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How Do | access Web Time Entry (WTE
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University of
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1. Open Internet Explorer Welcome to

The University of Louisiana at Monroe

2. Navigate to https://ssb-
prod.ec.ulm.edu/PROD/twbkwbis.P_GenMenu?name=homepage

Online Information System

Login to Access Your Personal ULM Information

3. Click on “Login to Access your Personal ULM Information Aply for Adrmision

edule

RELEASE: 8.8

© 2017 Ellucian Company L.P. and its affiliates.
This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and such licensees.



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

Login

[} INB Links X/ fl Userlo
& & ‘ & Secure | httpsy/
University of

LOUISIANA

1. Enter your User ID (CWID)
2. Enter Pin (Max. 6 Characters)
3. Click LOGIN

ULM Secure Area Login
er your Campus Wide Identification Number (CWID) and your Personal Identification Number (PIN). When finished, select Login.

e: PIN is Case Sensitive

For Testing Purposes Use the CWID and Pin
provided .

‘ Login ‘ | Forgot PIN? ‘

(Test CWID)30108550 -

© 2017 Ellucian Company L.P. and its affiliates.

.
I est P'I n 1 1 1 1 1 1 This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and such licensees.
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Employee

[ INB Links
¢« Cla
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Personal Information Employee

Main Menu

ACCESSIBILITY SITE MAP HELP

ormation System! Last web access on Apr 28, 2017 at 09:49 am

Welcol Web Time Entry, to the ULM

onal Information

= addresses and contact information, Sacurity Humber change information, changs your PIN.

ve or job data, paystubs, W2 forms, W4 data.

1. Click on “ ” to move to the
Em p loyee Me nu © 2017 Ellucian Company LP. and its affiliates.




Employee

[} INB Links
(_

University of

LOUISIANA

Monroe

Personal In T Employee

Seareh [ |[]

RETURN TO MENU SITE MAP HELP EXIT

Employee

1. Select “ ” from the Employee
Menu

ing Permit/Citations
Register for Parking Permit and Pay Parking Citations
RELEASE: 8.8

® 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

[ INB Links

& c ‘ @ Secure | b

University of

LOUISIANA

Monroe

Personal Information Student Financial Aid [0

PO |

Time Reporting Selection

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

1. Select “Access my Time Sheet” by
clicking on the corresponding radio .
button under Selection Criteria-My sy oo o

Access my Leave Report:

Selection Criteria

Access my Leave Request:

e @
C h 0] Ce Approve or Acknowledge Time:

Approve All Departments: (=]
Act as Proxy: \ Self

Act as Superuser: [m}

‘ Select ‘

Proxy Set Up

RELEASE: 8.12.1.5

© 2017 Ellucian Company L.P. and its affiliates.
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Completing a Web Time Sheet

[ INB Links x

(_

University of

LOUISIANA

Monroe

Open Your Time Sheet

The position(s) held by the employee will
be displayed on the Time Sheet Selection
Screen

Personal Information EHT 0

search|  |[eo] SITEMAP HELP EXIT

Time Sheet Selection

T Make a selection from My Chaice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

1. Verify that the status and date are A Conietor 3, AT 8 s 2,107ty 5, 20 g

45

CO rrect Adl‘nll‘ll;tlatl\lr_‘ Coordinator 3, AS 01 O 2 017 Not Started
° i i 500010

VP for Student Affairs Offi
Administrat E 3 ) W
Status must be one of the following to open
the Time Sheet:

* Not Started

017 Not Started

017 Not Started

* In Progress :
elec i Jul 01, 2017 to Jul 14, 2017 Mot Started
> inistra rdi -08 O Jun 17, 2017 to Jun 30, 2017 Not Started
» Pend] ng 30 Jun 03, 2017 to Jun 16, 2017 Not Started
May 20, 2017 to Jun 02, 2017 Not Started
May 06, 2017 to May 19,

b Retu rned fOr Correction LTime Sheat | Apr 22, 2017 to May 05, 2017 ot Started

RELEASE: 8.12.1.5

®© 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

Position and Status (cont’d)
Time Sheet Statuses

NOT STARTED

IN PROGRESS

PENDING

RETURNED FOR CORRECTION
APPROVED

COMPLETED

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 timesheet and it is awaiting approval form your
supervisor. It cannot be edited by you

Your timesheet is being returned to your for correction. You are
required to make corrections and to re-submit

Your timesheet 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




Completing a Web Time Sheet




Completing a Web Time Sheet

‘e that your time sheet must be submitted and approved.
it ervisor immediately.

sistant will enter time in and out for each day
o day
i

y only reporting leave



Completing a Web Time Sheet

Enter Your Time

Click “
Earning type

Employees must:

 Enter all hours worked

” for a desired Day and

« Submit a time sheet for each pay period
worked

NOTE: Hourly Casual Wage, Student worker, and Graduate
Assistant will enter time in and out.

