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How Do | access Web Time Entry (WTE

INB Links X / homepage
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LOUISIANA

Monroe

1. Open Internet Explorer Welcome to

The University of Louisiana at Monroe

2. Navigate to https://ssb-
prod.ec.ulm.edu/PROD/twbkwbis.P_GenMenu?name=homepage

Online Information System

Login to Access Your Personal ULM Information

3. Click on “Login to Access your Personal ULM Information Aply for Adrmision

edule
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https://ssb-prod.ec.ulm.edu/PROD/twbkwbis.P_GenMenu?name=homepage

Login

[} INB Links X/ fl Userlo
& & ‘ & Secure | httpsy/
University of

LOUISIANA

1. Enter your User ID (CWID)
2. Enter Pin (Max. 6 Characters)
3. Click LOGIN

ULM Secure Area Login
er your Campus Wide Identification Number (CWID) and your Personal Identification Number (PIN). When finished, select Login.

e: PIN is Case Sensitive

For Testing Purposes Use the CWID and Pin
provided .

‘ Login ‘ | Forgot PIN? ‘

(Test CWID)30108550 -

© 2017 Ellucian Company L.P. and its affiliates.
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[ INB Links
¢« Cla
University of

LOUISIANA

Monroe

Personal Information Employee

Main Menu

ACCESSIBILITY SITE MAP HELP

ormation System! Last web access on Apr 28, 2017 at 09:49 am

Welcol Web Time Entry, to the ULM

onal Information

= addresses and contact information, Sacurity Humber change information, changs your PIN.

ve or job data, paystubs, W2 forms, W4 data.

1. Click on “ ” to move to the
Em p loyee Me nu © 2017 Ellucian Company LP. and its affiliates.




Employee

[} INB Links
(_

University of

LOUISIANA

Monroe

Personal In T Employee

Seareh [ |[]

RETURN TO MENU SITE MAP HELP EXIT

Employee

1. Select “ ” from the Employee
Menu

ing Permit/Citations
Register for Parking Permit and Pay Parking Citations
RELEASE: 8.8
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Completing a Web Time Sheet

[ INB Links

& c ‘ @ Secure | b

University of

LOUISIANA

Monroe

Personal Information Student Financial Aid [0

PO |

Time Reporting Selection

@ Select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser.

1. Select “Access my Time Sheet” by
clicking on the corresponding radio .
button under Selection Criteria-My sy oo o

Access my Leave Report:

Selection Criteria

Access my Leave Request:

e @
C h 0] Ce Approve or Acknowledge Time:

Approve All Departments: (=]
Act as Proxy: \ Self

Act as Superuser: [m}

‘ Select ‘

Proxy Set Up

RELEASE: 8.12.1.5
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Completing a Web Time Sheet

[ INB Links x

(_

University of

LOUISIANA

Monroe

Open Your Time Sheet

The position(s) held by the employee will
be displayed on the Time Sheet Selection
Screen

Personal Information EHT 0

search|  |[eo] SITEMAP HELP EXIT

Time Sheet Selection

T Make a selection from My Chaice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

1. Verify that the status and date are A Conietor 3, AT 8 s 2,107ty 5, 20 g

45

CO rrect Adl‘nll‘ll;tlatl\lr_‘ Coordinator 3, AS 01 O 2 017 Not Started
° i i 500010

VP for Student Affairs Offi
Administrat E 3 ) W
Status must be one of the following to open
the Time Sheet:

* Not Started

017 Not Started

017 Not Started

* In Progress :
elec i Jul 01, 2017 to Jul 14, 2017 Mot Started
> inistra rdi -08 O Jun 17, 2017 to Jun 30, 2017 Not Started
» Pend] ng 30 Jun 03, 2017 to Jun 16, 2017 Not Started
May 20, 2017 to Jun 02, 2017 Not Started
May 06, 2017 to May 19,

b Retu rned fOr Correction LTime Sheat | Apr 22, 2017 to May 05, 2017 ot Started

RELEASE: 8.12.1.5
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Completing a Web Time Sheet

