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through
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Non-Exempt Employees



Introduction

Web Time Entry

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 and leave requests. The Web Time Entry system will allow you to log
into a secure website and enter the hours and leave online from any computer with
access to the Internet. Your time and/or leave is then approved online by your
supervisor and sent electronically to Payroll for processing.

Overtime Eligible Employees (Non-exempt — hourly)

Overtime eligible employees will no longer record the hours worked on paper
timesheets or timecards, but instead will input them into the Web Time Entry
system. You will also submit sick and vacation leave using this system.
Student employees will also report their hours using Web Time Keeping.

Overtime Exempt Employees (Exempt — salaried)

Overtime exempt employees will utilize this system for “Exception Time
Reporting” where you will record any leave taken in four hour increments or
verify that no leave was taken during the pay period.

Note: Employees must request leave time in accordance with their
department policies and procedures.

Timeframes and Deadlines

In order to be paid each month, it is critical that you submit your timesheet
by the deadline. You are responsible for submitting your electronic timesheets to
your supervisor. Without a timesheet, the supervisor is unable to approve your
time and/or leave and without the supervisor’s or their proxy’s approval, you will
NOT be paid until the following pay period.

The pay period ends on the 15" of the month and the last date of the month.

Timesheets must be submitted by 5:00pm on pay day. This typically will be
5:00pm on the 15™ and the 30/31 of the next month. If the 15" or the last date of
the month falls on the weekend, timesheets should be submitted on the last
workday,
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Logging On

You will access the Web Time Entry System two ways: (1) Through Cougar
Connect or (2) Web Time Entry portal. Both of these options are accessible from
any computer with access to the Internet. You will be issued a User Name and
Password to log on to the portal and your access and authorizations within the
Web Time Entry system will be driven by this sign-on. Because of the sensitive
nature of payroll information, you should not share your ID or password with
anyone. It is also important to log off of the system when you have finished.

Option 1: Access through Cougar Connect

1. Access the Cougar Connect from the CSU homepage:
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Option 2: Web Time Entry portal
1. Go CSU homepage (csu.edu), then Quick Links, then HR/Jobs at CSU

C H ICAGO ST;T E Cougar Connect | AtoZ | Campus Directory | Map & Directions
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2. From the HR webpage click Payroll on the left, then Web-time Entry on the right

CHICAGO ST;TE B Eamres| 6 2 | B By | @ B
UNIVERSITY

Human Resources

Payroll

OVERVIEW: Chicago State University payroll department strives to provide accurate and Resources
timely payment of compensation, tax withholdings for faculty, staff, and
student employees. Our goal is to promote and moniter University compliance

Benefits with all rules and regulations pertaining to State and Federal tax laws. We HR Personnel Transaction Calendar
incorporate all aspects of the State of lllinois Ethics Act in our daily work Web-time Entry
Examination
Functions of the Office include:
Payroll
m Administer the regulations of federal agenciessuch as the Intemnal
Classification & Compensation Revenue Senice, the Social Security Administration, thel 5. Forms & Documents
L Department of Labor and the Federal Office of Child Support
Organizational Development Enforcement.
Forms & Documents = Sick and Vacation Leave balances e
m Lost warrant/stop payment Termination Check List
Policies m Payments to vendors for withholding taxes voluntary deductions, Termination Form

gamishments

Adminictratar Varatinn

3. Log into Banner Self Service, you will need your UID and PIN

CHICAGO STATE [JNIVERSITY

User Login

i Pleasa enter your User ID (SSN or @ digit assigned University 1D number LID) and your Personal Access Code (PAC) and then click an logn.
Tnitially, your PAC is your date of birth (MMDDYY ). For example, if your birthdate is July 23, 1975 your PAC will ba 072375.

The system will prompt you to change your PAC. You may use any six digit number. Whan finishad, click Login. Remember the new PAC you create

Multiple failures to enter correct PAC will result in your account being locked!

When you are inshed usng CSU X-PRESS |, please Exit and close your browser to protect your privacy.

