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The University of Idaho primarily usesn online system to record, review
and approvetime and leavefor employees. This guide provides
instruction for employees on how to record hours worked and/or leave
taken as well as instruction for supervisors (approvers).




Introduction

BEvery student, temporary or classified employee being paid by the University of Idaho is
responsble for entering the hours he/ sheworksinto WTLE. At the endof the twoqweek
pay period the employee will submit his/her timesheet for approval by his/ her supervisor.

Bvery faculty and exempt employee will enter the leave hours taken into the
WTLEand submit for approval to hig her supervisor at the end of the twogweek pay period
in which they have taken leave
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INSTRUCTIONSFOR EMPLOYEES

Logging on
Goto Universty of Idaho portal myUldaho at http:// my.uidaho.edu Type in your usemame and password. Cickon
Employee Tab and then Time ReportingFigures 13)

Figure 1: Logn Figure 2: Click Employee Tab Figure 3: ® to Time Reporting

V%Uldaho

Content Layout You are currently logged in.

i WgUIdaho

l’ Home ‘r ']\ My Tab “ Directory |

User Name:

’ Password:

Having problems logging in?

Welcome Kearney, Dixie

Content Layout You are currently logged in.

Secure Access Login

Time Sheet
PDL Trng Splst, 007872- 00 - Human Resource
Services, 906

U of I Bi-Weekly Payroll - Lag - 11, Due
Date : May 15, 2012
[ U of I Bi-Weekly Payroll - Lag - 10, Due
Date : May 01, 2012

' Employee JL My Tab “ Directory |

'COMING EVENTS

Friday, May 11
Deadline to apply for Summer or Winter graduation|

Click here

Figure 4: Select the Pay Period

Content Layout You are currently logged in.

(Figure 4)Selectthe apropriate payperiod under your job title. If you

. Home |f_ ol

]. My Tab | Directory |

PDL Trng Spist, 007872- 00 - Human Resource

have more than one active job you will needto selectthe gppropriate
job for the hours you want to enter. The name of the depatment and a
Time Sheet generictitle arelisted to help distingushbetween jobs. Cickon the

Services, 506 appropriate job, if you have more thanone. Thetimesheet will open.

U of I Bi-Weekly Payroll - Lag - 11, Due
Date : May 15, 2012

i-Weekly Payroll - Lag - 10, Due
ay 01, 2012

Entering Hours Worked or Leave Taken
1) Cickonthe EnterHours link under the correct date and eamings

9
10) It isrecommended you enter hours worked or leave takenon a daily bass.

Editing
1)

2)
3)

code row you want to enter time or leave taken, as agpropriate (i.e.

Regilar, Vacaton, Sk, etc.). (See examples below.)
Cickingan Ener Haurslink expands the Timesheet or Leave Report and inserts 4 informational rows; Date,
Eaning, Shift and Hours and displays3 buttons; Save, Copy and Account Distribution. Clickin the Hours field
and enter the hours. Enteryour hoursworked in the nearestquarter hour, or 15 minute intervals.
Cick Sawe after eachentry and before exiting the screen soyour information will not be lost.
Cickthe Nextbutton to access more dates inthe pay period and continue entering time worked or leave taken,
as apropriate.
Cickthe Previous hutton to return to the previous saeen. REMBEMBERTO SAVEeachentry before exiting the
screen so you do not lose your information.
Repeatas neessay to enter all time worked or leave taken in that payperiod.
Cick Save whenyou have completed enteringyour time or leave taken.
Cick Submit For Approval button to suomit your timesheetto your approver OR
Cickthe Backto Employee Tab Ik at the top left of the saeento exit the timesheetwithout submitting yet.

Until submitted, you may makechangesby typing over existing entries, adling, or deleting entries. Be
sure to Save.

Onceyour timesheet or leave report is sibmitted, kut not yet approved, you mayclickReurn.

If alreadyapproved, contact Payroll Sevicesfor assistace.



http://my.uidaho.edu/

Tracking Timesheet or Leave Report Status
1) Tracking information is located at the bottomthk timesheet or leave report.
2) TheSubmitted for Approval Bywill show the dateyou submitted it.

