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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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Request Time Off
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Retirement, health, flexible spending, miscellansous, Benefit Statement.

Pay Information

1. Select “ ” from the Employee ‘
Menu — E—
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Enter Units/Hours
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Enter Hours i

1.

JISTANA

Enter the correct number of units/hours in
the Units Field

Click Save after each entry

_ Persanal Tnfarmatinn  Emplousn R

LR

Scroll down to see the timesheet data

Time Sheet

Title and Number:

Department and Number:

Time Sheet Period:

Submit BvDate: . . ..

Hours Worked.

L R L B e LT T
T T B T T TR e TR AT T e e T

ORI |

Time-and Leave-Reporting

L IR T o Pyeray Y ey

Administrative Coordinator 3 -- AS7342-00

o May 05, 2017

Earnina:

Units:

Save | Copy | Account Disty
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Copying Hours (cont’d)

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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Previewing Your Time Sheet

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

L

e Click Preview on the Time Sheet

» You can print a copy of the timesheet by
selecting File
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Humian Resources, 300130 Web Time Entry
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Time Sheet Returned for Correction .

Completing a Web Time Sheet
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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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Exit Self Service

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







