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WebTime Entry User Screen
Features & Functions

B Sl smith. James  [Individual Pay Period v e

Employee Web Time

Name Start Stop Lun Paid Position 7

. sat | 01/21/2017 -
Smith, John
Sun | 01/22/2017 3
ID; 00111222 T :'
M 01/23/2017 -
Status: B o :l
T 01/24/2017 -
59999900 - ve_|ou/4 o
wed |01/25/2017 -
PayrollDept-
Thu | o1/26/2017 =1
Clerk
Fri | 01/27/2017 |
s
sat | 01/28/2017 =1
sun | 01/29/2017 |
R 574-838-8828 Mon | 01/30/2017 |
Tue |01/31/2017 =1
Wed |02/01/2017 =
Thu | o02/02/2017 =1
Fri | 02/03/2017 |
otal

Apply: Saves any entries, additions, deletions or edits you have made
Cancel: Cancels an action you are about to enter
Help: User manual
Back: Returns you to the main self-service page
This is a drop-down of the pay periods; you may view the current pay period, the two prior pay periods or individual days
Print: This will print your time sheet should you need a paper copy
Time Sheet Colum Headers:
e Name: Employee’s name, NDID, position number, position title, email and phone number

Smith, John
ID: 00111222
Status: B
59999900 -
PayrollDept-
Clerk

0 s

ﬁ 574-888-8888

e Day = day of the week, Date = date of the week
e V:Tells you the status of the record as outlined below

. V" Green checkmark = Supervisor has confirmed the hours; additional hours may be entered but no
changes can be made to the hours that have been confirmed. If you need to make a change to existing
hours contact your Supervisor

. E Green lock = Supervisor has locked the locked the hours; no edits or additions can be made
. E Green lock with checkmark = Hours are confirmed and locked

. E Yellow Lock = Hours are locked by Payroll, no further additions or edits allowed by Supervisors



e  Start & Stop: Time in and out for the day. Lunch = time taken for lunch (cannot exceed 1.0 hr)

e  Paid: Total hours worked for that day

e  Position: Identifies which position hours are being recorded for

e The ABS, Hours and Position columns are to record paid time off such as vacation, personal and incidental hours,
students and temp employees should never have hours entered her as they are not eligible.

Below is an example of a time sheet for a full-time staff employee who is eligible for paid-time off benefits. If the hours
entered for the pay period are correct, the next step is to approve the hours by selecting the confirm button.

e ————————————————————————

Employee Web Time

| Sat 010742017 - - -
| Smith, lohn - - -
1D: 00111222 il bt g M e T _:I - %
Mwtuz: B Mon | 01/0%/2017 - - ' S =
R = =1 Total hours for week #1
PayroliDept- oo B:00a  [5:00P 100 a.00/seieai00 =] P _
BA e wed loysuaory | fEos foop | oo scolssiseino =l ,/ = Absence hours only in
S B o s m% / % the blue section —
T4-238-6LAA S \ 196100 = b
a Mt | bttt | employee selected
n00s Jowoa | o0 2.00/ss158u6 | = code VAC (vacation)
FHF | | VAT P PSR SOy 5"9"“% % from the drop-down
W_wl‘( menu under the Abs
Sat |ou42017 o o column and entered
L] Lo o | = lump-sum total of 8
won |ovsamy e PO 1 LO0L SOOS196100 g g hrs.
A:004 |5:00P L.00| 8.00/55158100 3 3 .
Tue |on/17aos? 3 o NOTE: Students
] TR e e ey sm—— o should never have
=] =] hours entered in this
Total hours for week ~m\w 8:00A  [5:00P 100|800 snmuog % ! section
g ) b, S T WU T
. .lJ.Dﬂt i, 04\
Total hours for the pay period = .

™~

Total absence hours
for the pay period




Entering, Editing and Deleting Hours

Staff & Student employees are responsible for entering their own hours into the UltraTime system
each pay period, prior to the Monday 9:00am deadline. Due to audit concerns, Supervisors entering
or editing hours behalf of their emplovees should be done on an exception basis only.

To record hours enter the time IN under the Start column and the time OUT under the Stop column and the time taken for lunch if
applicable under the lunch column and click apply to save the entry. Hours must designate AM or PM with no space between the hours
and the am/pm. Below is an example of an hourly staff employee who works 8.5 hrs per day with a .50 lunch. Hours were entered in
the following format: IN =8:00am OUT =4:30pm LUNCH =.50 APPLY. If an employee has more than one active position, the correct
positon must be selected from the drop-down menu, if an employee has only one active position the position will automatically
default.

