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ACCESSING THE WEB

1. Click on Netscape Communicator or
Microsoft Internet Explorer.

2. There are several ways to access your
timesheet from this point which may
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LOGIN TO TIMESHEET

1. Enter your Username and Password.
Your username and password are the
same as the ones used for your Towson U
Domain login.

2. Click the Login Button to enter.
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HOME PAGE

The home page contains an employee’s
name, Employee ID#, title, a link to the
current timesheet, and a section for
important announcements from Human
Resources and/or Payroll.

FRAME

The frame navigational bar (along the top
of the page) is always present and contains
links to the Main Page, Inactive
Timesheets, Leave Statement, Pay Period
Dates, Administrative, Inside@Towson,
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A NOTE FROM HUMAN RESOURCES and PAYROLL

Regular leave statements are now as of 7/22i03.Please note that, although the as of date shows 7/8103, it is actually

Fi22103.

As areminder, the "Shift Hours” rows at the top of Regular Non-Exempt and Contingent/Student time sheets should only be

updated by those who work a qualifying 2nd or 3rd shift,

GENERAL

1. There is the ability to jump to and
from pay Week One, pay Week Two and
Remarks by clicking on the appropriate
command at the top of week one and two
images.

2. Entries will not be saved unless the
Save Entries button is clicked.

HOURS WORKED

1. Shift Hours — Record number of hours
attributable to shift differential pay.

2. Start Time to Stop Time can be
completed in regular time or military time.

3. Lunch breaks and other unpaid breaks
in the work day are to be recorded in the
Time Out and Time In cells.

4. Work Hours and Total Hours calculate
automatically after clicking the Save
Entries button.
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Employee Timesheet (Non-Exempt)

Name: R

Department: Hurnan Resources
STD Hours: 40
Pay Period Begin Date: 07/232/2003

Entertime
(Use 00:00 format)
Shift Hours

StartTime

Time Out

Time In

Time Out

Time In

StopTime

Work Hours:

Annual Leave Hours

Ime:Human Resaurces Assac |l
FTE: 1.00
Pay Period End Date: 08/05/2002

WEEK ONE

Wed Thu Fri Sat Sun Mon Tue
07123 07i24 07125 07126 07,27 07,28 0729
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LEAVE USED

1. There are specific cells to record
Annual Leave and Holiday Leave hours.
No leave codes are necessary.

2. There are two other sets of cells to
capture other types of leave used. Leave
codes can be inserted directly into the
Leave Code cell by clicking the Lookup
Leave Codes button and then clicking on
the appropriate leave code listed, or the
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Annual Leave Hours ks

Holiday Leave Hours

Leave Code

Leave Hours

Leave Code

Leave Hours
Total Hours 0 0 0 1 0 0 0 )

Lookup Leave Codes | Save Entries

WEEK TWO =~ &
Wed Thu Fri Sat Sun Mon Tue
07/30 0731 08/01 08/02 0B8/03 08/04 0805

Entertime
iUse 00:00 formaf)

4. The Remarks section is a text section
and can be used for special notations by
the employee, timekeeper, supervisor, etc.

If you are a supervisor or timekeeper,
speak to a member of the Human
Resources Time, Leave and Attendance
Staff to schedule additional training.

code can be typed into the cell. shit Hours
Start Time
Time Out
3. Record the accurate leave hours used i
associated with the leave type. Time Out
Time In
Stop Time
Work Hours §
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EMPLOYEE APPROVALS

Clicking the Employee Approval box
equates to the employee signature. The
timesheet is then automatically routed to
the supervisor for approval.

PRINT CAPABILITY

A copy of the timesheet can be printed:
click the Printable Timesheet button and
then click the “Print” icon at the top of
the screen.

DEFAULT SCHEDULE

A default schedule can be created: click the
Update Default Schedule button, complete
the weekly schedule, and click the Update
Default Schedule on the default schedule
screen. NOTE: The default schedule
changes will appear on the next time sheet.
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TIMEKEEPER SIGN OFF

Click on the Administrative tab near the
top of the page.

Timekeepers responsible for one location
will only have one location listed. For
those with multiple locations, click on the
desired location(s) (see instructions on
page for multiple locations) and click the
Submit button.

Select the appropriate Pay Type and Pay
Run ID and click on the Process to
Approvals/Sign Off Screen button.

OPTIONT1: Review employee entries on
this screen and check Time Sign for
Timekeeper sign off. Click on the Submit
Changes button to complete the sign off
process from this screen.

NOTE: Clicking on the supervisor’s name
will allow the timekeeper to send the
supervisor an email. Also, clicking on the
Emp Name or Approval Group heading
will sort by that heading.

OPTION2: Click on the employee’s name
to sign off on the actual timesheet. Sign
off by clicking on Timekeeper click here to
sign off on timesheet and the Save Entries
button on the bottom of the screen.

Acdmin

& Signoffantimesheets a5 atimekeeper -
Hold down the Ctrl key and click the group(s)
to select more than one...

001 - Provost's Office
003 - Admissions
004 - Coll of Grad Educ & Research

Submit |

Employee Timesheet Administrative Module
Sign off (timekeeper) 001 group
Select Pay Period

Select Pay Type: @ Regular " Contingent

Select Pay Run ID: |RO?’0505 - Redglr Pyrll 06/22/05-07/05/05 ;I

All records:  {#

Only unapproved records:

Proceed to Approvals/Sign Off Screen

Employee Timesheet Administrative Module

Sign Off Search

Youarea Timekeeper for Group: 001 - Provost's Office
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SUPERVISOR APPROVAL

Click on the Administrative tab near the
top of the page.

Click on the Approve timesheets for, etc.
link to access the timesheets.

NOTE: Employees who are set up only as
alternate approvers will not have an
approval group name (e.g., IAALUMNI).

Select the appropriate Pay Type and Pay
Run ID and click on the Process to
Approvals/Sign Off Screen button.

OPTIONT1: Review employee entries on
this screen and check Sup Appr for
supervisor approval. Click on the Submit
Changes button to complete the approval
process from this page.

NOTE: The shaded cell indicates that the
employee has not recorded hours worked
or duty days on their timesheet. Approve
the timesheet only if the employee has
work hours, duty days and/or leave.

OPTION2: Click on the employee’s name
to approve the actual timesheet. Approve
by clicking on Supervisor click here to
approve timesheet and the Save Entries
button on the bottom of the screen.

Administrative

Lo Lo [} ut

Employee Timesheet Administrative NModule

Administrative menu for

* Approve timesheets for the AL UMM - Alumni aroup &8s & supendisor

Employee Timesheet Administrative Module

Approval (supervisor)

Select Pay Period

Select Pay Type: @ Regular {7 Contingent

Select Pay Run ID: IRO?O505 - Reglr Pyrll 06/22/05-07/05/05

FProceed to Approvals/Sign Off Screen I

Employee Timesheet Administrative Module

Approval Search

This groupis: JAALUMNI - Alumni

Ithasihe ioltowing subgrouor's)

[BALUMA T -Alumni 1] -]

i

Reg Ex

Alumni Services Coord umni

RegEx

AlumniVolunteer Coord | Alumni Lo & |000 (000 (000|000

FegEx

Agsoc. Dir. of Alum ni Afairs | Alumni Lo 0 |000 |000 |000|000

=
=

Reg NE
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=)
=1
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Reg NE

Exec Admin Asst| Alumni Lo MA 14000 4000 |000| 000

Submit Changes
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