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What is Web Time Sheet?

Web Time Sheet is the new automated Time Sheet and approval process for
employees currently using paper time sheets.

Employees can now submit their work hours via the web directly to their
Supervisor.

This presentation will take you step by step through the entire process required to ensure
you receive pay for all hours worked accurately and on-time.

Web Time Sheet Advantages:

e Access to time sheet at your convenience, from any internet accessible computer.
Ability to check the status of your time sheet throughout the pay period process.
Data feeds directly into the Payroll system after supervisor approval.

e Reduce cost, eliminate paper, and increased customer service.
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Access University Information System

s - University Information System - Microsoft ded by St. John's University

File Edit VWiew Fawvorites Tools  Help ﬁ.

address @ http://digest.stjochns.edu/uis landing.shtml
st.u] .
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University Information System (UIS)

Welcome to Your University Information System

U IS Log i n zecure online infarmation and resources for students, faculty, staff

¢, through the button st the top left, sccess St John's Central, the
. rhing students and faculty use to collaborate online, send e-mail,
wigwy course information and read University nesws .

UIS Services

Login U= offers secure access to your personal academic and employment records,
Wahien you use the Login button st left, wou will be prompted to enter ywour User ID and
Fasswoard. You may then choose from our list of services:

= If wou are a new Freshman or Transfer Student, please refer to your acceptance
letter and deposit confirmation form, which contain your student identification
number (X number) and instructions. If your ID begins with X make sure you type a
capital X,

= Login for Student members provides access to Class Schedule by Day and Time,
Detail Schedule, Address Information, E-mail, Hold=s, Academic Record, Cwerall
Status of Financial &id, Informational messages from the financial aid office, Cost of
Attendance, Student Requirements, Awvward by Aid Year and Award History .

= Login for Facutty members provides access to Class Schedule by Day and Time,
Detail Class Schedule, Address Information, E-mail, Cla=s List, Summary Class List
and student information.

Login for Employvees (Web for Emplovees) offers access to personal records,
benefits and budget information.

Home | St. John's University Text size:
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LOGIN PAGE

User Login - Microsoft Internet Explorer provided by St. John's University = /(B[]

File Edit Wiew Fawvorites Tools Help

HELFP EXIT

User Login

St. John's Information System
10 Flease enter your user Identification Mumber {IDY and your Personal Identification Mumber (PIN). ¥When finished, click Login. Your ID must

be nine digits and your PIN must be six digits {(no hyphens or spaces).
If you are a new Freshmen or Transfer, please refer to your acceptance letter and deposit confirmation form which contains your

student identification number (X number) and instructions.
If your ID begins with ¥ make sure you type a capital X.

when you are finished, please Exit and close your browser to protect your privacy.

If you have forgotten your pin, please type in your User Id, then click the Forgot PIN? button.

If you are still having problems with your pin Click Here to reset your pin.

User ID:I:I
erv: [ Enter your ID and PIN

[Login| [ ForgotPIn? |

RELEASE: X4 Powered by:  wriSign:

Click login
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Web Time Sheet Process

Employee Main Menu - Microsoft Internet Exploren provided by St. John's University

Fil=  Edit Wiew Fawvorites Tools  Help l..-'

Click on Employee tab
Personal Information 4F-i1ﬁ1‘lﬁ/_

Search | | [g=] RETURM TO MEMU  SITE M&P HELP EXIT

Employee Web Profile
Wiewfupdate ermmployes infarmation as you want published in the official 51U web site.

Benefits and Deductions
Update or view your retirement plans, Health insurance information, Flex spending accounts, Miscellaneous deductions: Change vour beneficiary information: Update/view
tuition rermission

Fay Information

Wiew your Direct Depasit breakdown; VWiew your Earnings and Deductions History: VWiew your Pay Stubs,
Tax Forms

Change w-4 inforrmation; Yiew vour W-2 Forrn or T4 Form,

Time Off Current Balances and History

Wiew time off balances and histary

Time Sheet 4 Click on Time Sheet

Enterfupdate timme sheet
Employee Events
Register for Employes Events

Information Technology Menu

[For use of IT supervisars anlyl

FFF Summary for Supervisors

[Far use of IT and HR supervisors only)

Marketing & Communication Job Tracking

[(for use of the Offices of Marketing and Cormmrmnunication, and Printing and Distribution]
F & D Gnline

[Enter and track work Orders with Printing and Distribution Services Departrment)
Customer Service Menu

RELEASE: 7.3.1 Brasrarad b sllaiQicon: ~
r — P .. . . F . . . o~
‘g Slart Co 7] 7 3Int.. - | [B]2 Micr... 0 . : , iy . e EE®




Access your Time Sheet

ime Sheet/Leave Request/Proxy - Microsoft Internet Explorer provided by $t. John's University

File Edit Wiew Fawvorites Tools Help

Address @ https:ffapollo. stjiohns. edufsjusis/bwpktais . P_SelectTimeSheetRoll

Personal Information Alumni Student Services & Financial aid B0 GE=:

search | | (=] SITE MaP  HELP  EXIT

Time Sheet/lLeave Request/Proxy

@ Determine the action you want to take and click the radio button. If wou are acting as a Proxy for an approver, please select a name from
the list and click Select. To act as a Superuser, click the check box and then click Select.

