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A. Introduction
Web Time Entry is the new time keeping method for employees at MSU. Employees will be responsible for entering and submitting their hours worked every pay period. From that point, the supervisor will be responsible for approving the hours worked. Once the supervisor has approved the hours, they will then be processed by Payroll.

It is solely the responsibility of the employee to enter and maintain an accurate representation of the hours worked. If hours are not submitted on time, they will not be processed by Payroll for that pay period. Hours submitted late will require manual entry and will not be processed until the next pay, thereby causing the employee’s paycheck to be delayed by an additional two weeks.

Definitions of Time Sheet Period Status’:
Not Started - 


The employee has not viewed or entered hours
for this pay period.
In Progress - 


The employee has viewed or entered hours, but

have not submitted the hours/leaves.
Pending - 


The employee has submitted hours and awaiting

approval from the approver.
Approved -


Approver has approved the hours.
Completed - 


The hours have been extracted into the payroll

process.
Return for Correction - 
The approver found an error/incorrect hours entered

on the time sheet. Employee needs to make changes

and submit again.
B. Instructions

1. Logging On 
a) From the MSU Home Page click on” myMWSU” upper left side.
b) Log on to the Self-Service Banner (SSB) by selecting “Portal Login Not Working?”
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Welcome to my.MWSU.edu

myMWSU is your secure gateway to Midwester State Universities online services. Current students, faculty, staff, new students and alumni
can access and manage academic and administrative information and services quickly and easily. Please select the tab that best describes your
relationship to the University to learn more about logging in and available services.

NEED HELP? Contact our Helpdesk at 940-397-4278, e-mail: helpdesk@mwsu.edu.

Deadlines for pre-registration )

May Mini - May 15, 2017

Summer I - June 2, 2017

Summer I1 - July 3, 2017

Fall - August 18, 2017 (for pre-registered students)

Fall - August 25, 2017 (for students who register 8/21 - 8/25)

Fall - August 30, 2017 (for students who late register 8/28 - 830)

Financial Aid Information e

Planning to Attend MSU Summer 20172
(dlick here)

#%%% NEW FOR 2017-18 -

APPLY FOR FINANCIAL AID EARLIER THAN EVER BEFORE!
(click here for complete details)
Fall 2017 / Spring 2018 FAFSA Processing and Awarding is underway!




2)  Enter User ID and Pin. (User ID “M” must always be capitalized) If you don’t know your Pin or it’s expired then Contact Payroll to have it reset (940-397-4230).
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Please enter your User Identification Number (ID) and your Personal Identification Number (PIN). When finished, select Login.

Please Note: ID is Case Sensitive

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

user II
PIN:

Login | | Forgot PIN?

RELEASE: 8.8

2017 Ellucian Company L.P. an
This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between

lucian and such licensees.
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2. Selection Position and Pay Period
A page with all available positions for entry will appear. This is the Position Selection Page.

a)  Choose the position for which you will be entering time.

b)  Select the correct pay period in the pull down menu and click on Time Sheet.
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Time Sheet Selection

@ Make 2 selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice Pay Period and Status

Student Assistant, SAL6SW-00 ® Apr 01, 2009 to Apr 15, 2009 Not Started v
General Athletics, 5000
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3. Entering Time
The Time Sheet Page will be displayed.
a) Click “Enter Hours” under date where you want to enter time.
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@@ Leave reports are due by the Sth of the month following the report period. Select the link under a date and enter only hours of leave
used. No other entries are required. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Title and Number: Student Assistant -- SD16SW-00

Department and Number: Information Systems Director -- 3100

Time Sheet Period: Apr 01, 2009 to Apr 15, 2009

Submit By Date: Apr 20, 2009 by 05:00 P.M.

