Select

Supervisors of Federal Work Study Students

Instructions on How to Approve FWS Student Time Sheets
Using Self Service Web Time Entry

Introduction

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. The Web Time Entry system will
allow you to log into a secure website and approve Federal Work Study students’ hours online from
any computer with access to the Internet. After you approve the time sheet information online, the
information is sent electronically to Payroll for processing.

Timeframes and Deadlines
In order for FWS students to be paid each pay period, you will need to keep track and approve

students’ timesheets by the deadlines. Please refer to the Federal Work Study — Bi-Weekly Payroll
Schedule for approval times & dates (usually by noontime every other Monday).

Please
Access through U-Online

Log into your U-Online account

SELECT Employee Services:

UNIVERSITY OF
NEW ENGLAND
Student Services Student Financial Services Employee Services Applicant Services

search [ |[5] SITE MAP HELP EXIT

Welcome Tanner J. McLaughlin to the University of New England Online Information Service!

Last web access on Nov 10, 2015 at 02:09 pm

Personal Information and Settings

View/update your address, phone, and emergency contact information; View instructions for changing your name, marital status, and Social Security Number; Change your PIN and security questionfanswer; Check out the
surveys!

Student Services

Register, =dd, and drop classes: Display your class schedule; Display your grades & iats: View Fus housing

Student Financial Services

Manage your bill: View your 1098-T; Check the status of your financial 2id Application Materials; Review your financial sid Award Information.

Employee Services

View your pay, pesition information, benefits, deductions, and leave time.

Applicant Services
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1. Click Time Sheet.
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‘ Employee Services Menu

Click
Time Sheet

@ pay Information
Pay statements, sarnings and deductions history, direct deposit accounts.

@ Benefits and Deductions

View your current benefit and / or deduction information.

@ Tax Information
W4 Tax Withhaolding, W2 Earnings.

@ HR/Payroll Downloadable Forms and Policies
Links directly to the UNE HR/Payrall forms and policies.

B | eave Balances

Check your lzave balances and leave time used.
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2. Click Select.
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Time Reporting Selection

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

Selection Criteria

My Choice
Access my Time Sheet:

Access my Leave Report:

Access my Leave Request:

Approve or Acknowledge Time: (@

Approve All Departments: O
Act as Proxy:
Act as Superuser: O

ClICk Select

Proxy Set Up
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1. Choose the Time Sheet Period that you would like to approve. Then click Select. You may also
choose a sort order.
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Approver Selection

Time Sheet

My Choice Pay Period

BS, Feb 29, 2016 to Mar 13, 2016 jd

Department and Description
1, 7230, Financial Aid Gov't/State Gfant @

Sort Order

My Choice
Sort employee ecords by Status then by Name: (@
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2. Students who have submitted timesheets will be Pending your approval. Students who have not
submitted timesheets will be In Progress.
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SITE MAP HELP EXIT

7 select the employee's name to access additj

COA: niversity of New England
Department: 230, Financial Aid Gov't/State Grant
Pay Period: Feb 29, 2016 to Mar 13, 2016

Net Applicable
s: Open until Mar 15, 2016, 12:01 PM

Act as Proxy:
Pay Period Time

‘ Change SeI%n || Setenf.&ll, Approve or FYI H Reset || Save |

Pending

LD Name, Position and Title |Required Action |Total Hours [Total Units [Queue Status |Approve or FYI Return for Correction |Cancel |0ther Information

910378999 Approve 7.25 .00 O O Change Time Record
009998 - 00 Leave Balance
Fedeyal Workstudy Student

1/

[tn Progress

ID Name, Position and Title ITotal Hours ITotal Units Cancel Other Information

910381278 2.50 .00 Leave Balances

Federal Workstudy Student
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3. Click on the Student’s Name. Review the hours worked. You can return for Correction, Change
Record, Delete, Add Comment, or Approve. Click Approve once the hours are reviewed and all
corrections (if any) are made. /

NEW ENGLAND

Personal Information IENETE i

Employee Details

SITE MAP HELP EXIT

7 Select Next or Previous to access another employee.

Employee ID and Name: 910378999 Department and Description: 1 7230 Financial Aid Gov't/State Grant
Title: 009999-00 Federal Workstudy Student Transaction Status: Pending

Previous Menu H Approve H Return for Correctior/H Change Record || Delete H Add Comment || Next ‘

Routing Queue | Account Distribution

Time Sheet

Earni ift|Special Total |T. day ,|Tugsday ,(Wednesday,|Thursday ,|Friday ,Saturday | day , day , Tuesday ,(Wednesday,|Thursday ,|Friday ,|Saturday ,|Sundz
Rate |Hours|Units|Feb 29, r01, |Mar02, Mar 03, Mar Mar 05, Mar 06, (Mar 07, Mar 08, [Mar 09, Mar 10, Mar Mar 12, |Mar 1.

2016 16 2016 2016 04, 2016 2016 2016 2016 2016 2016 11, 2016 2016
2016 2016

Work 1 7.25 3 .5 3.75

Study

Students

Total Hours: 7.25 / 3 5 3.75

Total units: o /

Routing Queue

Action and Date

- Originated Mar 04, 2016 10:39 am
Submitted Mar 11, 2016 10:29 am
Pending

Account Distribution Default Data

Pay Period Effective Date/ |Percent |Index ‘Fund ‘Drganl’zation |Acmunt |Program ‘Activity ‘Locatl'on ‘Project Type ‘Cost Type |
|Feb 29, 2016 . 100.00[cws  [2201 7230 l63100 leo | | | | |

| Previous Menu H Approve H Return for Correction H Change Record || Delete H Add Comment || Next ‘

4. You will see Approved status of the student’s time sheet.

Employee Details

7 Select Next or Previous to access another employee.

< ime transaction successfully approved. >

Employee ID and Name: 910378999_ Department and Description:
Title: 009999-00 Federal Workstudy Student Transaction Status:

cial Aid Gov't/State Grant

| previous menu || Return Time || next |

Routing Queue | Account Distribution

Time Sheet

Ear pecial[Total |TotalMonday ,[Tuesday ,(Wednesday,|Thursday ,|Friday ,Saturday ,/Sunday , Monday , Tuesday ,Wednesday, Thursday ,[Friday ,[Satu
Rate |Hours|Units(Feb 29, |Mar 01, [Mar 02, Mar 02, Mar Mar 05, Mar 06, Mar 07, Mar 08, Mar 09, Mar 10, Mar Mar
2016 2016 2016 2016 04, 2016 2016 2016 2016 2016 2016 11, 201¢
2016 2016

IWork 1 7.25 3 .5 3.75

Study

Students

[Total Hours: 7.23 3 .5 3.7

ITotal Units: 0

ing Queue
Name Action and Date

Originated Mar 04, 2016 10:39 am
Submitted Mar 11, 2016 11:27 am
Approved Mar 11, 2016 11:34 am
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5. Select a Proxy who will approve time sheets in your absence by clicking on Proxy Set Up.

. E—
//sshl.une.edu:4443/pls/prod/bwpktais.P_SelectTimeSheetRoll m Time Reporting Selection *
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Time Reporting Selection

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

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time: (@

Approve All Departments: O
Act as Proxy:
Act as Superuser: O

Proxy Set Up
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