[} INB Links

&

University of

LOUISIANA

Monroe

Personal Information -[mplnvee
search [ SITEMAP HEP BXIT

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

Time Sheet

Title and Number: Casual Wages -- CW1001-00
Department and Number: 0
Time Sheet Period:

Submit By Date:

onday Tuesday Wednesday i
pr 24, 2017 Apr 25,2017 Apr 26, 2017 pr 28, 2017

_n--------
folowies: 1 [ o o o 4 o o o

Submitted for Approval By:
Approved By:

Waiting for Approval From:
RELEASE: 8.12.1.5

© 2017 Ellucian Company L.P. and its affiliates.



Completing a Web Time Sheet

[ INB Links X

€-C | & Secure | htps

Enter Hours LOUISLANA

Monroe

1. Enter the correct Time In a.m. or p.m. and

correct Time Out a.m. or p.m. y i
Personal Information -Emp ee

2- CliCk Save after eaCh entry search |G SITEMAP HEP BXIT

Time In and Out

3. Scroll down to see the timesheet data

[P Enter time at intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours.

4. Repeat the steps above for each day that

need hou rS ente red 2 gaa::i:ngs Code: :S;ﬂ:&i .

Shift Time In Time Out Total Hours

5. Select Next Day (and/or Previous Day) at i T
the bottom of screen to navigate to each %}:}%}:}
day within the pay period L e ]
6. View the total hours at the bottom of the s ] i
screen to ensure you have accurately st e v L con [t

entered your t]me ]n and out RELEASE: 8.12.1.5

© 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

[ INB Links X / @ Timelnand Out

& (@ ‘ @ Secure | https://ssh-dev.ec.ulm.ed

LOUISIANA

Monroe

Personal Information J3p7107

search|  [Go] SITEMAP HELP EXIT
Time In and Out

Entered Hours In and Out

NQTE: Enter]ng T1me: -M.InUteS mUSt be n ]nterva.ls Of 1 5 9 Enter time at intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours,
minutes (00, 15, 30, 45); Example: 8:00 AM -Multiple In/Out
entries may be entered per day; -When working a full day Date: sunday, Apr 23, 2017
that includes a break for lunch, show Time In/Out before Farnings Code: Reguiar Hourly
Shift Time In Time Out Total Hours

lunch and Time In/Out after lunch; -12 Noon is PM and 12 0
Midnight is AM -

S 1
]

‘ Time Sheet || Previous Day || Next Day |

‘ Add New Line || Save H Copy H Delete ‘
RELEASE: 8.12.1.5

® 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

University of

LOUISIANA

Monroe

Copying Hours
serch @] s s s

Copy

?Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted. When you select Copy, the Hours or Units and the Account Distribution is also
copied.

Complete the copy process as follows:

Date and Units to Copy: "2 7, 0 Units
Copy from date displayed to end of the pay period:

1. If you are entering the same number of InchdeSsurdys:
hours for each day of the pay period:

Copy by date:
Saturday Sunday Monday Tuesday Wednesday Thursday Friday

- Click “Copy from the date displayed to Apr 22, 2017 Apr 23, 2017 Apr 24, 2017 Apr 25, 2017 Apr 26, 2017 Apr 27,2017 Apr 28, 2017
the end of the pay period”: check box.

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Apr 29, 2017 Apr 30, 2017 May 01, 2017 May 02, 2017 May 03, 2017 May 04, 2017 May 05, 2017

Time Sheet H Previous Menu H Copy |

RELEASE: 8.12.1.5

© 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

[} INB Links
€ Cli : 5 P Update
Copying Hours Lo
* Click the Copy button again.
« Verify that a message stating “Your hours
have been copied successfully” appears R —)

Copy
L]
» After all hours have been copied:
1% Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted. When you select Copy, the Hours or Units and the Account Distribution is also

» Click the Timesheet or Previous Menu to e
return to your time sheet Farnings Code Hours Warked, S 1

Date and Units to Copy: Apr 26, 2017, 9 Units
Copy from date displayed to end of the pay period: o
Include Saturdays:

Include Sundays: O

Copy by date:

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Apr 22, 2017 Apr 23,2017 Apr 24, 2017 Apr 25, 2017 Apr 26, 2017 Apr 27, 2017 Apr 28, 2017

(B} (B} ' 1’4 ol ' (9]

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Apr 29, 2017 Apr 30, 2017 May 01, 2017 May 02, 2017 May 03, 2017 May 04, 2017 May 05, 2017
(0] (0] " U] 1] "

Time Sheet H Previous Menu ”@

RELEASE: 8.12.1.5

® 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

[3 INB Links

¢ e
University of

LOUISIANA

Monroe

Preview Your Time Sheet

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

Personal Information JE0r VS

search| e SITEMAP HELP EXIT
Summary of Reported Time
» Click Previous Menu to return to your timesheet

[ set your printer layout to Landscape before printing.