If you are expenencing problems logging on the system during registration, please contact the HELP Desk at (773) 995-3963 or helpdeskidcsu. adus
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Time-reporting for Non-Exempt: —o

Time reporting for non-exempt employees will require individuals to submit all
hours worked. Employees will be required to enter time worked (“positive time
reporting”) into the online time reporting system each pay period. Upon
submitting the appropriate hours, the employee must “certify” that they have
accurately and fully reported their time

1. To enter time worked, click Time Sheet

CHICAGO STATE UNIVERSITY

Personal Information Student Finance Financial Aid

Search

Benefits and Deductions

View your retirement plans, Health insurance information, Flex spending accounts, miscellanecus deductions.
Pay Information

WView your Direct Deposit breakdown: Wiew your Earnings and Deductions History: View your Pay Stubs.

Tax Forms

View w-4 information: view your W-2 Form.

Current and Past Jobs
Time Sheet
Leave Request Selection

Leave Report Selection
RELEASE: 7.3.4

3. Choose the Time Sheet Period that you would like to enter your time worked

CHICAGO STATE [UNIVERSITY

Personal Information

Search SITEMAP HELP EXIT
Position Selection
(@ To select 3 position, click under Position, choose the Time Sheet Period and click Select.

Title and Department My Choice Pay Period and Status
Extra-Help/Clerical, XH0214-1U @ Apr 16, 2010 to Apr 30, 2010 Completed =

Bursar, 0214 Apr 16, 2010 to Apr 30, 2010 Completed
May 16, 2010 to May 31, 2010 In Progress

Time Sheet

RELEASE: 7.0

powared by
SUNGARD' HIGHER EDUCATION

4. Click Time Sheet
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5. Click Enter Hours (a link under the date) where you want to enter time.
a. Click NEXT/PREVIOUS button for more dates within the period

CHICAGO STATE [UNIVERSITY

Personal Information

Search SITEMAP HELP EXIT

Time Sheet

k_j:) To begin, click a link under the date where you want to enter time. Click NEXT/PREVIOUS button for more dates within the period.

Time Sheet

Title and Number: Extra-Help/Clerical -- XH0214-1U

Department and Number: Bursar -- 0214

Time Sheet Period: May 16, 2010 to May 31, 2010

Submit By Date: June 1, 2010 12:00pm

Earning Shift Default Total Total day day T d d day Thursday Friday Saturday
Hours or Hours Units May 16, May 17, May 18, May 19, May 20, May 21, May 22,
Units 2010 2010 2010 2010 2010 2010 2010

Regular (incl Lump 1 o o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Enter Hours

Sum & Temp) Hours

Total Hours: (8] (o] A 4] 0o 0 0

Total Units: o] o] 0 0 0 0

Position Selection || Comments || Preview || Submit for Appriyal | [ Resfart | [Next

Submitted for Approval By:
Approved By:

Waiting for Approval From:
RELEASE: 7.2.1.1

D' HIGHER EDUCATION

6. Enter the number of hours worked in the box that will appear.

CHICAGO STATE [UNIVERS

Personal Information

Search |Go| SITE MAP HELP EXIT
Time Sheet

.}, To begn, chck a nk under the date where you want to enter bime. Chck NEXT/PREVIOUS button for more dates within the penod.

Time Sheel

Title and Number: Extra-Help/Cherical XHO214-1U

Department and Number: Bursar -- 0214

Time Sheet Period: May 16, 2010 to May 31, 2010

Submit By Date: June 1, 2010 by 12:00pm

Earning: Reqgular (incd Lump Sum & Temp)

Drate: May 17, 2010

shifr: 1

Hours: 5 F F

’ 75 gexcludm tim

[Save ] | copy

Earning Shiflt Default Total Total Sunday Monday Tuesday wednesday Thursday  Friday Saturday
Hours or  Hours Units May 16, May 17, May 18, May 19, May 20, May 21, May 232,
Units 2010 2010 2010 2010 2010 2010 2010

Regular (incdl Lump 1 o 0 Entar Hours Entar Hours  Enter Hours Entar Houre  Enter Hours Entar Enter Hours

Sum & Temp) Hours

Total Hours: [+] 0 [+] [+] [+] 1] [+] 0

Total Units: o o o o o [+] o o

| Position Selection || Comments || Preview ||  Submit for Approval | | Restart | [Next |

Hours should not be entered before they are worked. It

Is recommended you enter your hours at least on a
weekly basis.
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If you worked the same number of hours for multiple days you may “copy” that
time.