Position and Status (cont’d)
Time Sheet Statuses

NOT STARTED

IN PROGRESS

PENDING

RETURNED FOR CORRECTION
APPROVED

COMPLETED

You have not started your time sheet. It can be opened/started

You are in the process of entering your time for the pay period. It can
be opened/edited

You submitted your timesheet and it is awaiting approval form your
supervisor. It cannot be edited by you

Your timesheet is being returned to you for correction. You are
required to make corrections and to re-submit

Your timesheet has been approved and is ready for Payroll to process.
It cannot be edited by you or your approver

Payroll received and processed your timesheet




Completing a Web Time Sheet




Completing a Web Time Sheet




Completing a Web Time Sheet

[ INB Links
e
University of

LOUISIANA

Monroe

Enter Your Time

Click “ ” for a desired Day
and Earning type

search|  |[Go] SITEMAP HELP

Time and Leave Reporting
7 select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period

Time Sheet
Title and Number:

Employees must: el

Default otal otal Saturday Sunday Monday [Tuesday Wednesday Thursday Friday
Hours or Un nurs Apr 22,2017 Apr 23, 2017 Apr 24, 2017 Apr 25,2017 Apr 26, 2017 Apr 27,2017 JApr 28, 2017
| Enternits|  Enter Units|
 Enter all hours worked

« Submit a time sheet for each pay period
worked

NOTE: Full time non-exempt employees will enter total hours [

worked for each day. z o [ Enter houry :
ot bours:
—n_______

ion Selection H Comment

Submitted for Approval By:
Approved By:

Waiting for Approval Fr
RELEASE: 8.12.1.5




Completing a Web Time Sheet

[ INB Links / B Timeand Leave Reportin X

& c | 8 Secure \ https://ssb-dev.eculm.edu:? T/bwpktetm.P_EnterTimaShee

Enter Hours

1. Enter the correct number of units/hours in
the Units Field

2. Click Save after each entry

Personal Information g2uliT)

search| | &

Time and Leave Reporting

3. Scroll down to see the timesheet data

4. Repeat the steps above for each day and
each earnings code that need hours

{EarnCod

University of

LOUISIANA

Monroe

ente l'ed . 7 Select the link under a date to enter hours or days, Select Next or Previous to navigate through the dates within the period,

5. Select Next (and/or Previous) at the bottom [ErSEe

of screen to navigate to each week within Title and Number:
: Department and Number:
the pay per]Od Time Sheet Period:
/ . Submit By Date:
6. View the total units/hours at the bottom of [REEL
the screen to ensure you have accurately oy
entered your time e

| Save H Copy || Account Distribution

Administrative Coordinator 3 -- A57342-00
045
to May 05, 2017
2017 by 12:00 PM
Hours Worked
Apr 22, 2017

SITEMAP HELP EXIT




Completing a Web Time Sheet

[ INB Links B Time and Le: ortin X

& 2 ‘ ] ire | http -ci ulm.ed
versonal Intormation

search  [Go] SITEMAP HELP

Time and Leave Reporting
I Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet

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

Earning:

Date:

Shif

units:

‘ Save H Copy H Account

U = t / H Saturday Sunday Monday [Tuesday IWednesday Thursday Friday
n ] S O u rS n e re Units Apr 29, 2017 |Apr 30, 2017 May 01, 2017 May 02, 2017 May 03, 2017 May 04, 2017 May 05, 2017
s Viked
—
Beleave 0| tervon]  etorvor] eversrd e eruvon]  Errvow] ertorvoud
oveime 15— [ et ewhan b e swras  wn e
L d

Leave Without Pay

Submitted for Approval By:
Approved By:

Waiting for Approval Fror
RELEASE: 8.12.1.5
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Completing a Web Time Sheet

University of

LOUISIANA

Monroe

COPymg Hours (Cont’d)
I — I

Copy

?Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted. When you select Copy, the Hours or Units and the Account Distribution is also
copied.

