Web Time Entry — Employee

Log into WebSmart using your id (either ssn or G id) and pin
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User Login.

* Mease enter your user idennficaton Numbes (ID) ang your Fersanal Identificanon Number (FIN). When finshed, cick Login

You are assignad a FIN when your appicanon for aamssion i& processed, If you have fargosten your FIN of have not recetved a PIN, you must go ta the Office of
Admissions and Records with photo idensficanon.

whan you are finshad, please EXIT and cose your Browser 1o protect your prracyi! |
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If this is the first time you have logged into WebSmart, you will get the
following prompt to create and answer a security question. You will have
to do this one time only.
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Login Verification Security Question and Answer

*' Enter your personai security question mong weh the answer. If you forget your pin, you will be able to dick on the (Forgot Pn?é button and the guesbon you wiite
here wi be drsgiayed 1o help you remember. For secunty purposes, you wil Then be ssked 10 dhange your pn
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Select Employeg from available tabs or click on Employee Services
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Select Time Sheet from the menu items
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Select department and pay period and then click on Time Sheet. Initially,
the status of your timesheet will be ‘Not Started’. This status will change as

you start entering time.
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Position Selection

* To select & posibon, dick under Posibion, choose the Time Sheet Penod and chck Select

Title and Department My Choice Pay Period and Status

Stage Techncian, ST NH0140 @ 3an 01, 2000 to Jan 31, 2000 Mot Rarted ¥
Ganerd Admariatiaticn 3201
[ Twme Sheet
RELEASE: 7.0 ,~/\'\’\
e — 7 Trosad st Wiome -

Revised 2/26/2008 Page 4



Select the day and date for which you want to enter hours.
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Time Sheet

* To begin, O3k @ Sk under the Cate Where you want 1o enter ime. Cick NEXT/PREVICUS Button for mare fates within the penad.

Thme Sheet
1rte arst Mumtmr. S Tochcan ST - L0040
Cwgmrrmvenm wned Murbier: Geveral Agrumetraton - 5001
Tine Sheet Parios tan 0Y 7958 % Joe Y. 200W
Sustarit By e My 06, 2008 by 06.00 F M
Eamning Shift Default Total Total T ¥ We Thursd Friday Saturday Sunday Monday
HoursorUnits Hours Units Jam 01,2008 JanQ2 2008 Jan 03, Jan 04,2008 Jan 06,2008 Jan 06,2008 Jan 07, 2003
SwtTemPay 1 o v Enter sy Eter Houe Enter bours Entar Sous Entee oy Entar Hous
OmTime 150 1 0 0 Enterriars Enter thowrs Enter e fate bous Entet Hows Entar s
Ovet Timns - 2y 1 0 0 Enger ours (SO £nter Wours £0tel Hogs Encec S Ener Mo
Tonal fosrs, 0 1 ] ] [} 0 0 q
Tumat Units: ) ! : C 0 0 0 0
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Enter hours worked and click Save. To move to the next days, press Next
at the bottom of the page (not visible in this screen print).
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Time Sheet

* To Deym, chek o bk under the dete whess you wiv® to enter ime. Cick NEXT/SREVIOUS Button for more detes within the perod

Time Sheet

Tithe srd Mumbiar Stage Techncen. AT - 130010

Daparmat ared Wribn Garwwal Atvorstration ~ 1001

Timn Shoat Perksd A 01 2002 1 Jam 3. 2608

Satemit By Oate; Mar 06 2003 by 0500 0 M

Farsing: Shot T Pay

Uate! Jwn 00 J008

Shify: 1

Howrs: = |

Earning $hift Default Total Total Tuesd: Wednesd: Thursday Friday Saturday Sunday Monday

Hours orUnits  Howrs Units Jan 01,2008 Jam02. 2008 Jan 03,7008 Jan 04,2008 Jan 05 2008 Jan 06,2008 Jan 07, 2008

Ghen Tom Fay 1 0 o Bt souny Enler s SOt Hows Entar souny e toun Eoter Hows T

Cow Terw - 150 1 a 0 Liter Mours Rt dSnrs Enter Mo Loter sicuts Briter Monsa Gntat b Toter douey

Ower Time - 2x ' 0 o Ectoc i Entex Hows Entar Haus Enter Hou Enter. How Entec Hou Entar e

Total Vours. 0 0 ] ? 0 0 ] [}
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To enter the same hours for other days, use Copy command and click on

