Step by Step Guide to Entering and
Submitting Electronic Time Sheets




This section explains:

Who is required to submit web time sheets

The responsibilities of FWS student in this on-line
process

How to enter hours worked
How to save and submit a web time sheet for approval




An electronic submittal of your hours worked

It can be accessed through “Web Gate”

It is available twenty-four hours a day and seven days a
week




Time sheets available at all times during the
time entry period and can be accessed
anywhere

View and track your time sheet as it moves
through the approval process

Approved time sheets are fed directly to payroll
Input can be done at FWS Office convenience




Responsibilities

FWS Students must:
Report time worked on a daily basis via WTE
Submit a web time sheet for every pay period worked
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Banner FWS Student Self Service Log In

Open Internet Explorer (preferred browser for all SunGard SCT Banner
products)

Navigate to http://www.wcccd.edu
Click on Web Gate

Click on “Enter Secure Area”

nepage - Windows Intennet Exploren

SE T [*»] [><] [

Wayne County Communiaty College DDistrict

HELP | EXIT

@& Your Student email account is the official means of communications for the college. Your account lets you
sendireceive messages, receive important college announcements, and other WCCCD corres pondence.

Enter Web-Gate
Apply for Admission
General | Financial 1 Aid
Campus Directory
Class Schedule

‘= Start



http://www.wcccd.edu/

Enter your A-Number as User ID and PIN.
Click LOGIN

/= User Login - Windows Internet Explorer
@@ ~ | & httpsiifwebaats weccd .oduf TEST/bywpktais. P_SelectLeaveRoportRall

Edit  wiew Favorites  Tools  Help

e b [@User Login ~ [:2r Page - {EF Tools -
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BIELP | EXIT

1) Enter your WCCCD User ID (i.e. A00123456) or social security number (optional)
2) Enter 6-digit numerical PIN, which is your birthdate (i.e., mmddyy) by default.
3) Forgot Pin? Enter USER ID and click the "Forgot PIN?™ button.

FOR STUDENTS ONLY-- If you have a problem logging into your student email or Web-Gate due to a
disabled or expired PIN, Click on the "Forgot Pin" button at the bottom of the page.

FOR STAFF ONLY-- If you have a problem logging into VWeb-Gate due to a disabled or expired PIMN,
contact Human Resources

UserID: |
PIN: —

Logn Forgot PIN? |

@ 1rrermet

—_— =
Y2 start /= 5 Internet Expl... =~ | @@ Inbox - Mi




The Main Menu will display a welcome message listing your

name and it will display the date and time you last accessed
Employee Self Service

Click on to move to the Employee Menu and begin

entering time worked

s Internnet Excploren

. e du/PRODHD

ACCESSIBILITY SITE MAP HELP EXIT
Main Menu

Welcome. Linda Azzam Harmon, to the WCCCD VWeb Gate! Last web access on Oct 04, 2012 at 11:12 am

Pay Your tuition with Credit Card
Personal Information

ontact n. Change your PIN
Student

ur Student WCCCD provided email
r WCCCD ema u forgot your emai add
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How To Complete a Web Time Sheet

Log in to the Banner Employee Self Service system
Select from the Employee Menu

Information)} Card Pavme;'lts. and Finar;cial Aid )
search | | [s=] RETURM TO MEMLU  SITE MaP HELFP  EXIT

Employee

® Time Sheet
W | cave Report
@ Pequest Time OffF
@ Eenefits and Deductions
Retirement, health, flexible spending, miscellaneocus, and Benefit Staterment.
& Foy Information
Direct deposit allocation, sarnings and deducticon=s history. or pay stubs.
& Tax Forms
wo'd imformmation and W2 Formm.

& Jobs SUmimary
@ | cave Balances

RELEASE: 7.3.1 Powered by SunGard SCT




Selection Criteria

If you are an “Approver” the Time Reporting Selecting screen
below appears but as a FWS student worker you will have fewer
choices

Select by clicking on the corresponding radio
button under Selection Criteria - My Choice

Internet Exploren

Time Reporting Selection

P select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser

Selection Criteria

Access my Time Sheet:
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Open Your Time Sheet

The position held by the FWS student employee will be
displayed on the Time Sheet Selection screen

Verify that the status and date are correct.
Status must be one of the following to open the Time Sheet:
Not Started
In Progress
Pending
Returned for Correction

(Persona I Informa tion) [Employee)

search :' Go SITE M&P HELP EXIT
Time Sheet Selection

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

RELEASE: 7.0 Powered by SunGard SCT
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Position and Status (cont’d)

Time Sheet Statuses

NOT STARTED

IN PROGRESS
PENDING
RETURNED FOR
CORRECTION
APPROVED

COMPLETED

Description

You have not started your time sheet. It can be opened / started

You are in the process of entering your time for the pay period. It
can be opened / edited

You submitted your time sheet and it is awaiting approval from
your supervisor. It cannot be edited by you

Your time sheet is being returned to you for correction. You are
required to make corrections and to re-submit.

