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How Do | access Web Time Entry (WTE)



https://ssb-prod.ec.ulm.edu/PROD/twbkwbis.P_GenMenu?name=homepage
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_Persnnal Tnfarmation 20T T

Time Sheet
Leave Report
Request Time Off

Benefits and Deductio
Retirement, health, flexible zpending, miscellansous, Benefit Statement.

1- SeIeCt (13 LE) from the Employee Pay[nformat\onl
Menu
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Position and Status (cont’d)

Time Sheet Statuses

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

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

PENDING You submitted your timesheet and it is awaiting approval form your
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Enter Hours
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Copying Hours

.
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Inivarsity of

Click the Copy button again.

Verify that a message stating “Your hours
have been copied successfully” appears

After all hours have been copied:

e Click the Timesheet or Previous Menu to
return to your time sheet
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University of
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Previewing Your Time Sheet

You can preview your time sheet, as well as
print it.

Personal Information JEUFTTR)

e Click Preview on the Time Sheet

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

e Click the Previous Menu button to return to
your time sheet
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Time Sheet Returned for Correction

et san_Laacwnm . L
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» If a timesheet needs correction, your supervisor will return
it to you electronically using the
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 timesheet will be in the Returned for Correction
Status.
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%bmitting 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.
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RELEASE: 8.12.1.5




Completing a Web Time Sheet

AT = e R e R 10 N b i R s U P

A1
w

CITE ML LIFIR
= —

[ N
[ T TP

PO Ly Ry
Y o 52 i




Completing a Web Time Shee

1L i




Completing a Web Time Sheet

Exit Self Service

To exit the system click on EXIT in the upper right
ooooooo f the screen