3) Once @imesheet or leave rep is approvedthe dApproved By information displag.

Examples by Employee Type

(Qassified and Temporary Hourly (Non-Exanpt) Employees

All hoursworked bynon-exempt employees must be recorded on the official Web Time and

Leave Report. Mealperiods of 30 minutes or more are not hours worked andare not

compensale. A rest period (coffee break, snack, etcgampensable. Rest periods may

not be added together and usedto start the daylate, end the dayearly, or usedas linch.

These employeearerequired to record time inandout. Classified employees are providec
compensatory timeof time-and-a-half for hours workedver 40 inaworkweek. Temporary
employeesare paid overtime (time-and-a-half) for any hours worked 40 inaworkweek.

Figure 5: Classified Employee Timesheet

Time Sheet

G To begin, dlick a link under the date where you want to enter time. Click NEXT/PREVIOUS button for more dates within the period.

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

PDL Trng Splst -- 007872-00
Human Resource Services -- 906
May 13, 2012 to May 26, 2012
May 29, 2012 by 05:00 PM

For figuresb, 6, and 7, enter hours worked or leave
taken
appropriate day(s) and recording the time you
arrived to work and the time you left as well as
when you left and returned from lunch, if applicable.

by

clicki

ng

on

Earning Shift [Default Total [Total |Sunday Monday ITuesday Wednesday Thursday Friday Saturday
Hours or Units Hours |Units |May 13, 2012 May 14, 2012 May 15, 2012 May 16, 2012 May 17, 2012 May 18, 2012 May 19, 2012

Regular Hours 1 0| 0 Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours|
\vacation/Annual Leave 1 0| 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Sick Leave 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Shared Leave 1 0| 0| Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Board Appointed Holiday 1 0] 0|
Holiday Hours Worked-Comp Time 1 0] 0|
Jury Duty 1 0| 0| Enter Units] Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Medical appointments 1 [ 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units] Enter Units| Enter Units|
Military Leave 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Comptime taken (reduce bank) 1 0| 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Leave w/pay w/o accruals 1 0 0| Enter Units| Enter Units| Enter Units] Enter Units| Enter Units| Enter Units| Enter Units|
Leave without pay with Benefit 1 0 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units] Enter Units| Enter Units|
On Call Hours Earned 1 0 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
FMLA Vacation 1 0| 0| Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
FMLA Comp 1 0| 0 Enter Units| Enter Units| Enter Units] Enter Units| Enter Units| Enter Units| Enter Units|
FMLA Donated Leave 1 0| 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
FMLA w/0 Pay 1 0| 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
FMLA Sick 1 0| 0| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units] Enter Units| Enter Units|
Compensatory Time Payout 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|

istrative Leave 1 0| 0| Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Total Hours: 0 0| 0l 0| 0| 0| 0| 0|
[Total Units: 0| 0 0] 0] 0| 0| 0| 0]

Position Selection | [ C¢

Submitted for Approval By:
Approved By:
Waiting for Approval From:

| [ Preview | [ submit for Approval | [ Restart |

Figure 6: Temporary Employee Timesheet Contributing to Retirement (PE

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

TH-Clerical/Tutor -- UB9900-05

Human Resource Services -

- 906

May 13, 2012 to May 26, 2012

May 29, 2012 by 05:00 PM

Earning [Shift |Default Total otal [Sunday Y Y dnesd. Friday Saturday
Hours or Units Hours |Units |May 13, 2012 May 14, 2012 May 15, 2012 [May 16, 2012 May 17, 2012 May 18, 2012 May 19, 2012

Regular Hours 1 q 0 Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours|
TH Annual Leave 1 0] 0| Enter Units| Enter Units) Enter Uﬂilﬂ Enter Unitz‘ Enter Unilﬂ Enter Unit_sl Enter Units|
TH Sick Leave 1 0| 0| Enter Units| Enter Units) Enter Units) Enter Units| Enter Units| Enter Units| Enter Units|
TH Holiday Pay 1 0 0|

Holiday Hours Worked 1 0f 1]

