Carleton College

Employee Web Time Entry Procedures

The Hub
Effective XXXX, 2008, bi-weekly staff employed by Carleton College enter time and submit their hours worked for supervisor approval by using a web-based process called Web Time Entry (WTE).  
Overview:

· Staff employees enter their hours worked on the web throughout the pay period – daily reporting is recommended and may be required by your supervisor.
· When the pay period is complete, the staff employee will “electronically sign” and submit their time for supervisor approval.

· Their supervisor will review employee time and either approve it or correct it.

· If time is approved, it automatically goes to the Payroll Office, and employees are notified.
· If a supervisor corrects an employees time the employee will receive a notice of the changes made.
[image: image1.png] Tin

- Mozilla Fir

Bookmarks  Tooks _Help

reconstel 6 v| © o

a

B o v %
@ - Al
200 e tes.pdf (application/pdf Ob. . e entry

Site Navigation

Current Students

Choose Only.

Pay Period Start
Date

Pay Period End
Date

Time entry

start

Position Title o

03505

Department

Business

Supervisor

Barbara R

Location

Carletan

Complete By
Date
0614107
12:00PM

One

O

0512007

0612007

BUSO Brk Ofice

office.

Fowler

cepEEORE

iz

Assistant
SUBMIT

[@mzn - on. [=

GO 100 S O] 0RO




Note: Your supervisor can see and approve your time sheet at any point during the payroll cycle.  Each payroll cycle you have until 10:00 am on Monday morning to submit your time sheet to your supervisor for online approval.  Contact your supervisor immediately if you have not submitted your time on a timely basis.
The remainder of this document will give you specific instructions for entering time on the web.  At the end of this document is a list of Frequently Asked Questions (FAQs).

1- Access your time sheet

Time sheets are available through the The Hub.  Log in with your Carleton User ID and 15 Character Passphrase.  Select Employees.  Under Time Entry and Approval select  “Time Entry” to access your time sheet.
2- Choosing a time sheet
The time sheet menu will display the positions you currently have with Carleton.  Select the position and pay period for which you need to enter time.  

Note the supervisor and title of each job is listed.  Here is a sample:
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Select the particular position and supervisor for which you are entering time by clicking on the box in the column labeled “Choose Only One” and then click on Submit.  
3-Entering your time

After selecting the position for which you are entering time, the following screen will be displayed.  The position title is still displayed and the date/days, and time in/time out fields. 
To move from one field to another, use Tab or your mouse. 
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Enter the time of day you started and stopped working. If you worked more than one time in one day you can insert another line for that day; click on the box under “insert line” for that day.  The total hours for each time worked will be calculated for you.  Overtime will be calculated for you.
Accrued leave balances are detailed at the top of the screen for your reference.  Negative balances are very strange and I want them to go away somehow….

Enter leave in the applicable section:
Annual leave is used to report Vacation.
Sick is used to report Sick and Other Sick (i.e. spouse or adult child).

All other leaves should be entered in other and the leave type selected from the drop down list.  Examples:

A - Floating Holiday

B - Funeral Leave - Family

C - Funeral Leave – Other

D - College Holiday Not Worked

E - Civic Duty (i.e. Jury Duty; Election Judge)

Union Call Back

Workers Compensation

Report time in a HH:MMam or pm format.  Noon is 12:00pm.  Alternatively, if you are familiar with and comfortable with military time you may choose to use this format.
At the end of each daily session click “submit” or enter from your key board.
4 -Signing and sending your time sheet
At the end of the pay period or when you are done entering all your time for the pay period, click on the box near the bottom where it says “Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready for supervisor approval”.  Click Submit.  This will advance your time sheet to your supervisor for review and approval.  
Your confirmation will state:  Time Entry Status:  Complete.
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Frequently Asked Questions (FAQ’s)
Where do I find the Payroll calendar?

The payroll calendar is available from the Business Office web site at:

http://apps.carleton.edu/campus/business/assets
What if I don’t approve and submit my time sheet on time?
Failure to submit and approve your time may prevent you from being paid on a timely basis.  Your supervisor will also work with you to ensure you are able to use time reporting effectively in the future.  If you fail to report time on a timely basis; you will need to contact your supervisor for assistance.  Your supervisor will request a manual timesheet from the Payroll Office.

Will I receive a reminder when my time sheet is due?

Yes! You will receive an e-mail reminder from the payroll office to assist  you with timely reporting.  
Why did my time sheet disappear from the selection screen?

You approved your time for the pay period.  If you accidentally approve your time before the end of the pay period is complete you will need to contact your supervisor to reject your time sheet in order for you to complete the pay period.
What if I entered hours incorrectly?

During the pay period you can correct hours entered yourself.
After the pay period has closed and you have already approved your time you should contact your supervisor immediately for assistance.  They may reject your previous submission for you to correct and resubmit or assist with correcting the time directly.  If your supervisor has already approved and submitted your time they will need to contact the payroll office for assistance.
What if my supervisor is gone at the end of the payroll?

Each employee is assigned an alternate supervisor who can review and approve their time.  Contact them directly if you do not receive confirmation that your time has been approved.
What do I do if my position doesn’t show on the screen?

During the pay period, contact the Human Resources Office for assistance.  Your position may not have been approved for web time entry or your ITS security profile may not include web time entry.
After the pay period, contact your supervisor immediately for assistance.