1. Click Enter Hours (a link under the date) where you want to enter time.
2. Click Copy

CHICAGO STATE [NIVERSI

Personal Information

Search [Ga| SITE MAP  MELP  ExXIT

Time Shest

i To begin, click a link under the date whers you want to enter time. Click NEXT/PREVIOUS button for more dates within the period.

Time Sheet
Tithe and Mumber: Extra-Help/Clerical -~ XMD214-1U
Department and Number: Bursar -- 0214

Time Shect Perlod: May 16, 2010 to May 31, 2010
. = June 1, 2010 by 12:00pm

Regular (ind Lump Sum & Temp)
May 17, 2010
1
T 7.5 | 4+
Save | [ Copy |

Hours:

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

Hours or  Hours Units May 16, May 17, May 18, May 19, May 20, May 21, May 232,
Units 2010 2010 2010 2010 2010 2010 2010
Regular (incl Lump 1 2] o Enter Hours Enter Mowrs Enter Hours  Enter Mours  Enter Mours Unter  Enter Hows
Sum & Temp) Hours
Total Hours: o o o o o o o o
Total Units: o o o o [+] o o o
| Pombion Selection | [ Comments | [ Prewiew || Submit for Approval | [ Restart | [Rest |

3. Copy by clicking box under the dates where you want time to appear

(CHICAGO STATE [ JNIVERSITY

Perzonal Information

Search [Gal

SITE MAP  HELP  EXIT

Copy

i To copy to the and of the pay period, click the chack box. If you want to copy waekend dates, ba sure to chack Include Saturday(s) or
Includa Sunday(s). Te copy individual datas, click the chack boxes undar tha datas. Waming: Tf you salact the sama data that you are copying
from, your hours will be deleted.

Earnings Code: Regular {incl Lump Sum & Temp), Shift 1
Date and Hours to Copy: May 17, 2010, 7.5 Hours

Copy trom date displayed to end of the pay pariod:

Include Saturdays: 1

Include Sundays:

Copy by date:

Sunday Monday v ¥ Thursday Friday Saturday
May 16, 2010 May 17, 2010 May 16, 2010 May 19, 2010 May 20, 2010 May 21, 2010 May 22, 2010
1 I -] 7| 1
Sunday Monday Thursday Friday Saturday
May 33, 2010 May 24, 2010 May 26, 2010 May 37, 2010 May 28, 2010 May 39, 2010
1 ¥ I =]
Sunday Monday|
May 30, 2010 May 31, 2010
[_Time Sheet | [ Previous Menu | [ Copy |

3

—E ]
RELEASE: 7.2.1.1 BUNOAREY HIGHER EBUCATION

4. Click Copy
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5. To return to your time sheet, click Time Sheet Notes

CHICAGO STATE [UNIVERSITY

Personal Information

Search [Ga| SITE MAP  HELP  EXIT

Copy

G To copy to the end of the pay penod, chck the check box. 1 you want to copy weekend dates, be sure to check Include Saturday (=) or
“ Include Sunday(s). To copy individual dates, click the check boxes under the dates. Warning: If you select the same date that you are copying
from, your hours will B delo o,

g $ & Your hours have been copled successfully.

Farnings Code: Reqular {incl Lump Sum & Temp), Shift 1
Date and Hours to Copy: May 17, 2010, /.5 Hours
Copy from dale displayed to end of the pay poeriod:

Include Saturdays:
Include Sundays:
Copy by dalte:

Sunday Monday T day d day Thursday Frida Saturday
May 16, 2010 May 17, 2010 May 18, 2010 May 19, 2010 May 20, 2010 May 21, 2010 May 22, 2010
Sunday Monday T ¥ ¥ Thursday Friday Saturday
May 23, 2010 May 24, 2010 May 25, 2010 May 26, 2010 May 27, 2010 May 28, 2010 May 29, 2010
Sunday Monday
May 30, 2010 May 31, 2010

-

lick

6. When you return to the timesheet, verify your hours worked before submitting
for approval. Click Preview.

CHICAGO STATE [JNIVERSITY

Tersonal Information

]

Search SITEMAR HELP EXIT

Time Sheet

\!'_. Ta hegin, dick a link under the dabe whers you want 1o enter time. Click NEXT/PREVIOUS buttan far meare dates within the period.

