m CHICAGO STATE UNIVERSITY

Time Reporting
through
Web-time Entry
for
Non-Exempt Employees



Introduction

Web Time Entry
Self Service Web Time Entry is a web-based time entry system designed to
improve accuracy and eliminate loss or delays in paper processing of physical
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Logging On

You will access the Web Time Entry System two ways: (1) Through Cougar
Connect or (2) Web Time Entry portal. Both of these options are accessible from
any computer with access to the Internet. You will be issued a User Name and
Password to log on to the portal and your access and authorizations within the
Web Time Entry system will be driven by this sign-on. Because of the sensitive
nature of payroll information, you should not share your ID or password with
anyone. It is also important to log off of the system when you have finished.

Option 1: Access through Cougar Connect

1. Access the Cougar Connectfrom the CSU homepage:

Click Banner Self Service
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Option 2: Web Time Entry portal
1. Go CSU homepagédcsu.edu)then Quick Links, then HR/Jobs at CSU

C}IICAGO ST#FE Cougar Connect | A to Z | Campus Directory | Map & Directions

UNIVESRSITY \Quwck Links :|,H |Sa?f'{t_7-_

Eluicé Iénks _
W el 2 3
Jones Convocation Center i
ABOUTCSU ADMISSIONS ACADEMICS ADMINISTRATION Emergency Information [OUNDATIQUUBENII:

Fulfilling our
il iission through

Strat%oic Plan 2012-15

Llulc.\.

2. From the HR webpage click Payroll on the left, then Web-time Entry on the right

3. Log into Banner Self Servic e, you will need your UID and PIN

CHICAGO STATE [ JNIVERSITY

User Login

i Please enter your Usar ID (SSN or 9 digit accion

Tnitially, your PAC is your date of birth [l Py

The system will prampt you to change your BAC. You may use sy sic gy ©
i

s )
Wi

If you are expenencing problems logging on the system duning registration, please contact the HELP Desk at (773) 995-3963 or helpdeskibcsu.adu

User I0:

PIN:

[Login] [ ForZ;
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~~~~~ Notes
If you worked the same number of hours for multiple days you may “copy” that

time.

1. Click Enter Hours (a link under the dajavhere you want to enter time.
2. Click Copy

-

/

3. Copy by clickng box under the dateswhere you want time to appear

4. Click Copy
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5. To return to your time sheet, click Time Sheet
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P Be sure to set your printer bo landscape “sfore printng the

Jane Doe
Extra-Help/Clerical, XH0214-10

Time Sheet

Earning Shift Total  Total Sunday, Menday, Tuesday, Wednesday, Thursday , Friday, Saturday, sundlu._;"_j SNAE., ruesday, "i*‘&, = ,"' O
Code o urﬂ;'. ru:'x/‘ 4o,

Hours Units May 16, May 17, May 18, May 19,
2010 2010 2010 2010
Regular (el 1 5 5 1.5
Lump Sum &
T,

“np)

Total Unils: L]

Frevious Meny |

SITEMAD WELE EXIT

Bursar, 0214

= nay"ea, " ndy o, “ g
010 _ 2010 2010 2010 2010 2000 2010
N 75

Hay 20, May 21, May 22, Mayls
2010 010 2010 2010 2010

RELEASE: 7.3

7. Upon verifying time worked during the pay period, click Previous Menu

8. Submit your time sheet for approval, by clicking Submit for Approval

(CHICAGO STATE NI

et by
SUNGARD MOAEE EDUCATION

Time Sheet

\!': Ta hey X

Time Sheat

Title and Number:
Department and Number:
Time: Sheel Period:
Submit By Date:

Earning:
Date:
Shift:

Haurs:

[Save] [Copy

Earning

Regular (inc Lumg Sum & Tema)
May I3, 2010
1

Account Distribation

Shift Default Total Total Sunday Monday Tuesday Wedne Thursday Friday ay
Howrs or Unils  Hours Units May 23, 2010 Moy 24, 2010 May 25,2010 May 26, 2010 Moy 27, 2010 May 28,2010 May 29, 2010

e
Requiar "M”r-'v'n&‘iER;‘ 1 0 375

Tolal Howrs:

s

|__Possion Selection | |_Comme
Submitted for ApprovatSy:
Approved By:

Walting for Approval From:

RELEASE: %7
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SITEMAR MELP BUIT

Lnx@{'; W T erical - X10214-10
Bursar - 0714

Mary 16, 2010 to ¥
Jure 1, 2010 by 123

Enter Hours Entrr Hours: 75 Enter Hours 75 Enter Hours Ertrr Hours:
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9. After submitting time sheet approval, you must certify the information is true
and accurate. Enter your PIN

CHICAGO STATE [JNIVERSITY

Personal Information

Search Go

SITE MAP  HELP EXIT

Certification

In accordance with the Tlinoisit nd Empgloves - ‘HUCS Act. each epolovee s reauired fo r #Fart time and attendance.
pote = R 1 -
Exempt emplyg e aes
I certify that tnisis 3 true ana ac z - 1 X & z A
met my obligation of working a flexinie averd PEK 3§ SET TOrEN In My aNNUal WOrk Pian (ACademic Supeiy = 5
Unit C), or that I have fulfilled my obligation Enter your gnment of duties (faculty). - .
| 4-digit PIN
PIN: =
i and click
5ub5'|_i‘t | “Submit" -

Parsomal Infacs it —
— 1 W
Search Ga| BITE MAR  WELP EXLT

TimamllT 0 et

X 1o begin, chek a link under the date where you want b enter time, Chck NEXT/PHEVIOUS button for mese dates within the period.

& Your time sheel was submitted successfully.

Time Sheat

Title and Number: Extra-Hel 2l - B - XHO214-10
Department and Number: Bursar - paga e
Time Sheel Period; May 16, 2h10daute
Submit iy Date: Juneit ©
Earning Shift Default Total Total Sun
Hours or Units Hours Units May 16 i AL
Regular (ind Lump Sum & Temp) 1 0 315 e Misiles i3 ﬁ EPERT mours i Enoer nows: gner noy
Total Hours: 3.5 ] 7.5 i Lon AR - v
Total Units: o o o 0 L} 0 1} o
Posin Selechon Comments. | [ Frevew || Next
o e L S o —
Approved iy
Waiting for Agproval From: Lorels Mays
RF[f‘?:'.'." T raa um:l-

After you have certified the accuracy of time worked, click Submit, the
screen will indicate that your time sheet was submitted successfully.
The bottom of the screen will display the date that the time sheet was
submitted. It also indicates that the time sheet is waiting for approval
by your supervisor. When your supervisor has approved the time, it
will be noted in the Approved Byox.

NOTE: Failure to properly submit your time by the deadline will
result in you not being paid for that pay period.
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Answers to Frequently Asked Questions (FAQ®)

1. What if my time sheet is not listed or my Position (Title and Department) is not
listed on the Position Selection screen?
Please contagtour supervisor and/or Human Resources to deteriyou have
been authorized to work and that the appropriate papent@id/é, etc) has been
submitted.

2. What if | clicked on Submit for A
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Printing Records “Quick Reference”

Retrieve the image you want to print and using the menu bar at the top of the
screen

1. Select Edit

a. Click on Select Allfrom the drop down menu

2. Select View
a. Click on Text Sizefrom the drop down menu

b. Choose Smallest

3. Select File
a. Click on Page Setup from the drop down menu
b. Choose Landscape
c. Click OK

4. Click the Printer Icon found in the menu bar at the top of the screen.
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