Web Time Entry — Employee

Log into WebSmart using your id (either ssn or G id) and pin
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User Login.
# Please enter your user Identification Number (ID) and your Personal Identification Number (PIN). When finished, click Login.
You are assigned a PIN when your application for admission is processed. If you have forgotten your PIN or have not received a PIN, you must go to the Office of
Admissions and Records with photo identification.
When you are finished, please Exit and close your browser to protect your privacy!!!!
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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 personal security question along with the answer. If you forget your pin, you will be able to click on the éForgot Pin?¢ button and the question you write
here will be displayed to help you remember. For security purposes, you will then be asked to change your pin.

Enter Question: ‘ |
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Select Employee from available tabs or click on Employee Services,

{= Main Menu - Windows Internet Explore
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1 Registration, Student Records, Student Account, Financial Aid, Update Ya0r Email Address, Emergency Text Message Contact Information, Voter Information
s
My Overall Status of Financial Aid, Apply for a Board of G#ernors Fee Waiver Application, My Eligibility, My Award Information, Access Government Services
D 1
= Temporary Class List, List Authorization C#des, Class Placement Scores, List CRNs for Faculty, Class List, Faculty Schedule by Day and Time , Census / Enrollment
Verification, Enter Grades & Positive At¥€ndance Hrs, Class Grade Listing, All Class List Download , Student Information Menu
Time Off Current Balances and History, Update Emergency Contacts, View Emergency Contacts, Human Resource Links, Electronic Personnel Action Forms, Emergency
Text Message Contact Information
v
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Select Time Sheet from the menu items,

{= Employee Main Menu - Windows Internet Explorer,
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m Employee

Time Sheet
This is for testing purposes only.

Benefits and Deductions

Update or 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

Change W-4 information; View your W-2 Form or T4 Form.

Time Off Current Balances and History

Update Emergency Contacts

View Emergency Contacts

Human Resource Links

Payroll Menu

Check View - Web Entry Approvers - Payroll Check Register

-l Emergency Text Message Contact Information
phone  WebSMART can send emergency campus alerts, notifications and updates direct to your cell phone.
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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 a position, click under Position, choose the Time Sheet Period and click Select.

Title and Department My Choice Pay Period and Status
Stage Technician, S/T, 3L3001-00 & [32n 01, 2008 to Jan 31, 2008 Mot Started v
General Administration, 3001

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

(2 hitps:{Avebsmart.smced.edu: 7543/pyrlfbwpkteis.P_SelectTimeSheetDriver - Windows Internet Explorer
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Time Sheet
g;) To begin, click a link under the date where you want to enter time. Click NEXT/PREVIOUS button for more flates within the period.
Time Sheet
Title and Number: Stage Technician, S/T - 3L3001-
D and Number: General - 3001
Time Sheet Period: Jan 01, 2008 to Jan 31, 2008
Submit By Date: Mar 06, 2008 by 05:00 P.M.
Earning Shift Default Total Total Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Hours or Units Hours Units Jan 01,2008 Jan 02,2008 Jan 03,2008 Jan 04,2008 Jan 05,2008 Jan 06,2008 Jan 07,2008
Short Term Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Qver Time - 1.5x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Over Time - 2x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 0 0 0 0 0 0 0 0
Total Units: 0 0 0 0 0 0 0 0 b |
Position Selection ][ Comments ][ Preview ] [ Submit for Approval | [ Restart
e e A i bl
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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).

EnterTimeSheet? JobsSeqNo=20133& TypeEntry=Df1 ast - Windows Internet Explorer
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Time Sheet
L_T.L) To begin, click 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: Stage Technician, S/T - 3L3001-00
Department and Number: General Administration - 3001
Time Sheet Period: Jan 01, 2008 to Jan 31, 2008
Submit By Date: Mar 06, 2008 by 05:00 P_.M._
Earning: Short Term Pay
Date: Jan 02, 2008
Shift:
Hours:
Account Distribution
Earning Shift Default Total Total Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Hours or Units Hours Units Jan 01,2008 Jan 02,2008 Jan 03,2008 Jan 04,2008 Jan 05,2008 Jan 06,2008 Jan 07,2008
Short Term Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
OverTime - 1.5x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Over Time - 2x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 0 0 0 0 0 0 0 0
Total Units: 0 0 (1] 0 1] 0 0 (1]
>
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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.

s https:fiwebsmurt.smeced. e du: 7543/pyrlfbwpktetm.P_UpdateTimeSheet - Windows Internet Explorer

