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Sections:

Employee Time Entry

Exempt Employees only need to submit exceptions to regular time (e.g., sick time, vacation time, etc.) in the “earn code” category.
Non-Exempt and Student Employees will follow the instructions below to submit hourly time entry of all hours worked.

1. On the Employee Dashboard select Enter Time under the My Activities tab
= |LLINOIS TECH # L Mouse e

Employee Dashboard

Mouse, Minnie Leave Balances as of 02/24/2020
m Vacation Day in hours Sick Day in hours ETD  personal Day in hours

New Baby Bft in hours

Pay Information 7 My Activities

Latest Pay Stub: 09/20/2013 all Pay Stubs Direct Deposit information Dedustions Histary
Earnings v

Benefits v
Taxes

e

2. Select pay period.
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= ILLINOIS TECH 2 vouse oy

Employee Dashboard Timesheet

Timesheet

Timesheet
Pay Period ~
Pay Period Hours/Units Submitted On Status
Staff Accountant, 101006-00, 1, 6503, Can llers Office Periods

Mot Started Start Timesheet

Select Period

OX/0S/2020 - O2/22/20720 15 50 M

3. Select day of the week.
4. Select the earn code (regular pay, sick pay, vacation pay, etc.).

a. Exempt Employees: only submit exceptions to regular time (e.g., sick time, vacation time, etc.)
5. Enter hours, as relevant to your employee type. (A normal workday is considered 7.75 hours.)
6. Press Save, located at the bottom of the page.

= ILLINOIS TECH e

Employee Dashboard - Timesheet . Staff Accountant, 101006-00, 1, 6503, Controllers Office

Staff Accountant, 101006-00, 1, 6503, Controllers Office <) Restart Time {0 Leave Balances

02/23/2020 - 03/07/2020 : ; In Progress  Submit By 03/09/2020, 10:00 AM

SUMNDAY MONDAY

WEDNESDAY THURSDAY FRIDAY SATURDAY
23 24 ) 6 27 28 29
(® Add Earn Code
Earn Code Hours
Regular Pay e 7.75

Exit Page Cancel Q Preview
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7. To enter time in the remaining days of the week, you can either enter each day the same way or you can
use the copy icon in the middle of the page on the right side. If you choose to copy, a calendar of the pay
period you are in will appear you can choose the days you wish to copy.

ILLINOIS TECH #* &  Mouse, Mickey

Employee Dashboard Timesheet Staff Accountant, 101006-00, 1, 6503, Controllers Office

Staff Accountant, 101006-00, 1, 6503, Controllers Office <) Restart Time {0 Leave Balances
02/23/2020 - 03/07/2020 7.75 Hours (i) In Progress  Submit By 03/09/2020, 10:00 AM
SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRID&Y SATURDAY
23 24 26 27 28 29
) Add Earn Code 1 2 3
Regular Pay © 7.75 Hours ” ]
Total: 7.75 Holrs Account Distribution
Exit Page ce S aVE Preview

lllinois Tech Payroll Department Page 3 of 12



Copying the same time across several days:

= |LLINOIS TECH Mouse, Mickey

Employee Dashboard - Timesheet . Staff Accountant, 101006-00, 1, 6503, Controllers Office

Staff Accountant, 101008-00, 1, 6503, Controllers Office ) Restart Time {0} Leave Balances

—
Timesheet Messages k1) ~
Copy Time Entry >

5’ 03/09/2020, 10:00 AM

02/23/2020 - 03/07/202|

Regular Pay : 7.75 Hours (02/27/2020, THURSDAY) 7
SUNDAY egular Fay . ! Pay Period: 02/23/2020 - 03/07/2020 @ | saturoay
Select Options
23
< Copy to the end of pay period >
Include Saturdays
Include Sundays
Cancel Save -
Regular Pay G s T
Total: 7.75 Hours Account Distribution
Exit Page Cancel Save Freview

a. If you select the wrong earnings code you will need to delete the code first and then select the
correct code. The “delete” icon is also located in the middle of the page on the right side.