Time shesat

Title and Number: Extra-Help/Clerical -- XH0214-1U
Department and Number: Bursar - 0214

Time: Sheel Period: My 16, 2010 to May 31, 2010
Submit By Date: Jure 1, 2000 by 12:00pm
Earning: Regular (inc Lumg Sum & Tema)

Date: May I3, 2010

shift: 1

Haurs:

[Save | [Copy| [ Account Distribeson

Earning shift Default Total Total Sm Monday Tuesday Wednesday Thursday Friday Saturday
Howrs or Unils  Hours Units May 23, 2010 Moy 24,2010 May 25,2010 May 26, 2010 Moy 27,2010 May 28,2010 May 29, 2010
Requiar {ind Lump Sum & Temp) 1 0 315 Enter Hours Enter Hours 7.5 Erter Hours 75 Enter Hours Er u:
Tulal Hours: ars ) [\ 75 o 75 [ o
Tuolal Unils: a ] o L} '] 0 L] o

. Postion Selection | | Comments | | Prewew || Submit for Appeoval || Restan || previes | [Nt

Submilled lor Approval By:
Approved By:

wotin forpopovs o IMPORTANT STEP -
o Verify the time entered SRR

e you “Submit for
Approval”
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CHICAGO STATE [JNIVERSITY

Personal Information

Search o SITEMAR MEL® EXIT

,& Be sure by set your printer bo landscape befre printing the documert.

Jane Doe Rursar, 0214
Extra-Help/Clerical, ¥H0214-10

Time Sheet

Earning Shift total  Total sunday, Menday, Tuesday, Wednesday, Thursday , Friday, Saturday, Sunday, Menday, Tuesday, Wednesday, Thursday, Friday, Soturday, Sunday, Monday,

Code Hours Units May 16, May 1/, May 18, May 19, Hay 20, May 21, May i May i3 May 24, May Ih, May 26, Hay 27,  May 28, May 29, May 30, May 31,
2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010

Reguiar (mel 1 s 15 75 15 75 5

Lump Sum &

Temp)

Total Hours: w5 75 75 75 75 75

Tutal Units: [

Previous Meny

" et by
RELEASE: 7.3 SUNGARD MOAEE EDUCATION

7. Upon verifying time worked during the pay period, click Previous Menu

8. Submit your time sheet for approval, by clicking Submit for Approval

CHICAGO STATE [JNIVERSITY

e = SITEMAR MELP BUIT

Time Sheet
‘il'-' Ta hegin, dick a link under the dabe whers you want 1o enter time. Click NEXT/PREVIOUS buttan far meare dates within the period.

Time shesat

Title and Number: Extra-Help/Clerical -- XH0214-1U
Department and Number: Bursar - 0214

Time Sheel Period: My 16, 2010 to May 31, 2010
Submit By Date: Jure 1, F010) by 12:00pm
Earning: Regular (inc Lumg Sum & Tema)

Date: May 43, 2010

shift: 1

Haurs:

| Seve || Copy ||  Account Distribstion

Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Howrs or Unils  Hours Units May 23, 2010 Moy 24,2010 May 25,2010 May 26, 2010 Moy 27,2010 May 28,2010 May 29, 2010

Reguiar {ind Lump Sum & Temp) 1 0 315 Enter Hours Enter Hours 7.5 Erter Hours 75 Enter Hours Erter Hours
Tulal Hours: ars ) o 75 o 75 [ o
Tolal Unils: a ] o L} '] 0 L] o

Fossion Selnctien || Comments || Preview || Submit for Approval | [ Restan | [ Previews | | Nes

Submilled lor Approval By:

Approved By:

Walting for Approval From: — [—

RELEASE: 7.2.1.1 | == A——

You MUST click
“Submit for Approval”
to move your timesheet
through the process.
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9. After submitting time sheet approval, you must certify the information is true
and accurate. Enter your PIN

CHICAGO STATE [JNIVERSITY

Personal Information

Search Go

SITE MAP HELP EXIT
Certification

In accordance with the Illinois State Official and Employee Ethics Act, each employee is required to report time and attendance.

Non-exempt employees

I certify that this a true and accurate reflection of the hours worked per day (excluding lunch).