Earning  Shift Default  Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday

Hours or Hours Units Apr 01, Apr02,  Apr03, Apr04, Apr05, Apr06, Apr07,
Units. 2009 2009 2009 2009 2009 2009 2009

Student 2 2 Enter Hours Enter Enter Hours Enter Hours Enter Hours Enter Hours
Hourly Hours

Total Hours: 2 2 0 0
Total Units: 0 0 0

Position Selection | [_Comments_] [ Preview | [__submit for Approval | [ Restart ] [Next]

Submitted for Approval By:

@ et 1o




 
[image: image6.png]Time and Leave Reporting - Windows Internet Explorer

e

Ele Edt View Favortes Toos Help

LR LT T — [

@@ Leave reports are due by the Sth of the month following the report period. Select the link under a date and enter only hours of leave
used. No other entries are required. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Title and Number: Student Assistant -- SD16SW-00

Department and Number: Information Systems Director -- 3100

Time Sheet Period: Apr 01, 2009 to Apr 15, 2009

Submit By Date: Apr 20, 2009 by 05:00 P.M.

Earning  Shift Default  Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday

Hours or Hours Units Apr 01, Apr02,  Apr03, Apr04, Apr05, Apr06, Apr07,
Units. 2009 2009 2009 2009 2009 2009 2009

Student 2 2 Enter Hours Enter Enter Hours Enter Hours Enter Hours Enter Hours
Hourly Hours

Total Hours: 2 2 0 0
Total Units: 0 0 0

Position Selection | [_Comments_] [ Preview | [__submit for Approval | [ Restart ] [Next]

Submitted for Approval By:
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b) Enter hours for each date worked and click save.  Do not change the Shift from 1.
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Department and Number: Information Systems Director -- 3100
Time Sheet Period: Apr 01, 2009 to Apr 15, 2009
Submit By Date: Apr 20, 2009 by 05:00 P.M.

Earning: Student Hourly

Date: Apr 03, 2009
shift: 1

Hours:

(Save] (Copy ] [__Account Distribution

Earning  Shift Default  Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday
Hours or Hours Units Apr 01, Apro2,  Apr03, Apr04, Apr05, Apr06, Apr07,
Units 2000 2000 2000 2000 2000 2000 2000

Student 2 2 Enter Hours Enter Enter Hours Enter Hours Enter Hours Enter Hours
Hourly Hours

Total Hours: 2 2 0 0
Total Units: 0 0 0

Position Selection | [_Comments_] [ Preview | [__submit for Approval | [ Restart ] [Next]
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Department and Number: Information Systems Director -- 3100
Time Sheet Period: Apr 01, 2009 to Apr 15, 2009
Submit By Date: Apr 20, 2009 by 05:00 P.M.

Earning: Student Hourly

Date: Apr 03, 2009
shift: 1

Hours:

(Save] (Copy ] [__Account Distribution

Earning  Shift Default  Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday
Hours or Hours Units Apr 01, Apro2,  Apr03, Apr04, Apr05, Apr06, Apr07,
Units 2000 2000 2000 2000 2000 2000 2000

Student 0 575 2 Enter Hours 3.75 Enter Hours Enter Hours Enter Hours Enter Hours
Hourly

Total Hours: 5.75 2 0 3.75 0 0
Total Units: 0 0 0

0
0 0 0

Position Selection | [_Comments_] [ Preview | [__submit for Approval | [ Restart ] [Next]
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If you work the same number of hours on multiple days you can use the copy function.  

Copy Hours: 
Clicking on this button will take you to the Copy Page. Use the criteria options

on that page or just check mark each day you want to copy time to. Click Copy then Timesheet.
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also copied.

