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Introduction

Web Time Entry

Self Service Web Time Entry is a web-based time entry system designed to
improve accuracy and eliminate loss or delays in paper processing of physical
timesheets and leave reports. The Web Time Entry system will allow you to log
into a secure website and enter the hours worked and accrual leave online from
any computer with access to the Internet. Your time and/or leave is then
approved online by your supervisor and sent electronically to Payroll for
processing.

Overtime Eligible Employees (Non-exempt — hourly)

Overtime eligible employees will no longer record the hours worked on paper
timesheets or timecards, but instead will input them into the Web Time Entry
system. You will also submit sick and vacation leave using this system.
Student employees will also report their hours using Web Time Keeping.

Overtime Exempt Employees (Exempt — salaried)

Overtime exempt employees will utilize this system for “Exception Time
Reporting”, also known as “negative reporting”. This will require employees
to record any leave taken in four hour increments or verify through
certification that no leave was taken during the pay period.

Note: Employees must request leave time in accordance with their
department policies and procedures.

Timeframes and Deadlines

In order to be paid each month, it is critical that you submit your timesheet
by the deadline. You are responsible for submitting your electronic timesheets to
your supervisor. Without a timesheet, the supervisor is unable to approve your
time and/or leave and without the supervisor’s or their proxy’s approval. Failure
to submit a timesheet is a violation of the State of Illinois Employee Ethics Act.
Continuous failure to submit a timesheet will result in the employee being taken
off of payroll. Disciplinary actions can be a result of violating this Act.

The pay period ends on the 15" of the month and the last date of the month.

Timesheets must be submitted by 5:00pm on pay day. This typically will be
5:00pm on the 15™ and the 30/31% of the next month. If the 15" or the last date of
the month falls on the weekend, timesheets should be submitted on the last
workday,

Leave Reporting Employee Manual.doc 1

Notes



Logging On

You will access the Web Time Entry System two ways: (1) Through Cougar
Connect or (2) Web Time Entry portal. Both of these options are accessible from
any computer with access to the Internet. You will be issued a User Name and
Password to log on to the portal and your access and authorizations within the
Web Time Entry system will be driven by this sign-on. Because of the sensitive
nature of payroll information, you should not share your ID or password with
anyone. It is also important to log off of the system when you have finished.

Option 1: Access through Cougar Connect

1. Access the Cougar Connect from the CSU homepage:
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Option 2: Web Time Entry portal
1. Go CSU homepage (csu.edu), then Quick Links, then HR/Jobs at CSU

CHICAGO ST%TE Cougar Connect | Ato Z | Campus Directory | Map & Directions

UNIVERSITY Quick Links ‘ ‘Search csu |
Quick Links
Course Scheduling

Jones Convocation Center
ABOUTCSU ADMISSIONS ACADEMICS ADMINISTRATION Emergency Information

- Event Information
Academic B HRIJobs at CSU

Fulfilling our
mission through

ACCESS

Strategic Plan 2012-15
Objectives and Measures

F]

TELL US WHAT YOU THINK NOW

2. From the HR webpage click Payroll on the left, then Web-time Entry on the right

CHICAGO ST*TE (G B /A | S sy | e G A esiars
UNIVERSITY 1ama..

Human Resources

Payroll

OVERVIEW: Chicago State University payroll department strives to provide accurate and Resources
timely payment of compensation, tax withholdings for faculty, staff, and
student employees. Our goal is to promote and monitor University compliance
Benefits with all rules and regulations pertaining to State and Federal tax laws. We

incorporate all aspects of the State of lllinois Ethics Act in our daily work. Web-time Entry

HR Personnel Transaction Calendar

Examination
Functions of the Office include:

Payroll
» Administer the regulations of federal agenciessuch as the Internal
Classification & Compensation Revenue Senvice, the Social Security Administration, thell.S. Forms & Documents
Department of Labor and the Federal Office of Child Support
Organizational Development Enforcement.
Forms & Documents m Sick and Vacation Leave balances Personm.e\ Chas o N.ot\ce
u Lost warrant/stop payment Termination Check List
Policies » Payments to vendors for withholding taxes.voluntary deductions, Termination Form
gamishments BeAministratar Uaratinn