Temp Help - Paid Admin Leave 1 0] 0| Enter Units| Enter Units) Enter Units| Enter Units Enter Units| Enter Units| Enter Units|
Total Hours: 0 0 0 [ 0 0 0] 0]
Total Units: 0] 0] 0| 0 [V o 0l 0l

Position Selection | [ Comments | [ Preview | [ Submit for Approval | [ Restart | [ Next |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

OEnter




Figure 7: Student or Temporary Employee Timesheet, Not Contributingétr@ment

Time Sheet
Title and Number: TH-Clerical/Tuter -- UB9950-06
Department and Number: Human Resource Services -- 906
Time Sheet Period: May 13, 2012 to May 26, 2012
Submit By Date: May 29, 2012 by 05:00 PM
Earning shift  |Default Total  [Total isunday Monday Tuesday ednesday Thursday Friday |saturday
Hours or Units. Hours  |Units |May 13, 2012 May 14, 2012 May 15, 2012 May 16, 2012 May 17, 2012 May 18, 2012 May 19, 2012
R_,egular Hours 1 0| 0f Enter Hours| Enter Hours| Enter Hours) Enter Hours| Enter Hours| Enter Hours) Enter Hours|
Holiday Hours Worked 1 0 0|
Total Hours: 0f 0 0) 0) 0 0] 0| 0)
Total Units: 0 0] 0 0 0| 0] 0| [t]

Position Selection | [ Comments | [ Preview | [ Submit for Approval | [ Restart
Submitted for Approval By:

Approved By:
Waiting for Approval From:

Exempt (NFE)and Facuty Employees

Exempt employees are compensaded ot for the amount of time spenton the job, but rather
for the servicesprovided. Adepartment may require anexempt employee to work a specified
or structured stedule to meet the work obligations of the position which are determined
andagreed ypon by the immediate supervisor.

BE>empt employees at the University of Idaho are not required to complete atimesheet for
hoursworked each week. However, sincethe University hasa bonafide (approved)leave
plan, sickand annual leave reporting are required inthe Web Time and Leave Entry system
and must be reported only if anexempt employee doesnot work more than 4 hoursin any
given day. Insome instances, the employee may be allowed to usemedicalleave if
conditionsare met. Thisappliesto facuty accruingeave, aswell asstaff alsoknown asNon-
faculty exempt (NFE) and postdoctoral fellow positions. Exempt employees stould receive
prior approvalto be absent from or leave work duringwork hours. Exempt employees sould _

For Figures8 and 9,

be allowed to takea lunch break of aminimum of one-half hour per cay. enter any and all
leave taken. You
will only submit a
leave report if you
Figure 8: Fiscal Faculty or Exempt Employee Leave Report have leave to r@ort
for that pay period.

Department and Number: Human Resource Services -- 906
Time Sheet Period: Apr 29, 2012 to May 12, 2012
Submit By Date: May 15, 2012 by 05:00 PM
Earning Shift  |Default |Total Total |Sunday (Monday ITuesday \Wednesday [Thursday Friday 'Saturday

Hours or Units Hours |Units |Apr 29, 2012 |Apr 30, 2012 May 01, 2012 May 02, 2012 May 03, 2012 May 04, 2012 [May 05, 2012
Vacation/Annual Leave 1 0| 0 Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Sick Leave 1 0] 0 Enter Units| Enter Units| Enter Units| Enter Units] Enter Units| Enter Units| Enter Units|
Medical appointments 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Military Leave 1 o] 0 Enter Units| Enter Unitg| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Jury Duty 1 of 0 Enter Units| Enter Units| Enter Units] Enter Units] Enter Units| Enter Units| Enter Units|
FMLA Vacation 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
FMLA Donated Leave 1 0| 0 Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
FMLA w/o Pay 1 0] 0 Enter Units| Enter Units| Enter Units| Enter Units] Enter Units| Enter Units| Enter Units|
FMLA Sick 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Leave w/pay w/0 accruals 1 0| 0 Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Leave without pay with benefit 1 0 0
Shared Leave 1 0| 0 Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Administrative Leave 1 0| 0 Enter Units] Enter Units| Enter Units| Enter Units| Enter Units| Enter Units| Enter Units|
Total Hours: of 0| 0 0| of 0| 0 0|
Total Units: 0 0] 0f 0] 0] 0| 0 0]