Your time sheet has been approved and is ready for Payroll to
process. It cannot be edited by you or your approver

Payroll received and processed your timesheet
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Time Sheet

The Time and Leave Reporting Screen now appears

Click Time Sheet as indicated on the Time Sheet Selection
screen

The top area of the screen displays information about the time
sheet for the position, including Submit By Date
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Entering Time Worked

Verify that the following information is correct before proceeding:
Title and Position Number
Department and Number (budget code)
Time Sheet Period
Submit By Date

NOTE: Take special notice of the “Submit By Date”. This is the date that your time
sheet must be submitted and approved. Verify that the “Submit By Date” has not
passed. If it has, contact your supervisor immediately.




Enter Your Time

Click Enter Hours for a desired Day and Earning type
FWS Student Employees must:

Enter all hours worked
Submit a time sheet for each pay period worked




lu Wayne
County
Community

C College
D W District

Enter Hours

Enter the correct number of hours in the Hours Field

Earning: Annual Leave
Date: Sep 12, 2

Click Save after each entry
Scroll down to see the time sheet data

Repeat the steps above for each day and each earnings code that need hours
entered.

Select Next (and/or Previous) at the bottom of screen to navigate to each week
within the pay period

View the total hours entered at the bottom of the screen to ensure you have
accurately entered your time
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NOTE: You may enter time worked




0
Community

C College
D W’ District

Copying Your Hours

To copy hours for the same earnings code from one day to
another within the pay period:

Choose the correct earning code (regular earning)
Select the Enter Hours link under the first date you wish to input hours

Enter the correct number of hours in the Hours field
Click Copy
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Copying Hours (cont’d)

ﬁ Copy options include ahkility to copy to the end of the pay period, include Saturdays or Sundawys, or copy by date. If vou select the same
date ywou are copying from, your hours will be deleted, When you select Copy, the Hours or Units and the Account Distribution is alsao
copied.

Earnings Code:

Arnnual Leave Takern, =hift 1
Date and Hours to Copy: Sep 12, Z007, 8 Hours
Copy from date displayed to end of the pay period: |
Include Saturdavs:

Lal
Include Sundays: =
Copy by date:

rMonday Tuesday wednesday Thursdawy Friday
Sep 10, 2007 Sep 11, 2007 Sep 12, 2007 Sep 13, 2007

Sep 14, 2007
= = = =1

rMonday Tuesday weaednesdawy Thursdawy
Sep 17, 2007 Sep 18, 2007 Sep 19, 2007 Sep 20, 2007
] ] ]

Saturdawy
Sep 15, 2007
] ]

Sundawy
Sep 16, 2007

|
Friday Sundawy
Sep 21, 2007 Sep 23, 2007
] ] ] |
rMonday
Sep 24, 2007
=

Saturdawy
Sep 22, 2007

TN .

Previous Menu

o Csomed

Complete the copy process as follows:

If you are entering the same number of hours for each day of the pay period:
Click “Copy from date displayed to the end of the pay period” : check box.

Copy from date displayed to end of the pay period:

T R R R A N YR N S S SRR T W TN T Bt I RS N BRI YR TP L ——




Copying Hours (cont’d)

Earnings Code: Aannual Leave Takern, Shift 1
Date and Hours to Copy: Sep 12, 2007, 8 Hours
Copy from date displayed to end of the pay period: Ll

Include Saturdays: Ll
Include Sundawys: =1
Copy by date:

rMonday Tuesday wednesday Thursdayw Fridayw
Sep 10, 2007 Sep 11, 2007 Sep 12, 2007 Sep 13, 2007 Sep 14, 2007

N N =
rMonday Tuesday wednesday Thursdaw Fridaw
Sep 17, 2007 Sep 18, 2007 Sep 19, 2007 Sep 20, 2007 Sep 21, 2007

o -
rMonday
sep 24, 2007
L]

[ Time Sheet ] [ FPrevious MMernu ] [ oy ]-&

Click the Copy button again.
Verify that a message stating “Your hours have been copied successfully” appears
After all hours have been copied:

Click the Time Sheet or Previous Menu to return to your time sheet
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Preview Your Time Sheet

Click Preview to view the full pay period and verify that all hours were copied
correctly

Click Previous Menu to return to your time sheet

Entering Comments

Comments may be entered on the timesheet to communicate with your supervisor
regarding your time entry
IE) explanation for extra or less hours worked