3. Loginto Banner Self Service, you will need your UID and PIN

CHICAGO STATE [UNIVERSITY

User Login

i Please enter your User ID (SSN or 9 digit assigned University 1D number UID) and your Personal Access Code (PAC) and then click on login.
Initially, your PAC is your date of birth (MMDDYY). For example, if your birthdate is July 23, 1975 your PAC will be 072375,

The system will prompt you to change your PAC. You may use any sx digit number. When firmshed, chck Login. Remember the new PAC you create

Multiple failures to enter correct PAC will result in your account being locked!

when you are finished using CSU X-PRESS , please Exit and close your browser to protect your privacy.

If you are experiencing problems logging on the system during registration, please contact the HELP Desk at (773) 995-3963 or helpdeskcsu. edu

User 10:
PIN:

[(togin] [ Forgor Finz |

Leave Reporting Employee Manual.doc 3

Notes



: Not
Leave-reporting for Exempt employees: SO

Leave reporting for exempt employees will require individuals to submit
exception time also referred to as “negative time reporting”. Upon submitting the
time that you are not working but receiving compensation from the University
(“negative time reporting”) into the online time reporting system each pay period,
the employee must “certify” that they have accurately and fully reported their

time.

1. To report Leave time, click Time Sheet

(CHICAGO STATE [UNIVERSITY

Personal Information Student Finance Financial Aid

Search

Benefits and Deductions
View your retirement plans, Health insurance information, Flex spending accounts, miscellaneous deductions.

Pay Information
View your Direct Deposit breakdown: View your Earnings and Deductions History: View your Pay Stubs.

Tax Forms
View w-4 information: view your W-2 Form.

| Current and Past Jobs
*Time Sheet
Leave Request Selection
Leave Report Selection
RELEASE: 7.2.4

If you are an APPROVER, you will see the following screen next:

Selection Criteria

My Choice

Access [y reavr renueet.
Approve or Acknowledge Time: ()

Approve All Departments: |
Act as Proxy: [gelf +|
Act as Superuser: O

Click *“Access my Leave Report” to report your own time

Click “Approve or Acknowledge Time” to approve the time of your direct
reports.
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3. Choose Time Sheet for the time period you want to report

Personal Information Student Faculty Services Finance Financial Aid

Search

Leave Report Selection

Title and Department My Choice Leave Report Period and Status

Training 2 Development Spec, I, 000143-00 @& |Apr 01, 2012 to Apr 15, 2012 Mot Started V|
Human Resources, 0215

Leave Report

RELEASE: 8.3

4. Click Leave Report

5. Click Enter Hours (a link under the date) where you want to enter time.
a. Click NEXT/PREVIOUS button for more dates within the period

Personal Information Studest Facelly Services Finance Finencial Al

Searc | I(&]

Time Sheet

f*‘; To bégin, click 3 nk under the date where you want 1o enter time. Cick NEXT/PREVIOUS button for more dates within the period.

SIMEMAP HELP EXIT

Leave Report
Title and Number: Training % Development Spec. 1 - 000143-00
Department and Number: Hurnan Resources -- 0215
Leave Report Period: Feb 01, 2012 to Feb 15, 2012
Submit By Date: May 31, 2012 by 05100 P
Faming Total Total  Wednesday Thursday Friday Raturrday Sunday Monday Tursday
Hours  Units  Feb U1, 2012 Feb 02, 2012 Feb 03, 012 Feb 04, 2012 Feb 03, 2012 Feb ug, 2012 Feb 07, 2012
Vacation Leave
25 15 15 Enter Hours Eritér Hours [Enber Hours 15 Enter Hours:
Sxck Laave
o Enbur Hours Endur Howrs Eniter Hours Eniber Hours Eriir Hours. Eritir Hours.
Tetad Hours:
28 15 TE o
Tolal Units:
L] o o o

Submitted far Approval By: Youl on May 01, 2012
Approved By: Lorelei Mays on May 01, 2012
Waiting tor Approval From:

RELEASE: 8.4
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6. Enter the number of hours worked in the box that will appear.