Day Date v Start Stop Lun Pasd Position + Al [T Position

745 (4150 | 050 8.00lsss0ss00 ¥
The |ou/12/2017 =

8:08A [4:38P 0.50| 5.00(s3805300 E[
Fi | 01/13/2017 &
-

Sat | 0V/07/2017 | <
Sun | 01/08/2017 E[ EI
e | oo B:00A [4:30P 0.50 8-0059@0531:02[ E'
7:554 |a:25p | 050|800
Tee |ov102007 i sesusm% %
¥ v
"|7:50A  |4:20P 0.50| 8.00
wed |ov/11/2007 i S%as&uo% %
|
=l
=l
K|

For employees who are working the same scheduled hours each day you can copy the hours to the other days of the week by making
the first entry and then right clicking on it and click OK when the pop-up message appears about the template and then right click on
the subsequent days to copy the hours and then click apply to save.

Bl R | - M =
|5'"' ?mmm? 1) Enter hours & then right click

Mon | O1/0R2007 il 5:00@ 1 .'-i

Tee o110y 2:00a  |5:00p ] ) — = - :

wed [our1izmy 3:00a  (5:00p 1.5{ | 3)Place curser on each day you wish to
™ [owiznon so o | | copy hours, right click & when finished
[Fri |eniawacnr u:00d  [S:00p | _J click apply to save the entry

2)clickok 27 = __|

—

b bt e N Y - |
#on | ou/18/2017 \ ' | =
Tee |o0/E772007 —— |
e =

wed | on/1sra007

(Lefiefied Lo died

Start Stop Lun i Position +
Sat | 01/07/2017 - - =
sun | 01/08/2017 =] - =
8:00A |5:00P 1.00| 8.00{uss21502 E\ = |
Mon | 01/09/2017 j j j
8:00A |5:00P 1.00 8.00/ug921502 3 . .
Tue |01/10/2017 | 4) Time sheet will
8:00A |5:00P 1.00 8.00|ug921502 3 - look like this after
wed |01/11/2017 =] hours are applied
' |s:00a  |s:00P 100 s5.00\uss21502 *] = |
Thu 01/12/2017 j j j
. B 3:00A |5:00P 1.00|  8.00|ugg21502 ; Zl Zl
Fri 01/13/2017
= = |
40.00)




To edit a record, place the cursor over the entry you wish to change and enter the correct time:

Incorrect entry — Start time should be 8:00am Highlight incorrect entry
Stop - —ositi Day Date +  Start Stop Lun Paid Position|
sat | 01/07/2017 ) E Sat | 01/07/2017 / Il
cun | 01/08/2017 // B sun  [01/08/2017 "4 I
. E . |GHEE |5:00P 1.00|  6.00|ugs21502 |
S U 10: 004 I Hil 1.00| 6.00|Ug921502 T Mon 01/09/2017 | -
Enter correct time Click Apply to save correct start time

S\art  Stop  Lun

v Start Stop Lun Taid

Sat 01/07/2017 I} Sat 01/07/2017

Sun | 01/08/2017 * I} Sun | 01/08/2017 4/
8:004A 5:00P 1.00 8.00|Ug921502 ! :
Mon SIS 8:00a |5:00P 1.00 6.00|ugsz1502

] Mon | 01/09/2017 I

Tallla

To delete a record enter the start and stop time as the same and click apply.
Example: IN = 8:00am OUT = 8:00am APPLY

Incorrect entry — Hours entered on wrong day Highlight the stop time

- 50 1 15E000 ) =
Sat  |oufiafEoLT = Sat | onfiatineT -
—]
Swn | DUSIT - Sun | 087152017 H
Mon [olNEfENT = Mon | OLFI&2007 E‘
Tt L7 0T - T BAFETII0ET 3
Wed | cuiaoir =] Wed |oy/182007 =l
The |cuieana? = The | Carisvaoe? =
e BArEniEnT = Fri | DL/202017 =
i i E:.I}q
Enter the stop time the same time as the start time Click Apply and the record will be deleted
i lgzooa  la:o0d 47 100 =
=l 7 = oo I-ﬂﬂl!mﬂmu = Sat SRS T b
= S | E0/1572007 =
,- -
rilbl S v - Won |oM1e/2017 =
Mo | O171601T =
Tes |o0f17/2017 E|
Tue (O 172017 x ] T j
-
Wed §01/18/2017 = e
Thy || 0338017 E The |CGLAIWEDIT =
Fi | oy2or201T = ik el =
H.ﬂl‘q

To delete hours entered under the ABS columns, enter a 0 under the Hours column and click apply:

Incorrect hours Highlight the incorrect hours Replace hours with a zero Click apply to delete
LS RECE C Abs Posi*.on Abs Positi.n SR e R
=% = = 3 - 3 == |
mH x| s.00|s9196100 <] mH || % |ss1es100 | mH 0|se106100 T hd =l
=l = =] = = =l - =i
| =1 = = = = =l =




Procedures and Deadlines

Supervisors must review and confirm their employee’s hours by 9:00 am on Monday morning following the end of the pay
period. It is essential to enter your hours in a timely manner and allow your Supervisor sufficient time to review and confirm
the hours by the deadline. Once the hours are confirmed, you are not able to edit the hours, however, you are able to add
additonal hours until the lock feature is applied. The green checkmarks in the Vv column indicates the hours have been
confirmed by your Supervisor; conact your Supervisor should you need to make changes to the confirmed hours.