Exempt employees

I certify that this is a true and accurate reflection of the hours utilized as exception or leave time during this report period. I attest that I have

met my obligation of working a flexible avers eek as set forth in my annual work plan (Academic Support Professionals and
Unit C), or that I have fulfilled my obligation Enter your gnment of duties (faculty).

| 4-digit PIN
i and click
Submit “Submit"

10. Click Submit

CHICAGO STATE [NIVERSITY

Parszmal Information

Search G R ———

Time Sheet
I Te begin, chck a link under the date where you wank to erter time, Cliek NEXT/PHEVIOUS button for more dates within the penod,

& Your time sheel was submitted successfully.

Time Sheat

Title and Humber: Extra-Help/Clencal - XH0214-1U
Department and Number: Bursar - 0214
Time Sheel Period; May 16, 2010 to May 31, 2010
Submit ity Date: June 1, 2010 by 12:00pm
Earning Shift Default Total  Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Umits ~ Hours Units May 16, 2000 May 17, 2010  May 18, 20010 May 19, 2010  May 20, 2010  May 21, 2010  May 22, 2010
Regular (ind Lump Sum & Temp) 1 0 375 ntes Haurs 1.5 1.5 Erter Hours Enter Hours Enber Hous
Total Hours: 3.5 ] 75 75 0 75 0 0
Total Units: o o o 0 L} 0 1} o
Pamhan Selechon Comments Frevew | | Next
Submitted for Approval By: You on May 31, 2010
Approved By:
Waiting for Agproval From: Lorels Mays

RELEASE: 7.2.1.1

After you have certified the accuracy of time worked, click Submit, the
screen will indicate that your time sheet was submitted successfully.
The bottom of the screen will display the date that the time sheet was
submitted. It also indicates that the time sheet is waiting for approval

by your supervisor. When your supervisor has approved the time, it
will be noted in the Approved By box.

NOTE: Failure to properly submit your time by the deadline will
result in you not being paid for that pay period.
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Answersto Frequently Asked Questions (FAQ'S)

1.

What if my time sheet isnot listed or my Position (Title and Department) is not
listed on the Position Selection screen?
Please contact your supervisor and/or Human Resources to determine if you have
been authorized to work and that the appropriate paperwork (19, W4, etc.) has been
submitted.

What if | clicked on Submit for Approval beforel wasfinished entering hours

for theentire pay period?
Contact your supervisor. If they have not already approved it, they can make
changes for you up to 5:00 pm on the day after pay day. If your supervisor has
already approved your time sheet, or the deadline has passed, your hours should be
submitted on your next time sheet using the earning category “Previous Period
Correction”, along with an explanation in the comment field of why your time is
being submitted as a correction

What if | submitted my hours, but | made a mistake?
If you have clicked Submit for Approval and your time sheet has not yet been
approved by your supervisor, contact your supervisor; they can make changes up to
5:00 pm the day the time sheet is due. If you submitted incorrect hours and your
supervisor have already approved your time sheet, please contact the Human
Resources Department.

What if | did not receive a pay check but | submitted hours?
Check the status of your time sheet. If it was approved, contact the Human
Resources Department. If it was not approved, speak to your supervisor.

What if | missed the submission deadline?
It is important that you plan ahead and know the deadlines. If you miss a
submission deadline you will need to wait until the next pay period to submit your
hours through “Previous Period Correction” along with an explanation in the
comment field of why your time is being submitted as a correction. There will be a
payroll calendar posted on the CSU Human Resource Payroll website.

Can anyone else access my hours?
Only your supervisor, their proxy and the Payroll can access your hours. Should
your supervisor or proxy modify any hours you submitted, they are required to note
the change in the comment field and notify you of the change.

Should employees sharetheir User 1D, password and/or PIN with a proxy,
approver, other staff or friends/parents?
Due to the confidential and sensitive nature of information that can be accessed
through the entire Self Service system, employees should never share their User
ID, password and/or PIN with anyone.
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Printing Records “Quick Reference”

Retrieve the image you want to print and using the menu bar at the top of the
screen

1. Select Edit

a. Click on Select All from the drop down menu

2. Select View
a. Click on Text Size from the drop down menu

b. Choose Smallest

3. Select File
a. Click on Page Setup from the drop down menu
b. Choose Landscape
c. Click OK

4. Click the Printer Icon found in the menu bar at the top of the screen.
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