Earnings Code: Student Hourly, Shift 1
Date and Hours to Cop Apr 06, 2009, 4 Hours
Copy from date displayed to end of the pay period:
Include Saturdays:
Include Sundays:
Copy by date:
Wednesday Thursday. Friday. Ssaturday Sunday Monday Tuesday
Apr 01, 2009 Apr 02, 2009 Apr 03, 2009 Apr 04, 2009 Apr 05, 2009 Apr 06, 2009 Apr 07, 2009
[m] [m] [m] [m] [m] [m]
Wednesday Thursday. Friday. Saturday Sunday Monday Tuesday
Apr 08, 2009 Apr 09, 2009 Apr 10, 2009 Apr 11, 2009 Apr 12, 2009 Apr 13, 2009 Apr 14, 2009
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Apr 15, 2009
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Copy by date:
Wednesday Thursday. Friday. Ssaturday Sunday Monday Tuesday
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c) Before Submitting for Approval You Can:

1. Add comments for your Supervisor by clicking the “Comments” button.
Enter your note then hit “Save” then “Previous Menu”
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2. Preview button will allow you to see the whole timesheet, then hit “Previous Menu”
 to go back.
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@@ set your printer layout to Landscape before printing.

Courtney Durst
Student Assistant, SD16SW-00

Time Sheet

Information Systems Director, 3100

Earning Shift Total Total Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , St

Code Hours Units Apr01,  Apr02,  Apr03, Apr04,  AprOS,
2009 2009 2000 ' 2000 2009

Student 1 575 2 378
Hourly

Total Hours: ~ 5.75 378
Total Units:

Previous Menu

RELEASE: 7.3

Apros, Apr07, Apro08, Aproo, ' Aprio, A
2000 2009 2009 2009 2000 ' 2
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4. After all time entries have been made “Submit for Approval”.
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Department and Number: Information Systems Director -- 3100 .
Time Sheet Period: Apr 01, 2009 to Apr 15, 2009

Submit By Date: Apr 20, 2009 by 05:00 P.M.

Earning: Student Hourly

Date: Apr 06, 2009
shift: 1

Hours: "

(Save] (Copy ] [__Account Distribution

Earning  Shift Default  Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday
Hours or Hours Units Apr 01, Apro2,  Apr03, Apr04, Apr05, Apr06, Apr07,
Units 2000 2000 2000 2000 2000 2000 2000

Student 02475 1 Enter Hours 3.75 Enter Hours Enter Hours 4
Hourly

Total Hous 24.75 0 3.75 0

0 4
Total Units: 0

0 0 0 0

Position Selection | [_Comments_] [ Preview | [__submit for Approval | [ Restart ] [Next]
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5. Electronic Signature: Enter the same PIN you logged in with.
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@R 1 certify that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my 1D
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.
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@@ Leave reports are due by the Sth of the month following the report period. Select the link under a date and enter only hours of leave
used. No other entries are required. Select Next or Previous to navigate through the dates within the period.

A Your time sheet was submitted successfully.

Time Sheet

Title and Number: Student Assistant -- SD16SW-00

Department and Number: Information Systems Director -- 3100

Time Sheet Period: Apr 01, 2009 to Apr 15, 2009

Submit By Date: Apr 20, 2009 by 05:00 P.M.

Earning  Shift Default  Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday
Hours or Hours Units Apr 01, Apro2,  Apr03, Apr04, Apr05, Apr06, Apr07,
Units 2000 2000 2000 2000 2000 2000 2000

Student 02475 1 Enter Hours 3.75 Enter Hours Enter Hours 4
Hourly

Total Hour: 24.75 0 3.75 0 0 4
Total Units: 0 0 0 0 0

Position Seiection | [ Comments ] [ praview | [text)
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6. For Employees with Two or More Positions.
1. Select Position Selection and repeat Steps 3,4 &5.

2. After you have submitted time for approval make sure you check back frequently until your timesheet Pay Period Status is approved otherwise it may not be submitted for payment.
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@ Make 2 selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice Pay Period and Status

Student Assistant, SDI6SW-00  ® Apr 01, 2009 to Apr 15, 2009 Approved v
Information Systems Director, 3100
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7. Restart Timesheet – Hitting restart will erase what you have entered and start your timesheet over.
8. Logging Out – Exit button