8. Click “Save” after completing all entries.
9. Once the timesheet is complete, select “Preview” at the bottom of the page to see what you have
entered before you the timesheet is submitted. You will be prompted to certify that the time entered is

accurate.
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Employee Dashboard - Timesheet . Staff Accountant, 101008-00, 1, 6503, Controllers Office

Staff Accountant, 101006-00, 1, 6503, Controllers Office <) Restart Time {0 Leave Balances

Timesheet Messages I': 1\ e
02/23/2020 - 03/07/2020 69.75 Hours i g In Progress  Submit By 03/09/2020, 10:00 AM

SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY
23 24 25 26 29
(® Add Earn Code
Regular Pay © 7.75 Hours Vd
Total: 7.75 Hours | Account Distribution
Exit Page “Ance ] Preview

10. Check the certify box (see image below) and then the submit button. If there is more than one approver, an
approver selection box will appear where you can select the appropriate approver and then check the
confirm box.

lllinois Tech Payroll Department Page 5 of 12



= |LLINOIS TECH

E-3 < Mouse, Mickey
/ee Dashboard - Timesheet - | i .

Employee Dashboar imeshee staff Accountant S <

Staff Accountant, 101006-00, 1, 6503, Controllers Off

) Restart Time {7 Leave Balances

Weekly Summary
Timesheet Messages @

b
Week Total Hours

02/23/2020 - 03/07/2020 69.75 Hours {_?_}

= in Progress  Submit By 03/09/2020, 10:00 AM
SUNDAY MONDAY weexd 3100 FRIDAY SATURDAY
23 24 25 ) . 28 29
Week 2 38.75
< 7.75 Hou

7:75 Hours

Comment (Optional):

Regular Pay (& 7.75 Hours

Vd

o
I

Total: 7.75 Hours Account Distribution
| certify that the time entered represents a true

and accurate record of my time. | am responsible

Exit Page

ILLINOIS TECH

Employee Dashboard - Timesheet

Cancel Save Preview

¥ 4 Mouse Minnie

Associate Controller, 101022-00, 1, 6500, Controller's Office
Associate Controller, 101022-00, 1, 6500, Controller's Office

“ Restart Time £ Leave Balances

02/23/2020 - 03/07/2020  7.75Hours (i) ' In Progress  Submit By 03/09/2020, 10:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
23 26 27 28 29
(® Add Earn Code
Sick Pay Shift 1 ) 7.75 Hours g 0
Total: 7.75 Hours Account Distribution
Exit Page

Preview
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= |LLINOIS TECH

Employee Dashboard « Timesheey « Staff Accountant, 101006-00, 1, 6503, Controllers Office @ There are multiple approvers for this time
document. (NBAPOSN Reports To)

Staff Accountant, 101006-00, 1, 6503, Controllers Office

Timesheer Messages Q} v
Approver Selection > |
02/23/2020 - 03/07/2020 69.75 Hours (1) = InProgress. Submit By 03/09/2020, 10:00 AM
s S Please select one approver from each = =
SUNDAY MONDAY TUESDY sequence below, FRIDAY SATURDAY
23 24 25 28
( .75 Mo Approver Sequence: 1.00 )
Mouse,
© rarpart
Regular Pay & 7.75 Hours Cancel Vs L}
Total: 7.75 Hours | Account Distribution
Exit Page Cancel Savie Preview

a. The comment bubble at the top of the page next to Pay Period Dates is a computer generated
message regarding your timesheet. To view the message, click on the bubble.

11. Once completed, return to Employee Dashboard to exit timesheet entry.

= |LLINOIS TECH BL Mouse Mickey

‘ Employee Dashboard . Timesheet . Staff Accountant, 101006-00, 1, 6503, Controllers Office

1) Leave Balances

Staff Accountant, 101006-00, 1, 6503, Controllers Office

P
Timesheet Messages (1 )

02/23/2020 - 03/07/2020 69.75 Hours ! Pending Submitted On 02/24/2020, 11:40 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

23 26 27 28 29
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