Completing your Online Time Sheet

Log on to www.wittenberg.edu

Time sheets are required to be completed daily. Failure to do so could result in missed pay.
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1. Click on the three bars next to MENU in the upper right corner as indicated by the arrow above.
Then, click on Emails & Portals as seen below on left, then MyWitt from the drop-down as
seen on the right.
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2. Enter your username and password and then click “Log in”
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Log In to MyWitt

m WELCOME TO WITTENBERG -
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To log in, enter your username and
password below:

Username:
Password:

Welcome to myWitt,
Wittenberg University’s intranet portal.

IFyou are a new student, facutty or staff cick here o
to register your account for the first time. ¢

1 you are a famiy member of a Wittenber:
student, diick here to register your account for the
first time.

Need Help? Click here.
Forgot Your Password? Click here.

http: /www.wittenberg.edu/
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Note: Please wait for the “My Admin” box to finish loading before continuing.

3. Click once on “Time Entry & Approval’
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WyWit Home | FacullyandStaff | Campus~ || LOG OUT OF MYWITT

MyWitt Home > Faculty and Staff

s ges Link to EPC Feedback form My Budgets I

1 You have 451 unread messages: To ensure that al voices are heard, the Office of the Provast has set 5
up this form, comments from which wil go directly to the Provost and :

myWeek myMoodle Courses | myWitt Sites I the entire Educational Polices Committee (EPC). e —

Looking for something? Information
Cick to see your entre st of functions (minus those in the MyAdmin
block).

Student Academic Info
Today's Date: Tuesday, January 22, 2013

Parents
January 2013 Communication Tools | Account Tools
Personal Information
Email Other
Time Entry & Approval
Wailing List Request TS Helpdesk work order
S PayrollBenefitinfo
Manags Your iailing Lists
B T =T T [ I Manage membershio ofmaiing  Generale FTP Passwords Buduct irfommation
lsts you own Share large fies with someone o
ke Purchasing
20 | 21 [ 22 | 3| 22 [ 25 | 28 Spam Quarantine — 18
E2Campus Enrol .
27 28 29 30 31 Spam Quarantine options Receive campus emergency text Faculty Chair
messages

sign up for mailing lists
E2Campus Login
‘ Change your text carrier or

[ Tuesday, January 22 rumber

No events

‘ Wednesday, January 23 ‘ Appiications | Scheduling

945 A1 Eye Doctor - Justin (Glaucoma Check)

UI'Web - Production

‘ Thursday, January 24 ‘ Ul Web - Test
No events Informer
‘Fnday,.lannzly?ﬁ ‘ SharePoint 2007

Digital Image Database.
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3a. Click once on “Time Entry”
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MyWitt Home

Departments Faculty and Staff Families Welcome Incoming Students Students

LOG OUT OF MYWITT

Test Only

Parners || Campus

Forms

Informaticn Sites

MyWitt Home > Faculty and Staff

Unread Messages
[=] You have 409 unread messages.

| myweeic | myto o | mymoodic Courses |yt sites |
:

Email
Mailing List Request
Manage “our Mailing Lists

Today's Date: Tuesday, November 15, 2016 Manage membership of mailing lists you own

Sign up for mailing lists

Hovember 2016 ?

<
[ s [ w | o fw | ][ s|

Family

Parental Access Control
Give aceess to view your schedule, fnzncil
=id, or cther items.

Other

TS Helpdesk Work-Order System

Benerate FTP Passwords
Share lzrge files with somecns off campus

E2Campus Enroll
Recsive campus emergency text messsges

E2Campus Login

Change your text carrier or number

Communication Tools | AccountTools | Directories | ITS Functions | | MyAdmin | MyBudaets | |

7

Earty Alert

Student Financial Information

Student Academic Info

Perzonal Information

Time Entry & Approval

Time entry

—

Time approval (for supervisors)

Employee Pay Time Review

Famity C ations Permissions
13 14 15 16 17 18 19 Let us know which departments can
communicate with parents of record.
20 21 2 23 24 25 26
27 28 29 30

| Tuesday, Hovember 15 |

Pl o e e e e

Time history

Employee history (for supervisors)

Pay Advices

PayrollBenefit Info

Budget Information

3b. Alist of your current position(s) will be displayed. Please note that the MyAdmin menu is now on the

left side of the screen.

No ok

Click the submit button (only once).

W ) Home - Faculty and Staff +

Click the box to choose which position you will be entering time worked.
CAUTION: Pay attention that you are selecting the correct pay period before entering hours.
IMPORTANT NOTE: Your time must be submitted by the date and time listed in this box.
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Teresa D. Allen ~

Al Sites

MyWit Home | FacuyandStaff | Campus~ || LOGOUTOF MYWITT

MyWitt Home > Faculty and Staff > WebAdviser

‘Student Financial Information

[ erin

Student Academic Info

Parent:
areats Choose Only

Pay Period Start  Pay Period End
a Date

Personal Information

Position Title

Print fiiendly version

Start
Date

Department

Supervisor Location

Complete By

Date

Time Entry & Approval r 011413 012713

N

Executive Assistant, Human
Resources

04/08/02

Human
Resources

e Kevin G
Evans

01/2813
10:00AM

PayrollBenefit Info

Budget Information

Purchasing

Faculty

Faculty Chair

\
9

] © O 0@

SUBMIT

]

BECESET

12:57PM

oyz01s =

This is the time sheet entry screen that will be displayed after you click the “Submit” button.
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MyWitt Home Faculty and Staff Campus ~ LOG OUT OF MywWmT

MyWitt Home > Faculty and Staff > WebAdwisor

Print friendly version
Main Menu =
Time Ents

Time Entry & Approval ?