days that have the same hours. Click Copy again to save.
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* To copy to the of the pay penoc, dick tENgheck box. I you want to copy weekend dates, be sure to check Incude Saturday(s) or Include Sunday(s). To
Copy ndrddual dat\es, Ok the check DoXes undN the dates. Warming: IT you SeRCT the same data That you A copnying from, your hours wil be deleted
Enrmngs Codn: Srot Term Pay Shit t
Date and Mhours t Copy! Jan 02, 2000 1 A Hows
Copy from date disglaved to\end of the pay pariod: o
Inclde Saturdays: ()
Inchede Sendays: 0o
Copy by dute:
¥ Saturday Sunday
Jon 01, 2008 032, 2008 Jan 0%, 2008 Jon 06, 2008 Jan 07, 2008
O O O O =
Tuesday Saturday Sunday
Jan 08, 2008 Jan 09, 2008 Jan 12, 2008 Jan 13, 2008 Jan 14, 2008
3 = 0 @ =
Tuesdoy Wednesday Saturday Sunday Monday
Jan 15, 2008 Jan 10, 2008 Jan 19, 2008 Jan 20, 2008 Jan 21, 2008
O = o O |5}
Tuesday Wed Saturdasy Sunday Monday
Jan 22, 2008 Jan 23, 2008 Jan 26, 2008 Jan 27, 2008 Jan 28, 2008
O = O D =
Tuesday Wednesd
Jan 29, 2008 Jan 30, 2008
O =
. -
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Copy was successful.
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EXIX
Copy
* To copy to the end of the pay period, dfk the dheck box. If you want to copy weekend dates, be sure to check Include Saturday(s) or Include Sunday(s). 7o
copy ndiiduad dates, dick the check :r.»vvs under the dates. Warning: If you Select the same date that you are copying from, your hours wil be deleted.
A Your hours have been copled successtully.
Ewrmings Code: Shont Term Py Sttt 1
Date and Ihours o Copy! Jan 02, 2030 1 A Mowrs
Copy from date displayed to end of the pay period: 0
Inclade Saturdays: o
Inchede Sendays:. 0D
Copy by dute:
Tuesday Wednesday Thursday Friday Soturday Sunday
Jon 01, 2008 Jan 02, 2008 Jan 03, 2008 Jan 04, 2008 Jan 03, 2008 Jan 06, 2008 Jan 07, 2008
O O O a u] O O
Tuesday wednesday Thursday 1 riday Saturday Sunday Monday
Jan 08, 2008 Jan 00, 2008 Jan 10, 2008 Jan 11, 2008 Jan 12, 2008 Jan 13, 2008 Jan 14, 2008
O O C 0 a @] 0
Tuesdoy Wednesday Thursday Triday Saturday Sunday Monday
Jan 15, 2008 Jan 10, 2008 Jan 17, 2008 Jan 16, 2008 Jan 19, 2008 Jan 20, 2008 Jan 21, 2008
O O 0 | O o O
R L Wednrerday Thureday Fricav Saturday A e Mondaw: %
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Click on Timesheet to return to the original view of your timesheet.
Additional functions allow you to select a different Position, enter

Comments that your approver will read, Preview this timesheet or Restart
this timesheet.

When all hours have been entered for the entire pay period, click Submit
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:‘: To begin, ok o ok under the date where you want Senter tme. Cick XEXT/PREVIOUS buttan for more dates within/the pencd.
Time Sheet
Titte and Mumbec: Sape Technican, ST - 1LN0140
Departmént and Number: Gonond Adrrinsstiat 3z01
Time Shoot Puried Jan DY 2008 1o Jan 11, 2000
Saemit By Daiw; Mar 08 2006 by D5 S0P M
Earning: Ehan Tane Pa
Date: Jay 92 2008
Shim: 1
Hhowars: ' s
:S.;y_"eg [Eoc}f] | Account Dstrution |
Earning Shift Defaunt Total Total Tuesday Wednesday ursday Friday Saturday Sunday Monday
Hours or Units  Hours Units Jan 01,2008 Jan 02, 2008 n 03,2008 Jan 04,2008 Jan 05,2008 Jan 06,2008 Jan 07,2008
Shaa Tem Fay 1 D 75 Enter Hours s Enter Hours 13 Entee Hours Entee Hours 13
wor Term - 160 1 0 b Eoter Hises Boter Wisns Enler Howrs Enle Howes Enler Howes Enler Houes Enler Houes
wer Time - 2x ! ¢ 0 Enter Hours Ente/Hous Enter Hours Enter Hours Enter Howurs Enter Hours Enter Hours
7 oesl Hosex: 578 0 ' ¢ '
Totat Unies b
POSItION Selection | Comments preview | [C_Submit for Approval | | Restart | [ Next
Subenittod for Appeovnl By
Apgroved By .
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When you submit for approval, you will be asked to reenter your pin. This
serves as an electronic signature.
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Certification

1 certily that the tire entered repressnts § true and sccurste record of my time, 1 am respansids for any changes made wsing my 10 and PIN. If you agres with the
previous sentence,please enter your PIN and select the OK button. Otherwise, selact Exit and your tyme transaction wil not be submerted for approval You wil return
0 the User Logout web page,
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Successfully submitted time sheet:
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Time Sheet
* To begin, dick a bk under the date where you want to enter tme. Cick NEXT/PREVIOUS buttan for more dates within the pericd
A Your time shoeet was submitted successfully.
Time Sheet
Tide ond Mumber: Sage Tectmom, &7 - 200140
Degartmaet and Humber: Genord Admanististien - 3201
Tine Shaut Farhed: Jurt 0%, 2008 1o Jas 31, 2008
Sutemit By Datn: Mar 06, 2008 by (590 P M
Earning Shift Defaunt Total Total Tuesday Wednesday Thmlday Friday Saturday Sunday Monday
Hours or Units  Hours Units Jan 01,2008 Jan 02,2008 Jan 03, 2008 .muzooa Jan 06,2008 Jan 06, 2008 Ja-orm
Stod Tem Py 1 LI Enter Houex 15 Entar Hours 15 Entar Houes Enter Houry 15
Over Tima - 18 Y 0 0 Enter Hoory nter Hos Entor Hoory Entar Hoory Enter Hours Enter Hooey Enter Hoory
Over Tir - 2x 1 0 0 Enter Hours Entar Hours Entar Hours Entar Hous Entar Hours Enter Hars Entar Huss
Tetal Hooex: 143 ] 5 v 7S 3 3 2
Tetal Unine ] 0
Position Selection || Comments | [ Prevew | [ext |
Satemifuid hr Agpreval By Yau un Fuls 16 2008
Apgeaved By
Waning tor Apgeoval Fram: Victora Munes
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Your time sheet is now in ‘Pending’ status. The status will change to

‘Approved’ when your approver has approved your time. It will change to
‘Complete’ when the payroll process has run.
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