@:} - |g, htt\s:fﬂwebsmart‘srrhl.edu:7543ﬂwr|fbwpktetm.F‘_UpdateT\mESheEt V| [ ‘ (| % ‘ | |-
Eile  Edit ‘\iew Favyites Tools Help ﬁ -
w o [@https:ﬁweb\qmrt.sm:cdedu:?SﬁfpyMetmP_... 171 a8 = - [ page + () Todls - =]
copy \ S
@ To copy to the end of the pay period, dlick tischeck box. If you want to copy weekend dates, be sure to check Include Saturday(s) or Include Sunday(s). To
copy individual dates, click the check boxes un the dates. Warning: If you select the same date that you are copying from, your hours will be deleted.
Earnings Code: Short Term Pay, Shift 1
Date and Hours to Copy: Jan 02, 2008, 7.5 Hours
Copy from date displayed to\end of the pay period: O
Include Saturdays: O
Include Sundays: O
Copy by date:
Tuesday ednesday Thursday riday Saturday Sunday Monday
Jan 01, 2008 Jan 02, 2008 Jan 03, 2008 Jan 04, 2008 Jan 05, 2008 Jan 06, 2008 Jan 07, 2008
O O0 O O O
Tuesday Wewhesday Thursday Friday Saturday Sunday Monday
Jan 08, 2008 Jan 09, 2008 Jan 10, 2008 Jan 11, 2008 Jan 12, 2008 Jan 13, 2008 Jan 14, 2008
O m| | |
Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Jan 15, 2008 Jan 16, 2008 Jan 17, 2008 Jan 18, 2008 Jan 19, 2008 Jan 20, 2008 Jan 21, 2008
O O O O
Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Jan 22, 2008 Jan 23, 2008 Jan 24, 2008 Jan 25, 2008 Jan 26, 2008 Jan 27, 2008 Jan 28, 2008
O ] O O
Tuesday Wednesday Thursday 4
Jan 29, 2008 Jan 30, 2008 Jan 31, 2008
O a
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Copy
@ To copy to the end of the pay period, click the check box. If you want to copy weekend dates, be sure to check Include Saturday(s) or Include Sunday(s). To
copy individual dates, click the check bogges under the dates. Warning: If you select the same date that you are copying from, your hours will be deleted.
A Your hours have been copied successfully.
Earnings Code: Short Term Pay, Shift 1
Date and Hours to Copy: Jan 02, 2008, 7.5 Hours
Copy from date displayed to end of the pay period: O
Include Saturdays: O
Include Sundays: O
Copy by date:
Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Jan 01, 2008 Jan 02, 2008 Jan 03, 2008 Jan 04, 2008 Jan 05, 2008 Jan 06, 2008 Jan 07, 2008
O O0 O O O O O B
Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Jan 08, 2008 Jan 09, 2008 Jan 10, 2008 Jan 11, 2008 Jan 12, 2008 Jan 13, 2008 Jan 14, 2008
O O m| m] | | O
Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Jan 15, 2008 Jan 16, 2008 Jan 17, 2008 Jan 18, 2008 Jan 19, 2008 Jan 20, 2008 Jan 21, 2008
O O O O O O O
Tuesdav Wednesdav Thuradav Fridav Saturdav Sundav Mondav b
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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

form. Do not submit for approval until all of your hougshave been
entered.)
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@ To begin, cdlick a link under the date where you want {e’enter time. Click NEXT/PREVIOUS button for more dates withi

Time Sheet

Title and Number: Stage Technician, S/T - 3L3001-00

Department and Number: General Administration —- 3001
Time Sheet Period: Jan 01, 2008 to Jan 31, 2008
Submit By Date: Mar 06, 2008 by 05:00 P.M_
Earning: Short Term Pay

Date: Jan 02, 2008

Shift:

Hours:

[ copy | [[__Account Distribution__|

Earning Shift Default Total Total Tuesday Wednesday

ursday Friday Saturday Sunday Monday
Hours or Units Hours Units Jan 01,2008 Jan 02, 2008

an 03,2008 Jan 04,2008 Jan 05,2008 Jan 06,2008 .Jan 07,2008

Short Term Pay 1 0 97.5 Enter Hours Enter Hours 5 Enter Hours Enter Hours .5

Over Time -1.6x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Qver Time - 2x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Total Hours: 97.5 0 0 75 0 0 75

Total Units: 0 0 0 0 0 0 0

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

Submitted for Approval By:

Approved By: ~
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When you submit for approval, you will be asked to reenter your pin. This
serves as an electronic signature.

{= Certification Web page - Windows Internet Explorer
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Certification

Q I certify that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my ID and PIN. If you agree with the
previous sentence,please enter your PIN and select the OK button. Otherwise, select Exit and your time transaction will not be submitted for approval. You will return
to the User Logout web page.
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Successfully submitted time sheet:

= https:/iwebsmart.smced.edu: 7543/pyrl/bwpktesh.P_CertificationDriver, - Windows Internet Explorer

@.{/ |2 https:fjnebsmart smecd.edu 7543{pyrfbmpktesb.P_CartiicationDriver

[
ENEE )

Fle Edt View Favortes Tooks Help

e [@https:ﬁwehsmart.smccd‘edu:7543fpwunwpktesn.p,‘H] }

&

- 8 d= v b Page - () Tools - =

~
EXIT D |
Time Sheet
@ To begin, click a link under the date where you want to enter time. Click NEXT/PREVIOUS button for more dates within the period.
A Your time sheet was submitted successfully.
Time Sheet
Title and Number: Stage Technician, S/T - 3L3001-00
Department and Number: General Administration — 3001
Time Sheet Period: Jan 01, 2008 to Jan 31, 2008
Submit By Date: Mar 06, 2008 by 05:00 P.M.
Earning Shift Default Total Total Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Hours or Units Hours Units Jan 01,2008 Jan 02,2008 Jan 03,2008 Jan 04,2008 Jan05,2008 Jan 06,2008 Jan 07,2008
Short Term Pay 1 0 975 Enter Hours 5 Enter Hours 5 Enter Hours Enter Hours 75
Over Time - 1.5x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Ower Time - 2x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 975 75 0 75 0 0 75
Total Units: 0 0 0 0 0 0
[ Position Selection | [ Comments | [ Preview |
Submitted for Approval By: You on Feb 14, 2008
Approved By:
Waiting for Approval From: Victoria Nunes
RELEASE: 7.2.1.1 powered by | aapecoD
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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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