Time entry
Note: Enter Time In and Time Qut with either an "AW" or ‘PI

Ti wval (f Vi )

1ms approval (for supensors; Position Title Pay Period End Date Pay Cycle Department Location Supervisor Complete Entry By
Employee Pay Time Review Executive Assistant Human Resources 01/27/13 Bi-Weekly Human Resources Mr. Kevin G. Evans  01/28/13 10:00AM

Time history

Employee history (for supernvisors) Leave Type Leave Balance
Pay Advices Annual Leave 2
Sick 7! _
M V4 /

Personal Time:hourlyfull-Time 1

Date Day Timeln  Time Out Annual Leave Hours Sick Hours Other Time Hours D[n*ﬂme‘rypeg mm'ﬁ

0114113 Monday [oswooam | [izoom | [ C L — ®C

0114113 Wonday [orooem | foswoorm | [ C L T W

0111513 Tuesday  [os:o0am | [ozwasem [ C L T W

0111513 Tuesday  [oz:asem | [os:ooem [ C L T W
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01613 Wednesday [0z:0opm | [oscoopm | [ C — =

011713 Thursday  [os:o0am | [ozooem | [ C - =

011713 Thursday  [oz:ooem | [oszooem | [ C - =

01118113 Friday W ,m l_ l_ l— =

011813 Friday [oooem . foswoem | [ C =
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8. Current leave balances will be listed. Annual Leave refers to vacation for staff and PTO for police.

9. Record time in/out in these boxes. Round to the nearest quarter hour (i.e. 8:05a would be rounded to
8:00a). Simply type “a” or “p” to indicate a.m. and p.m. Do not enter a space between your time in/out
and “a” or “p”. As lunch breaks are not paid time, you will generally have 2 time in/out entries for each
day. Example: A person who takes lunch at 11am will have 8a to 11a on one line and 12p to 5p on the
second line for the day.

10. Vacation or PTO would be recorded in this column, and should normally be taken in full day increments
but must not be taken in less than whole-hour increments (1, 2, 3, etc., not 1.75 or 2.5).

11. Sick leave is recorded in this column — in whole hour increments (1, 2, 3, etc., not 1.75 or 2.5).

12. Other leave hours such as personal, holiday, University closing, etc., are recorded here in whole hour
increments.

12a. Use this drop down box to indicate type of leave for the hours entered in #12.

13. The “insert line” check box is to add an extra line if you have additional time in/out data to enter for that
day. You must check the box on the applicable day and time, then click submit to access the extra line.

@ As areminder, noon is 12p, and midnight is 12a.

@ Use either the tab key or your mouse to navigate through the time sheet
@ AVOID using the “enter” key to navigate through the time sheet.
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When you scroll to the bottom of the time sheet, this is what you will see.
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01127123 Sunday
Additional Time(Prior Period) 7 ,

Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready for supervisor approval [~ «1 5

—16

Employee Comments

Supervisor Decision Pending Approval

Supervisor Comments |
Supervisor's E-mail Address kgevans@mail wittenberg edu
SUBMIT ‘

illenberg
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14. DO NOT check this box. If you have hours worked from a previous pay period that were not recorded,
report those hours and dates in the employee comment box listed below (see #16).

15. Check this when you’ve entered ALL your hours for the entire biweekly pay period. This becomes your
legal signature. DO NOT check this box prior to entering ALL hours for the pay period as it will lock
your time sheet which prevents you from accessing it again.

16. The comments you make in the employee comments box will become a part of your permanent time
sheet and can be viewed in “Time History” on MyWitt. Types of comments include:
FMLA (specifying self, family or service member); Family sick leave; Unusual missed time
explanation (but do not specify type of iliness for privacy reasons); Explanation of overtime;
hours & dates worked in a previous time period that were not reported earlier; relationship for
bereavement usage, etc.

17. Click on the “Submit” button to update any changes or modifications that you have made to your time.
Please only click the “Submit” button ONCE! We ask for your patience as the system updates... Do not
close this screen until you see a summary of your hours like the one on the next page.
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After you have entered your time and clicked the “Submit” button, you will receive a summary page that looks
like this. If you do not get this summary page, it is likely that the system did not record the hours entered.

18. All hours as you have entered them will be recorded in the summary format.

19. If the system does not reflect the appropriate hours, click the “x” in the confirmation box to close this

screen. Reopen time entry using the menu on the left side, starting at step 3 and continuing through to
review/correct your time in/out data.

20. If the summary screen does not appear, reopen time entry using the menu on the left side, starting at
step 3 and continuing through to review/correct your time in/out data.

21. If all of the information is correct, you may click “OK” to exit the screen or click “Log Out of MyWitt,”
which returns you to the main MyWitt Portal menu.
% ) Home - Faculty and Staff + e
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MyWitt Home | FacullyandStaff | Campus + | LOG OUT OF MYWTT

MyWitt Home > Faculty and Staff > WebAdvisor
Printfriendly version
Main Menu
<

Time Entry & Approval

Time entry Please be awaie fha: jou have not marked your ime entry as complete
Tme annr‘mr Supenisors) Pay Period End Date 01/27/13

Time Entry Status  Not Complete

Employee P‘T\me Review

Time history ‘ Current Pay Period  Hours

Employee mst‘/ (for supenvisors) Regular Hours 79.00
Pay Advices _AnnualLeave Hours 000
SickHours 000 <m—
\ Tesonal 100
Total Hours 80.00
11 o
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After you have electronically signed your time sheet for the entire biweekly pay period — the sheet will be

locked and you will receive this message. Please contact your supervisor and HR if you signed your time sheet
prematurely.
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