Click Comments on the Time Sheet

Total Hours:
Total Units:

Position Selection
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Enter Your Comments

Enter your comments

@R Enter or edit comments until you submit the record for approwval,

Made By:
Comment Date:

NOTE: Your comments may be entered / edited up to the time the record is submitted for approval

Click Save after you have finished entering your comments
Click Previous Menu to return to your time sheet
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Previewing Your Time Sheet

You can preview your time sheet, as well as print it.
Click Preview on the Time Sheet

Total Hours:
Total Units:

Position Selection H Comments H Preuiew& Submit for Approval H Restart HNext‘




Previewing Your Time Sheet (cont’d)

You can print a copy of the time sheet by selecting File -> Print from the
menu bar. Make sure the Page Setup is set to Landscape.

FIFrrree SFProecacd

Earming Shift Total Total Monmndawy . Tuesdawy ( Yednesdasy, Thursda s
(e =l= =1 Howurs LUUnits Sep 100, Sep 41, Sepp 1L, Sep 4=,
=z =z ZaO S =z,

A=l a1 == = = =
L=awe
Takerm

Total Howsr=s - == = = =
Total Lirits -

P F 2 F e rrf s

Date
Sep 14, 2007 O == prm
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Click the Previous Menu button to return to your time sheet
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Changing Hours Entered and Saved but NOT Submitted

You may edit hours entered on any “In Progress” time sheet.

Click the desired “Pay Period” and “Position” from the Time Sheet Selection menu
that needs editing

Click on the number of hours entered for the date and earning you want to change

Shift Defaulk Total Total Monday Tuesday
Hours or Hours Units Sep 10, Sep 11,
Units 2007 2007

Enter Hours Enter Hours

Enter the new value and click Save

To remove the value completely, highlight the existing value and press “Backspace”
then click save

NOTE: If you need to edit hours after your time sheet has been processed, you will need to submit a
manual time sheet




Time Sheet Returned for Correction

If a time sheet needs correction, your supervisor will return it to you
electronically using the Returned for Correction feature. Your
supervisor should verbally tell you the time sheet is being returned; there
IS no online notification within the Employee Self Service at the present

time.

Your time sheet will be in the Returned for Correction status.
Time Sheet Selection

&R rake 3 selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice Pay Period and Status
S —

FINANCIAL SWCS MANAGER [, TESTOZ-00 & Sep 10, 2007 to Sep 24, 2007(Return for Correction YD
FIMNAMCE OFFICE, 1CL00

[ Time Sheet ]
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Time Sheet Returned for Correction (cont’d)

To select the time sheet, click Time Sheet. The Time Sheet page displays
Make the correction to your time sheet as discussed with the FWS Office
Click Submit for Approval to submit your time sheet to the FWS Office
The time sheet will now be in a pending status

NOTE: Your time sheet corrections must be completed and approved prior to the
Submit by Date or a date identified by your campus




Submitting Time Sheet for Approval

Once your time sheet is completed and you are satisfied you have entered
all hours correctly, your time sheet is ready to be submitted for approval

NOTE: Only submit the time sheet for approval at the end of the pay period.

Click on Submit for Approval at the bottom of the Time Sheet Screen

Submit By Drate:
Earning:

Sep 16, ZO007F by 12:00 PR,

Feaegular FPay
Sep 094, 2007

[ Sawve ] [ CoOpyy ] [ t Distribution ]

Earning Shift Default Total Total Saturday
Hours or Hours Units Sep 01,
uUnits Z2007F

FRegular [w] =27

Fay

Total uUnits: o]

[ Position Selection ] [ Cormmen ts ] [ Preswview ] [ Submit for SApproswal E{Qestart ][Ne:x:t ]

Submitted for Approwval By:
Approved By:
VI O SO LON L CC O = i




Submission Certification

Next you will be prompted to enter your PIN number on the Certification
Screen to certify time

Certification

ﬂ I certify that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my ID and
PIM.

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.

T M o A o i A A s e I o S A et pgp . .

After you enter your PIN, click Submit. This is your electronic signature
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Time Sheet Submission Confirmation

A message stating “Your time sheet was submitted successfully” displays.
This places your time sheet in the “Pending” status for the approver to
review and approve

Time and Leave Reporting
&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

A Your time sheet was submitted successfully.
«\M '%MW*MW‘

NOTE: A time sheet in “Pending” status can no longer be edited by the FWS Student
employee who submitted it
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Exit Web Gate

To exit the system click on EXIT in the upper right corner of the screen

{Personal Information) FU{SITIGTTEEN)

LN
searcch | |[6o SITEMAP  HELP w
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