Selection Criteria

My Choice
Access my Time Sheet: \
Access my Leave Report: [ &) R
T Select Access my Time Sheet
Approve or Acknowledge Time: &
Act as Proxy: | Sealf v|
Act as Superuser: Ll

Proxy Set Up

RELEASE: 7.0 Powered by:  wriSign:

Cptirnurm Onli, [B] Inb Micra. .. @ Hron's_gne... T WTE Users G, 7R Time Sheet/L... L Y e (R IE5 b e L 435 PM
! = ] ) ! te




Select Time Sheet Pay Period

Personal Information Student and Financial Aid Employee

Search | | [5a2] SITE M&P  HELP  EXIT

Position Selection

E;h_) To select a position, click under Position, choose the Time Sheet Period and click Select.

Title and Department My Choice Pay Period and Status

College Work Study Student I-WwW, S0O1959-00 Apr 02, 2006 to Apr 15, 2006 In Progress v|
Human Resource Director, 261

[ Tirme Sheet ] X

RELEASE: 7.0 / Powered by:  wriSig

Select current Job and Department

Select current Pay Period from
pull-Down menu
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Enter Hours on Time Sheet — 15t Week

https:/fapollo.stjohns.edufsjusis/bwpktapp.P_ButtonsDriver - Microsoft Internet Explorer provided by $t. John's University

Fil=  Edit  Wiew Favorites Tools  Help 'l';'

Address |@h| https://apollo.stjohns.edu/sjusis /bwpktapp.P_ButtonsDriver Vl Go Limks **

o+

Personal Information FATNIGYIR Finance

Search |[Ga] SITE M&P  HELP  EXIT

&R =clect the link under a date to enter hours. Select MNext or Previous to navigate through the dates within the period.

@ Time transaction already exists. Enter and submit time before end of pay period

Time Sheet

Name: Maleeha aftab
Title and Number: College Work Study Student [-W —- S01969-02
Department and Number: Human Resource Total -- 2
Time Sheet Period: Sep 20, 2007 to Oct 13, 2007
Submit By Date: Oct 15, 2007 by 03:00 P.M.
Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Hours Units Sep 30, Oct 02, act 03, Oct 04, Oct 05, Oct 06,
Units 2007 2007 2007 2007 2007 2007
Regular 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours
Total Hours: a] u] a] ] 8] ] ]
Total Units: ] u] lu] ] ] ] ]
Prewvious Menu ] [ Prewview ] [ Comments ] [ Submit for .&pprc\ual\ ] [ Restart ] [Next l
N\
Submitted for Approval By: Click on Enter Hours under work date

Approved By: -
wWaiting for Approval From:

%
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Enter Hours on Time Sheet — 2" Week

https:Hfapollo.stjohns.edufsjusisfbwpktapp.P_ButtonsDriver - Microsoft Internet Explorer provided by $t. John's University

Fil=  Edit Wiew Favorites Tools  Help T

Address @ https:/ /apollo.stiohns.edu, sjusis,/bwpktapp.P_ButtonsDriver i

Personal Information AH0T10EIR Finance

sSearch | |[Go] SITE M&P  HELP  EXIT

& select the link under a date to enter hours. Select Mext or Previous to navigate through the dates within the period.

Reminder: Submit time before end of pay period

. Time transaction already exists.

Tirme Sheet

Name: Maleeha Aftab

Title and Number: College Work Study Student/[-W —— S01982-02

Department and Number: Hurman Resource Total -- 2

Time Sheet Period: Sep 30, 2007 to Oct 13, 2007

Submit By Date: Oct 15, 2007 by 0200 P.M,

Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Hours Units Sep 30, Gct 01, Cct 02, Gct 032, Gct 04, Cct 05, Gct 06,
LInits 2007 2007 2007 2007 2007 2007 2007

Regular 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Total Hours: 0] o] o 0] 0] 8] 0] 8]

Total Units: 0] o] o 0] 0] 8] 0] 8]

Previous Menu ][ Prewview ][ Comments ] [ Submit for Approwal ] [ Restart @

Submitted for Approval By:
Approved By: Click on Next to enter hours for 2" Week =

Waiting for Approval From:

(£

CEl EACSEs 7 2 1 1 — ‘. i




Part-time and Student Employees - Time In / Out

2 https:ffapollo. stjohns.edu - Time In and Out - Microsoft Internet Explorer provided by $t. John's University

File Edit \Wiew Faworites Tools  Help l'.!'
~

Personal Information ASN0LEER Finance

search | | 50 SITE M&P  HELP  EXIT

DO NOT CHANGE OR ENTER SHIFT

Time In and Out

“ Enter time in intervals of 15 minutes in 9:99 format. For example, 10:00, 10:15, 10:20, 10:45, Select Save to display Total Hours,