Position Selection | [ Comments | [ Preview | [ Submit for Approval | [ Restart |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

RELEASE: 8.6




Figure 9: Academic Faculty Leave Report

Title and Number: Academic Faculty -~ 000010-00

Department and Number: Blological Sciences - 006

Time Sheet Period: Feb 19, 2012 to Mar 03, 2042

Submit 8y Date: Mar 06, 2012 by 05:00 PM

Iz.au. |smire [oefaute |v.- Eom H" (Monday [ruesday Wednesday [Thursday Friday [seturday

Hours or Units |Hours 19, 2012 |Feb 20, 2012 |Feb 21, 2012 |Feb 22, 2012 |Feb 23, 2012 |Feb 24, 2012 |Feb 25, 2012

Sick 1 Eater Units) Enter Units) Torter Unity [ Enter Urnta) Enter Unital Enter Unita)

|m Mmmn 1 a Eoter Units) Eorter Units) Enter Unns) Erter Unny Enter Uestal Enter Units) Enter Units]

Dury Duty 1 E Erter Units) Eovter Units) Enter Unita Enter Usiny Enter Ussta) Enter Units) Erter Units)

Leave 1 E Erter Units) Eorter Units) Enter Units) Erter Unts) Entar Unita) Enter Unita) Enter Unita)

%ﬁn 1 E a Coter Units) Eater Units) Enter Unas Enter Una) Enter Uruta) Entar Unita) Enter Unita)

FMLA Donated Leave 1 a Eoter Units| Corter Units) Eotar Units) Errter Uity Enter Ueets) Entar Units Enter Units)

FMLA w/o Pay 1 Ceter Units) Eovter Units) Enter Units) Erter Units) Enter Units Entar Unita) Enter Units)

FMLA Sick 1 a é Erter Units) Eater Units) Enter Unis) Enter Urits) Enter Uenta) Entar Units) Entar Units)

Leave without pay with banent 1 Trter Units) Toter Units) Trter Un Enter Urit Entar Ueits) Entar Unita) Erntur Unita)

Leave with and 1 . 0 Enter Mours) Enter MHoury Entar Moury Crtar Mourd Enter Mours| Enter Mow | Erter Mours)

Leave without pay and w/o bene |1 i 0

Adat! Comp Teaching 1 . 0 Entur Hours) Enter Moury Enter Moury Ertar Hours Eoter Mours) Errter Mowrs) Enter Hours|
mMinistrative Leave 1 Eater Units) Corter Units) Crter Unity [ Enter Unita) Enter Unita) Enter Unita)

IFV Contract Pay Out 1 ) a Erter Unitsf Corter Units) Eotar Units Enter Uity Entar Urits Entar Units Enter Units)
otal Howrs: [ | E [ 0 0

oo T i i : i i i ]

Annual and Sick Leave Reporting Examples for Exempt Employees

Thefollowing examplesare basedon an exempt employee who has atypicalwork day of 8:00 a.m. ¢ 5:00 p.m. and takes
anhour lunch fom noonto 1 p.m. Pleasenote: Leave must be reported when an exempt employee does not work more
than 4 hoursin any given day.

E>empt Employee Scenarios Leave Reported

Employee leaves at2:00 p.m. for the day Employee hasworked more than 4 hours, no leave reporting
required

Employee worksuntil 1:00 p.m. No leave reporting required

Employee leaves at12:00 p.m. for the day Leave reporting reged becaise employee has natorked
more than 4 hours

Employee leaves at10:00 a.m. for a one-hour doctor 1 hour of medical gpt. leave (2 hour max. permonth) and 5

appointment anddoesnot return to work hours of sickor annual leave repoted

Employee leaves at10:00 a.m. for a one-hour doctor No leave reported since employee worked more than 4 hours

appointment anddoesreturn to work for the rest of the

Employee comesinto work at 12:00 p.m. No leave reported, if lunchis not taken, as employee worked
more than 4 hours

Employee comesinto work at 1:00 p.m. Leave reported shce employee did not work more than4 hours
Employee has anormal gpproved schedile of working Leave reported isrequired if employee doesnot work more than
lessthan 8 hours per day (lessthan 1 FTE)and decides 4 hours

to leave early




HOLIDAY HOURS FOR ALL EMPLOYEES

When an employee physically works on a holiday, the regular hours should be erastaefore. The holiday hours
worked will now calculate for you displagi in the Holidy Hours Worked (HOW) earn code.