Time Sheet

A2 To begin, click a link under the date where you want 10 o

Leave Report

Title and Number:
Department and Number:
Leave Report Period:
Submit By Date:

Earning:

Date:

Hours:

[ save | [ Copy

Use the Function Button at the bottom to “Preview” and/or “Submit for

Approval”

nter

tarrn

. Chok NEXT/PREVIOUS button for more dates withr

v the penoc,

Treining & Cevelcpment Spes. [ == 000143-00

Human Fesources —- 0216
ap- 01, 2022 to Apr 15, 2012
May 31, 2012 L\}‘l 0500 Bl
VBCAtIon Leave

AIpI'DE‘. 2312 L
7.4 q_ appropriate til\

| Position Selection || Comments || Preview ||

Submit for Approval || Restart || Previous || Next|

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

\Y

After you click Submit for Approval, the screen will
indicate that your time sheet was submitted successfully.
The bottom of the screen will display the date that the time
sheet was submitted. It also indicates that the time sheet is

waiting for approval by your supervisor. When your
supervisor has approved the time, it will be noted in the

Approved By box.

7. After submitting time sheet approval, you must certify the information is true

and accurate. Enter your PIN

(CHICAGO STATE [JNIVERSITY

Search G
Certification
‘. L hered represents a true and socurste recon im
mi e e sl . Othy sehked Do
FIN:
Submit
RELEASE: 7.3
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Answers to Frequently Asked Questions (FAQ’S) Notes

1. Do I have to submit a timesheet if | did not take any accrual time?
Yes. This will ensure your compliance with the Ethics Act.

2. What if my time sheet is not listed or my Position (Title and Department) is not
listed on the Position Selection screen?
Please contact your supervisor and/or Human Resources to determine if you have
been authorized to work and that the appropriate paperwork (19, W4, etc.) has been
submitted.

3. What if I clicked on Submit for Approval before I was finished entering hours
for the entire pay period?
Contact your supervisor. If they have not already approved it, they can make
changes for you up to 5:00 pm on the day after pay day. If your supervisor has
already approved your time sheet, or the deadline has passed, your hours should be
submitted on your next time sheet using the earning category “Previous Period
Correction.”

4. What if I submitted my hours, but I made a mistake?
If you have clicked Submit for Approval and your time sheet has not yet been
approved by your supervisor, contact your supervisor; they can make changes up to
5:00 pm the day the time sheet is due. If you submitted incorrect hours and your
supervisor have already approved your time sheet, please contact the Human
Resources Department.

5. What if I did not receive a pay check but I submitted hours?
Check the status of your time sheet. If it was approved, contact the Human
Resources Department. If it was not approved, speak to your supervisor.

6. What if I missed the submission deadline?
It is important that you plan ahead and know the deadlines. Continually missing
the submission deadline may result in disciplinary action or being placed off of
payroll.

7. Can anyone else access my hours?
Only your supervisor, their proxy and the Payroll can access your hours. Should
your supervisor or proxy modify any hours you submitted, they are required to note
the change in the comment field and notify you of the change.

8. Should employees share their User ID, password and/or PIN with a proxy,
approver, other staff or friends/parents?
Due to the confidential and sensitive nature of information that can be accessed
through the entire Self Service system, employees should never share their User
ID, password and/or PIN with anyone.
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Printing Records “Quick Reference”

Retrieve the image you want to print and using the menu bar at the top of the
screen

1. Select Edit
a. Click on Select All from the drop down menu

2. Select View
a. Click on Text Size from the drop down menu
b. Choose Smallest

3. Select File
a. Click on Page Setup from the drop down menu
b. Choose Landscape
c. Click OK

4. Click the Printer Icon found in the menu bar at the top of the screen.
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