Complete the copy process as follows:

Date and Units to Copy: "2 7, 0 Units
Copy from date displayed to end of the pay period:

1. If you are entering the same number of InchdeSsurdys:
hours for each day of the pay period:

Copy by date:
Saturday Sunday Monday Tuesday Wednesday Thursday Friday

- Click “Copy from the date displayed to Apr 22, 2017 Apr 23, 2017 Apr 24, 2017 Apr 25, 2017 Apr 26, 2017 Apr 27,2017 Apr 28, 2017
the end of the pay period”: check box.

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Apr 29, 2017 Apr 30, 2017 May 01, 2017 May 02, 2017 May 03, 2017 May 04, 2017 May 05, 2017

Time Sheet H Previous Menu H Copy |

RELEASE: 8.12.1.5
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Completing a Web Time Sheet

[} INB Links
&« - C ‘ # Secure | ht

University of

LOUISIANA

Monroe

Copying Hours (cont’d)

Personal Information -Emplwee

search| (] SITEMAP HELP EXIT
Copy
» Click the Copy button again. — — ‘ ‘ ‘ —
'+ Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted. When you select Copy, the Hours or Units and the Account Distribution is also
copied.
. 1 €
» Verify that a message stating “Your hours EamingsCae -

Date and Units to Copy: 2 , 9 Units

have been Copied SucceSSfully” appears Copy from date displayed to end of the pay period:

Include Saturdays:

» After all hours have been copied: e
o C l] C k t h e T] mes h eet or PreV] ous Me nu to Asra ;g:d;gu Apf;’:,‘al‘l‘n? Ap':;:?az‘:'n] A;:I;;:j%u ::2:52‘:161\'7 A;:‘;;S,dza:}’u Aer ;:,a 2017

(B} (B} ' 1’4 ol ' (9]

return to your time sheet

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Apr 29, 2017 Apr 30, 2017 May 01, 2017 May 02, 2017 May 03, 2017 May 04, 2017 May 05, 2017

(0] (0] " U] 1] " (]

Time Sheet H Previous Menu ”@
RELEASE: 8.12.1.5
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Completing a Web Time Sheet

[} INB Links f Time and Leave Reportic X

SITEMAP HELP EXIT

Preview Your Time Sheet |

[P select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

» Click Preview to view the full pay period and e sheet
verify that all hours were copied correctly Department and namber:

Time Sheet Period:
Submit By Date:

» Click Previous Menu to return to your timesheet kd

Date: M. 7
shift:

Entering Comments =

Comments may be entered on the timesheet to
communicate with your supervisor regarding your
time entry

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
/Apr 29, 2017 Apr 30, 2017 May 01, 2017 May 02, 2017 May 03, 2017 May 04, 2017 May 05, 2017
:. 9 E 9

Ex) explanation for extra or less hours worked

Click Comments on the Time Sheet

Submitted for Approval By:
Approved By:

Waitina for Annroval From:
e ktetm.PEnterTim




Completing a Web Time Sheet

e & hips bwpktetm.P nsDriver P~ & ¢ |2 INBLinks (2 Oracle Fusion Middleware For.. | f§ Comments
File Edit View
University of

LOUISIANA

Monroe

Enter Your Comments

Enter your comments
Sear(:Ill:I SITEMAP HELP EXIT

NOTE: Your comments may be entered/edited up to the time the Comments
record is submitted for approval

I Enter or edit comments until you submit the record for approval.

Made By: You

» Click Save after you have finished entering your Comment Date:  May 01, 2017
com ments Enter or Edit Comment: |Fymiture being delivered to home

» Click Previous Menu to return to your timesheet

Save || Previous Menu

RELEASE: 8.12.1.5
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Completing a Web Time Sheet

Previewing Your Time Sheet

You can preview your time sheet, as well as
print it.

» Click Preview on the Time Sheet
» You can print a copy of the timesheet by
selecting File->Print form the menu bar.

Make sure the Page Setup is set to
Landscape.