* Please note that Exempt and Faculty employees only report leave taken, they do not need to enter holiday pay as the
system will autoratically generate it

These examples are provided for clarificatioraBk review carefullyHoliday eligibility is based cemployee class and
normal work schedulelf not normally scheduletb work fulktime on the day doliday falls, then your hilay pay may
need adjustment For example, if you normally work 6 houns a day that is a holiday, then you would only be eligible for
6 hours of holiday payThese examples are based on the holidays over Thanksgiving 20ddsday, November 24 and
Friday, November 25, 2011

Classified Employescheduled to work 8 hoursday, Monday through Friday:

Without hours worked on the holidays: With 8 hours worked on one of the holidays:
Regular Hours 64 Regular Hours 72
Board Appointed Holiday 16 Board Appointed Holiday 16

Holiday Hours Worked will now
automatically calculkz from
Regular Hours 8

Classified Employewith anapprovedflexible work schedule working 10 hours a day, Monday through Thursday:

Without hours worked on the holidays: With 8 hours worked on onef the holidays:
Regular Hours 64 Regular Hours 72
Board Appointed Holiday 16 Board Appointed Holiday 16

Holiday Hours Worked will now
automatically calculate from
Regular Hours 8

*EXEMPT and FACULTWou will be allowed 16 hours of holiday pay in this specific situation, regaadlgesr

work schedule. If the holiday falls on either day when you were scheduled to work 10 hours, you will be allowed 8
hours of holiday pay and you will need to either take 2 hours of annual leave or work an additional 2 hours within
the week in whictlihe holiday occurred. If the holiday occurs on a day when you are not scheduled to work, you
will still be allowed 8 hours of holiday pay. You will need to adjust your work hours for the holiday week so your
actual hours worked, plus the holiday hours, mbt exceed 40 hours. These arrangements must be discussed with
your supervisor. The easiest solution for all may be to revert back to 5 days of 8 hours during a holiday week.




Classified Employescheduled to work 6 hours a day, Monday through Friday:

Without hours worked on the holidays:

Regular Hours 48

Board Appointed Holiday 12

With 2 hours worked on one of the

holidays:
Regular Hours 50
Board Appointed Holiday 12
Holiday Hours Worked will now 2

automatically calculate from Regula
Hours

PERSI Eligible Temporary Help Employsaseduled to work 8 hours a day, Monday

through Friday:

Without hours worked on the holidays:

Regular Hours 64

Holiday Pay 16

With 8 hours worked on one of the holidays:

Regular Hours 72
Holiday Pay 16
HolidayHours Worked will 8

now automatically calculate
from Regular Hours

Temporary Help/Student Employeescheduled to work 2 hours a day, Monday through

Friday:

Without hours worked on the holidays:
Regular Hours 16

Reminders:

With 2 hours worked on one of théolidays:
Regular Hours 18

Holiday Hours Worked will
now automatically calculate
from Regular Hours 2

1 Classified and PERSI eligible employ#es work on the Holiday receive double
time and a half in pay. This is calculated byah#y of the hours physically worked

on the regular hour line, which will now calculate into the holiday hours worked line

and units entered in the holiday hours.

1 Temporary Help/ Student employeethat work on the Holiday receive time and a
half in pay. Tis is shown by the regular hours entered, which will automatically
calculate the holiday hours worked earn code.

9 Iftimesheet is submitted and approved incorrectlyhe department may be subject
to a Special Check Fee of $75.00 to make the correctiondfarpayment occurs.