Sat  |01/07/2017 = = =
Sun |01/08/2017 =l = =
< |dooa  [s:00p .00 8.00[so106100 =] =l =
Mon | 01/09/2017 Bl
v efooa  [s:00p 1.00]  8.00|s9196100 <], | id
Tue |01/10/2017
El = :
7 |gJooa  [s:00p 1.00] 8.00|s9196100 7], =l d
Wed |01/11/2017 B
7 [goor  |[s:30p 1.00] 10.50[s0196100 ] =l hd
Thu |01/12/2017 B =
v Jo0n  [s:00a 0.00  2.00/ss196100 7 =l hd
Fri nz/2m7 a:00P 7:30P 0.0n 2.50lcotos1nn T[ T[ -

The green lock in the V column indicates the hours are locked and no edits or additions can be made by the employee; if you
have changes, contact your Supervisor. Payroll will also apply a system-wide lock at 9:00am on Monday following the end of
the pay period to lock out all employees. Please note the hours cannot be locked until the payroll period is complete which is
12:00 am on Saturday morning following the end of the pay period.

Date v Start Stop Lun Paid Position v  Abs  Hours
Sat | 01/07/2017 hd hd 2
Sun | 01/08/2017 | | =l
o & |p:00A |[s:00P 1.00]  8.00[ss196100 7 = =
Mon | 01/09/2017
- g g
1oy & |do0a  [s:00P 1.00 8.00/s9198100 =] = =l
Tue |01/10/2017
El = =
y . & |gooa  [s:0P 1.00] 8.00[s9196100 = = =l
wed | 01/11/2017
S = =
- o & |f:00a  |G:30P 1.00 10.50591951002' :I ZI
u | 01/12/2017
= =] =]
‘i i00A  |9:00A 0.00] 2.00591951003 3 hd
Fri  |01/13/2017 \ & f4:00p [7:30P 0.00] 3.50/s8156100 =] = =l
- =1 -

After the hours have been both locked and confirmed for the pay period, the V column will show a green lock with a black
checkmark. Employees cannot make any changes, however Supervisors still have access so contact your Supervisor should
you have any changes.

Sat | 0L/07/2017 - - -
Sun | D1/D8/2017 = . 3
008 [5:009 1.00] 8.00
Men | 0L/08/2017 L "‘ 9&!96100% é‘ %
e | ot s | ki 100  8.00lse356100 =] =] =
£ 3 3
BI04 [5:00F J00)  AOD
wed |oviyans] |2 1 5‘-“‘?610“% %][ %
e | v | B o L G [ B Wlﬁim% % %[l
@ [foon lo00a | 000 200lsm9s100 2] = B
i |ovaaoi7 \@ feoor [:30p | 0.00| 3.50[seiseton = =1 =
= it —

Payroll will apply a second system-wide lock at approximately 10:30 am on Monday following the end of the pay period. At
this point, Supervisors will no longer have access to edit their employee’s hours. The lock icon will turn yellow and the blank
rows will be removed to condense the time sheet.

sat | 01/07/2017 |fg
Sun 01/08/2017 =]
Mon 01/09/2017 8 ({004 5:00P 1.00] 8.00|59196100
Tue 01/10/2017 Q 00A 5:00P 1.00 8.00|59196100
Wed 01/11/2017 g BR00A 5:00P 1.00] 8.00|59196100
Thu 01/12/2017 5 |7jpoa 6:30P 1.00] 10.50|59196100
- 8 [7§0A 9:00A 0.00] 2.00|59196100
i T Q 40P 7:30P 0.00 3.50|59196100 ROWS are condensedl
0.0 blank rows have
Sat  |01/14/2017] | B
sun_|oy15/2017) | & been deleted
Mon 01/16/2017 8 |afpoa 5:00P 1.00] 8.00|59196100
Tue 01/17/2017 g [sfooa 3:30P 0.50] 7.00|59196100
‘Wed 01/18/2017 Q 00A 5:00P 1.00 5.00|59196100
Thu 01/19/2017 8 |§:00a 5:00P 1.00] 8.00|59196100
Fri 01/20/2017 2 [B:00A 5:00P 1.00] 8.00|59196100
40.0¢
80.04