Date: MondagySep 17, 2007

R i /Enter time in and out. Total hours are calculated

61 10:15 || &M v|[12:30  |[PM)w| 2.25

[ [[~Ilam [ _{rAm & s

] |[am ]| |[am =] & : :

ol [l [ B 5 Click save after entering all hours worked

Bl | )| ] s for the day. Repeat steps for next work day
2.25

[ Prewvious Menu ] [ Prewvious DM[/Next Day

[ Add New Line l [ Save ] {‘ﬁpy ] [ Delete ]

Account Distribution
Earnings Code Shift Hours
Regular 1 2.25 | Account Distributian |

RELEASE: 7.2.1.1 Powered by: \é'i,‘iign'

=
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View your Completed Timesheet

Before you Submit to your Supervisor

2 https:ffapollo.stjohns.edu - Employee Detailed Infonmation - Microsoft Internet Explorer provided by St. John's University

Fil=  Edit  View

Fawvarites

Tools  Help

Earnings Shift Special Total
Rate

Regular 1
Total Hours:
Total Units:

Time In and our

Earnings Sunday ,
Sep 16,
2007

O9:15
L
12:320
P

Regular

Cornrnments

Date
Oct 01, 2007 11:51

Routing Queue
MNMame

Marrieya Sallick
Crawvid Martinez
Thomas Galard
Mancy Santos

Accaunt Distribution Default Data
Pay Period Effective Date

Sep 16, 2007

Total Sunday , Monday , Tuesday , Wednesday, Thursday ; Friday , Saturday , Sunday , Monday , Tuesday , ¥

Hours Units Sep 16, Sep 17, Sep 18, Sep 19, Sep 20, Sep 21, Sep 22, Sep 23, Sep 24, Sep 235, 5
2007 2007 2007 2007 2007 2007 2007 2007 2007 2007 2
13.5 3.25 2.25 L 2.25 1.75
13.5 3.25 2.25 <+ 2.25 1.75
o

Total hours per day section.

Monday , Tuesday , Wednesday, Thursday , Friday , Saturday ; Sunday , Monday , Tuesday , Wednesday, Thursday , Fr

Sep 17, Sep 18, Sep 19, Sep 20, Sep 21, Sep 22, Sep 23, Sep 24, Sep 235, Sep 26, Sep 27, S
2007 2007 2007 2007 2007 2007 2007 2007 2007 2007 2007 2C
10: 15 o9:00 Akl 10:15 AM a9: 00 ard
A 01:00 PR 12:30 PM 10: 45 apbd
12:320 -I H f H H d
M Detalil section of time in / out per day.
Made by Confidential Comments
arm Marrieya Sallick Mo Worked September 14, Hours entered under Sunday

Optional comments section.

Action and Date

Criginated Oct 01, 2007 11:49 am
Submitted Oct 01, 2007 01:34 pm
In the Queue

Click Submit at end of Pay Period to send
Time for approval.

In the Queue

Percent Index Fu
100.00

rganization
2136H 2032

Account Program Activity Location Project Type
G401 FaLoo

Cost Type

Frevious Mernu

] [ Submit ] [ Previous ] [Next]
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Optional Comments section

2 hittps:ffapollo.stjohns.edu - Comments - Microsoft Internet Explorer provided by St. John's University

Fil=  Edit Wiew Faworites Tools Help l..u'

Personal Information J30uTILIR  Finance

Search | | (=g SITE M&P  HELP  EXIT

Comments

Enter a comment in the text area below, If this comment is Confidential, be sure to check the indicator.

Employee: Marrieya Sallick,
Pay Period: Sep 16, 2007 to Sep 29, 2007

Enter and save comments
Made By: David Martinez

Comment Date: oI oL o /to your Time Sheet

Confidential Indicator: [ ]

Enter or Edit Comment:

[ Save ] [: Prewvious Menu ]

rMade By: Marrieya Sallick .

o Click to save comments.

Comment is not Confidential

Comment: worked September 14, Hours entered under Sunday

RELEASE: 7.2.1.1 Powered by:  weriSign: 1
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Final Step - re-enter PIN and Submit Time Sheet

Personal Information Student Services & Financial aid #5516

search | [3o] SITE M&P  HELP  EXIT

Certification

&R [ certify that the time entered represents a true and accurate record of my time, I am responsible for any changes made using my [0 and
PIM.

Enter wour PIM 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.

After you have entered all hours for the 2 week pay period.

RELEASE: 7.3 Powered by: éri.‘s’ign'
Click on Submit

Enter PIN

@ Daone |2| ﬂ Inkernet
—_—

Cpti... 3 oracl... Inbo... fccess : 2y certif... | O Time ... B S o) T e g [T 1001 AM
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Employee Responsibility

e Enter hours worked on a daily basis.
e Submit time by the end of the pay period or work week.
e Remind Approver and check on status.

e If time is not submitted via the web, you must fill out paper time-sheet
and obtain supervisor’s signature before end of pay period.

e Review and maintain accurate attendance records.

e NO TIME SHEET = NO PAY!!II

For additional information or training, please contact the Payroll Office at 718-990-1471
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