1 Graduate Assistants, Research Assistants and Teaching Assistanexempt from
holiday pay and web time entry is not required.

1 Supervisorsare responsible for final approval.




INSTRUCTIONS FOR SUPERVISORS AND PROXIES

Log On: Goto Universty of Idaho portal myUldaho at http:// my.uidaho.edu. Type in your usename and password. Click
on Employee Tab. (See Figures-2)

Employee/Supervisor Setup for Student & Temporary Employees

Stuudent andtemporary employeesneed to have a supervisor identified for the purposesof electronicaly approving
their time worked inWeb Time and Leave Entry. Thesupervisoregablishesthis bycompleting the Sipervisor
Reporting Form on-line. It is rrcommended that this be completed at the same time asthe Electronic Personnel
Action Form (EPAR) to facilitate atimesheet for the employee@ firstday of work and reduce delays inpayment.

1. Goto Vendal Web -

2. Login usingyour University of ldaho useridnd pasword

3. Cickoy mipkyee Informationé under Main Menu

4. Scrollto Employee Tasksand cickoy’ a! RYAY A & (updrvisok i€ ¢ alay {
5. Enteryour depattmental organizationtimesheet code, hit suomit

6. For hoseemployeeswho have no supervisor listed, click on the magnifying glassin the timesheet approver V#
box

7. A searcHeature will openin a sepagte box

8. Typeinthe last name of the employeS G&pervisor, dick seach
9. Cickon the appropriate name and position of the supervisor
10. ThesupervisorQ a ane position number floodsinto the form
11. Goto your nextemployee and repeatthe process

12. Whenyou click update, the information will be saved and the supervisorQ daamey/will appear inthe timesheet
approver column. Ht update often to save your work.

13. Repeatthe processfor each timesheet code in your department/unit. Remember to hit update oftento save
your work.

14. Whenyou are finished, scroll to the top andclick exit to log out.

15. Thesystem will log you out if thereis 45 minutesof inactivity. Ifthis ocairs, just log backin and resume the
process. You may change previous entries. Be sure to update your changes.

Approving Timesheets/Leave Requests

If your position is set-up asa sipervisor, inaddition to the Time Reporting section mentioned above you will alsohave a
Time Approval sction. Cickon the appropriate payperiod daesto review andapprove your employeeQ #imesheets and
leave reports. All reports must be entered and approved bythe deadine to enaure timely payment to the hourly
employees.



http://my.uidaho.edu/
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_WWWLogin

Figure 10: Select Pay Period Date

— R NETICSLA ST RS |
Home | ) | My Tab | Directory |

9, 906, Human Resource Services
a UofIBi-Weekly Payroll - Lag - 17, Period Ending
58 2009, Time Sheet
a U eekly Payroll - Lag - 17, Period Ending
! 2009, Time Sheet
i-Weekly Payroll - Lag - 18, Period Ending
. g 22, 2009, Time Sheet

More

MONITORA ist of your employeeswill appear with the status of their
timesheet or leave report. You will be able to clickon the name of those
employeeswho have started theirreports and view the time andleave
entered. You will also see those enployeeswho have not yet started their
timesheets or leave report so that you mayremind them to do so. E-mail
reminderswill also be sent out eachpay period.

REVIEWCIckon namesto review the hours and leave that they have
entered. If everythingisaccurate, click Approve. Cickpreviousmenuand
continue with the next employee.

RETURN FOR CORRECT@iu:detect anerror, click on commentsand indicate

the error to the employee. Clckreturn for correction. ¢ Thetimesheet will be sent backto the employee for correction.
Once the employee correctsthe error and resubmits you will be able to re-review and approve.

SORTIf you have employeesin different depatmental organization codesor roll-ups, or you would like themto sort by
those realy for review, clickon the Selet New Department Tab. Choose the department you want to review and the

order you want the timesheedsto appear.

Employeeswho have submitt ed their timesheets will be displayed at the top. Employeeswho have not begun or
submitted their timesheet or leave report for the current pay period will be listedat the lottom of the page. You may
need to remind them to complete and submit it if the deadine is approachingto ensire they receive a paycheckin a

timely fashHon.
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