* Click the Previous Menu button to return to
your time sheet

ttonsDriver P+ & |2 INB Links {2 Oracle Fusion Middleware For.. | f| Summary of Reported Time X

University of

LOUISIANA

Monroe

Personal Information -Emplovee

Summary of Reported Time

7 Set your printer layout to Landscape before printing.

Web Time Entry Human Resources, 300130
Administrative Coordinator 3, AS7342-08

T!me Sheet

Saturday g Wednesday, Thursday, |Friday, [Saturday, Thursday, Friday ,

Code Hours Units Apr 22, Apr 23, Apr 24, Apr 25, Apr 26, Apr 27, IApr 28, Apr 29, Apr 30, May 01, May 02, May 03, May 04, May 05,
1(]17 2017 1(]17 2(]17 2017 2(]17 2017 2(}17 2(]17 2(]17 2017 1(]17 2017 1017

Hours

s | || "

I---

-————-

Comments
Date Comments
May 01, 2017 10:39 am Web Time Entry Furniture being delivered to home






Completing a Web Time Sheet

e H tl £~ &0 2Bl

File Edit View

. . Personal Information -Emplwee g
T] me Sheet Retu rned for CO rreCt]On Sarh| | @ STEWP HELP EXT

3 Orack Fusion MiddewaeFore | f TmeSestSdein X

Time Sheet Selection

¥ Make a selection from My Choice, Choase a Time Shest period from the pull-down lit, Select Time Sheet,

Title and Department My Choice Pay Period and Status

» If a timesheet needs correction, your supervisor will return

it to you electronically using the

feature. Your supervisor should verbally tell you the time
sheet is being returned; there is no online notification
within the Employee Self Service at the present time.

Your timesheet will be in the Returned for Correction
Status.

Administrative Coordinator 3, AS7342-00
WIDS, 310045

Administrative Coordinator 3, AS7342-01
VP for Student Affairs Office, 500010
Administrative Coordinator 3, AS7342-02
VP for Academic Affairs, 200003
Administrative Coordinator 3, AS7342-03
University Police, 300040

Administrative Coordinator 3, AS7342-04
University Planning & Analysis, 400026
Administrative Coordinator 3, AS7342-03
University Library, 280040
Administrative Coordinator 3, AS7342-06
University Development, 400030

Administrative Coordinator 3, AS7342-07
Telecommunications, 400037

Apr 22, 2017 ta May 05, 2017 Retum for Correction V.
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Completing a Web Time Sheet

Submitting Time Sheet for Approval

Once your time sheet is completed and you are satisfied you have
entered all hours correctly, your time sheet is ready to be
submitted for approval.

NOTE: Only submit the time sheet for approval at the end of the pay period.

Click on Submit for Approval at the bottom of the Time Sheet E=H==H===

Screen

Postion Selectin MM Submit for Approval M@

Submitted for Approval By: Youon May 01, 017

Approved By:
Watting for Approval From:

RELEASE: 8.12.1.5
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Completing a Web Time Sheet

e f o £ ineSheeutorsdie Qv & G| [ NG Links (2 OracleFusion MiddwaeFr., | Cetfiction

Submission Certification o
LOUISI)yXNA

Monroe

Next you will be prompted to enter you PIN number on the Certification
Screen to certify time

Personal Information gyt

Search: SITEMAP HELP EXIT

After you enter your PIN, Click Submit. This is your electronic signature.
Certification

1 cerify that the time entered represents a true and accurate record of my time. T am responsible for any changes made using my ID and PIN,

Enter your PIN and select Submit if you agree with the previous statement, Otherwise, select Exit and your time transaction will not be submitted for approval, You will be redirected to the User Logout web page.

RELEASE: 8.12.1.5
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Completing a Web Time Sheet

Time Sheet Submission Confirmation

A message stating “Your time sheet submitted successfully” displays.
This places your time sheet in the “Pending” Status for the approver
to review and approve

NOTE: A time sheet in “Pending” status can no longer be edited by the employee who
submitted it

Pessonil Infornition .[mpkrfee

saarth ™ STENG 4D BT

Time and Leave Reporting

st the i e it e ours o g, Sl e o Brevos it roughthe it it e peiod

 Your time sheet was submitted successful.




Completing a Web Time Sheet

Exit Self Service

To exit the system click on EXIT in the upper right
corner of the screen

SITEMAP HELP EXIT




Deadline for Completing
Web Time Entry Timesheet