CE!ZSLIEii W:EIL_]ES,- CW1001-00
Enter]ng COI""lentS Web Time Entry
Z Time Sheet
Comments may be entered on the timesheet to
(t:pmmuTcate with your supervisor regarding your ___-
ime entry

Ex) explanation for extra or less hours worked

Click Comments on the Time Sheet i Bl
11:30 AM 130 AM 130 AM 130 AM 11:30 AM 11:30 AM 11:30 AM

01:30 PM 30 PM 01:30 PM 30 PM 01:30PM 01:30 PM 01:30 PM

03:15PM 03:15PM 03:15PM 03:15PM 03:15PM 03:15PM 03:15PM

05:00 PM 05:00 PM 05:00 PM 05:00 PM 05:00 PM 05:00 PM 05:00 PM

Previous Menu




Completing a Web Time Sheet

University of

LOUISIANA

Monroe

Enter Your Comments
Personal Information -Emplwee
Enter your comments - .,
Sah & SITEMI HEL BXT

NOTE: Your comments may be entered/edited up to the time the Commerts

record is submitted for approval

Fenter or edit comments until you submit the record for approval.

» Click Save after you have finished entering your [E I
Comment Date: May 01, 2017

C ommen ts Enter or Edit Comment: on Sunday april 22, 2017 covered front dask for activity center

» Click Previous Menu to return to your timesheet

‘ Save H Previous Menu ‘

RELEASE: 8.12.1.5

© 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Shee

[ INB Links @ Summary of Reported 1 X

&
University of

LOUISIANA

Monroe

Previewing Your Time Sheet

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

Personal Information ENTG S

search| 6] SITEMAP HELP  EXIT

Summary of Reported Time

» Click Preview on the Time Sheet e ey o g i

Web Time Entry Human Resources, 300130
Casual Wages, CW100

» You can print a copy of the timesheet by
= - & Tlmesheel‘
selecting File->Print from the menu bar. i ot S [FOINS ORIV a1y Bor e o1 oo g s st s a1 ot 32017 i s o

Make sure the Page Setup is set to —___——_——________
|_ an d sca p e fowlvoies: [ [ 4 [ [ (¢ - ¢ [ T ]

* Click the Previous Menu button to return to o o o o v e

your time sheet : e o | o o 3;:3::::

Comments
Date Made by comments
May 01, 2017 03:54 pm You on Sunday April 2017 covered front desk for activity center

Previous Menu

RELEASE: 8.12.1.5

@ 2017 Ellucian Company L.P. and its affiliates.







Completing a Web Time Sheet

e H tl £~ &0 2Bl

File Edit View

. . Personal Information -Emplwee g
T] me Sheet Retu rned for CO rreCt]On Sarh| | @ STEWP HELP EXT

3 Orack Fusion MiddewaeFore | f TmeSestSdein X

Time Sheet Selection

¥ Make a selection from My Choice, Choase a Time Shest period from the pull-down lit, Select Time Sheet,

Title and Department My Choice Pay Period and Status

» 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.

Administrative Coordinator 3, AS7342-00
WIDS, 310045

Administrative Coordinator 3, AS7342-01
VP for Student Affairs Office, 500010
Administrative Coordinator 3, AS7342-02
VP for Academic Affairs, 200003
Administrative Coordinator 3, AS7342-03
University Police, 300040

Administrative Coordinator 3, AS7342-04
University Planning & Analysis, 400026
Administrative Coordinator 3, AS7342-03
University Library, 280040
Administrative Coordinator 3, AS7342-06
University Development, 400030

Administrative Coordinator 3, AS7342-07
Telecommunications, 400037

Apr 22, 2017 ta May 05, 2017 Retum for Correction V.
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Completing a Web Time Sheet

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

Submitted for Approval By: You on May 01, 2017
Approved By:

Waiting for Approval From:
RELEASE: 8.12.1.5

© 2017 Ellucian Company LP. and its affiliates,




Completing a Web Time Sheet

e f o £ ineSheeutorsdie Qv & G| [ NG Links (2 OracleFusion MiddwaeFr., | Cetfiction

Submission Certification o
LOUISI)yXNA

Monroe

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

Personal Information gyt

Search: SITEMAP HELP EXIT

After you enter your PIN, Click Submit. This is your electronic signature.
Certification

1 cerify that the time entered represents a true and accurate record of my time. T am responsible for any changes made using my ID and PIN,

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.

RELEASE: 8.12.1.5

© 2017 Ellucian Company L.P. and its affiliates.




Completing a Web Time Sheet

Time Sheet Submission Confirmation

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

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

Personal Informition -Emnkwee

Search & STENP HEP BT

Time and Leave Reporting

¥ et the lnk under 2 dateto enter hours or ays. Selact Next o Prvious t navigatethough he dates witin the perod.

“Yourtime sheet was submitted successfully.



Completing a Web Time Sheet

Exit Self Service

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

Personal Information .Employee
Searchz STEMP HEP EXIT




Deadline for Completing
Web Time Entry Timesheet




