
TIME ENTRY FOR HOURLY 
STAFF MEMBERS 

& 
HOW TO ENTER LEAVE TIME

Self Service

selfservice.wittenberg.edu 

https://selfservice.wittenberg.edu/


Go to selfservice.wittenberg.edu and enter your 
Wittenberg credentials. The home screen will appear.

Click Here

https://selfservice.wittenberg.edu/


Click “Employee” and then “Time Entry”

Click Here



Here you can see the two weeks in the pay 
period. Click the current week you are in. 

Click Here



In this case, Monday, July 4 is a holiday. To add any leave time, 
click “Additional Time”. Click “Choose Earn Type” and select. 
You can add more than one earn type if needed.  

Click Here



Once “Holiday” has been selected, enter the total
number of hours typically worked. It should appear as 
pictured below. 

Enter holiday time here.

Do not enter time here.

Automatically saves



Enter in and out times for each day. Employees should 
be entering times daily. You can manually enter the 
times or find the times in the drop down menu. 

Enter start time and end time

Automatically saves



To add a break or lunch period, click the “+” and enter the time you 
returned to work. If you need additional lines, simply click the “+” 
again. If you clicked “+” by mistake, remove the lines by clicking “-”

Add/subtract time slots



This is what your screen should look like after entering your 
times for each day. I added in vacation on Friday, so I did not 
enter time in and out. 



To add a comment, scroll down and click 
“Comments”.

Click Here



Type your comment and click “Send”. When you click on 
“Comments” again you will see your comment. You 
cannot delete comments.



As you scroll to the bottom of the screen, you will see a 
summary of your weekly total of hours worked. 



To view your leave balances, simply click 
“View Leave Balances”. 

Click Here



A summary of your leave balances will appear at the top 
with a more detailed summary when you scroll down.

Note: This screen does not include the hours used on your current timecard. This employee has inaccurate leave balances.



When you are finished with your time entry 
for the week, click “Submit for Approval”.

Click Here



If you have submitted your timecard by mistake, click 
“Return Timecard to Edit”. This will unsubmit your time 
card for that week. 

Click Here

Note: Your supervisor will receive an email every time you submit and unsubmit.



To go to the next week in the pay period, click the arrow 
pointing right at the top or click “All time sheets”.



Once you submit for approval, you will
see it says “Submitted” on that week.

Be sure to submit your timecard for each 

week in the pay period! Payroll deadlines 

will remain the same. 


