Administration -- 130301
Time Sheet Pe Dec 16, 2013 to Jan 15, 2014
Submit By Date Jan 17, 2014 by 11:59 PM
[Earning [Shift_[Default [fotal [Total [Wednesday [Thursday [Friday [Saturday [Sunday Monday [Fuesday
Hours or Units __|Hours |Units |Jan 01,2014 |Jan 02,2014 _ [Jan 03,2014 _ [Jan 04,2014 [3an 05,2014 [)an 06,2014 |Jan 07, 2014
[Student Staus Payment 0
o 5o E 19 15, 4 4 Enter Hours Enter Hours
[Fotal Hours:
50| E 19 15 4 4 9 9
[Fotal Units:
9 9 o 9 9 9 9 9
Position Selection || Comments || Preview | [ Next | [ Return Time
Submitted for Approval By: You on Jan 14, 2014
Approved By:
Waiting for Approval From: Bobby Mesker

RELEASE:
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6.  Entering a Second Position
For Students with Two or More Positions repeat Steps 2 & 3 each position.
After you have submitted time for approval make sure you check back frequently until your timesheet “Pay Period Status” is approved otherwise it may not be submitted for payment to payroll.
7.  Approvers  Returning Time Sheet for Approval
Supervisors/Approvers can return the time sheet back to the student for correction.  Students need to monitor the progress of their timesheet until the time sheet has completed the approval process.  
4

