WEB TIME ENTRY INSTRUCTIONS (Student Employees)

Log into Gateway from Dickinson College homepage using your network user name and password.
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Click SSB icon from the Application Launch Pad.
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Click link for Employee Dashboard
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On Employee Dashboard under My Activities section click the Enter Time link to go to Timesheet page.

#° My Activities

Approve Time

Approve Leave Report

Opentimesheet
e OntheTimesheet page you will see the open pay periods available for timesheet completion.
Be sure to click on the correct pay period for the appropriate timesheet.
e C(Click on Start Timesheet.

Employee Dashboard « Timesheet

Timesheet
Approvals Timesheet
Pay Period v
Pay Period Hours/Units Submitted On Status
Payroll Coordinator, SF9776-00, D, 601050, Financial Operations Prior Periods
Not Started
80.00 Hours Pending (L)
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o Thestatus of the timesheet and the timesheet submission deadline date are displayed on the top right of
the screen.

e Click arrows to the leftand right to view both weeks of the pay period.

Employee Dashboard « Timesheet « Payroll Coordinator, SF9776-00, D, 601050, Financial Operations

Payroll Coordinator, SF9776-00, D, 601050, Financial Operations ) Restart Time {0 Leave Balances

06/20/2021 - 07/03/2021 OS]
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY

Submit By 07/05/2021, 12:00 PM

n Progress

20 21 22 23 24 25 26

(¥ Add Earn Code

Earn Code Hours

Regular Pay v

Enter hours
e Click on a date to begin entering hours.
e TheRegular Pay earncode is selected by default. Typein Start Time, End Time, and AM or PM using the
required format (ie: 03:00 pm) and Save. A message will display “Timesheet data successfully saved.”
Note: You can click on the clock icon © to use yourmouse to scroll through hour/minute/AM or PM oruse
the up and down arrows on the keyboard to scroll. Click Set to save time selections if scrolling.

Earn Code Start Time End Time Hours
Regular Pay v ‘ hh:mm a @‘ ‘ hh:mm a ©
More Time
01 00 AM

e Usethe Add More Time button to add in additonal Start and End Times for the day selected.

Earn Code Start Time End Time Hours

Regular Pay v ‘ @ | @I

o | o

(¥) Add More Time

e Ifdoneentering hoursfor the day, click Save.

e Proceed by clicking on the next day of the pay period.

e Whendone entering hours forweek one, hit arrow to the right to enter hoursin weektwo of the pay
period.
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06/20/2021 -07/03/2021  16.00 Hours (i) & n Progress  Submit By 07/05/2021, 12:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

20 21 77 24 25 26

( 8.00 Hours 8.00 Hours )

() Add Earn Code

Vacation () 8.00 Hours

Total: 8.00 Hour: Accoupf Distributfon

Edit Copy Delete

e Usetheediticon ¢ on the entry to make changes as necessary.

e Usethecopyicon Uto copy the entry from one day to another.

e Usethedeleteicon ' toremove an entryfromthat date. When you click the delete icon a message will
display to confirm “Are you sure you want to delete this earningrecord.” Click Yes to remove incorrect
entry fromthat day.

e Use Cancelbuttonto cancel any changesyou do not wish to save.

Preview Timesheet
e C(Click Preview to see a summary of entered pay period hours. Click ‘X’ in top right-hand cornerto close
Preview box and return to timesheet if additional changes are needed.

Preview

Earning Distribution

Earn Code Shift Total
Regular Pay 1 5.00
Total Hours 5.00
Total Units 0.00
Weekly Summary

Week Total Hours

Week 1

Week 2 5.00

Comment (Optional):

Add Comment
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Submit timesheet

e Reviewthetimesheetforaccuracy.
e Whenall hours forthe pay period are entered, click Submitfrom the Preview screen to forward the
timesheetforapproval. Youwill see the message “The timesheet has been successfully submitted.”

il @ The timesheet has been successfully submitted.

Timesheet changes after Submit
If you submityour timesheetandit is still in Pending status (has not been approved), you may click Recall Timesheet
on the Timesheet page to make changes. Make the necessary changesand click Save.

Timesheet Messages @ v

06/20/2021 - 07/03/2021 80.00 Hours r"I'w ¢ 3 Pending Submitted On 06/17/2021, 02:31 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

20 21 22 23 24 25 26
£.00 Hours 8.00 Hours 8.00 Hours 8.00 Hours 8.00 Hours

Exit Page @ Preview

Additional information
e Timesheets mustbe submitted and approved by the deadlines established on the payroll schedule.
o Ifyourapproverwouldlike a change made to your submitted timesheet, they willreturn the timesheetto
youfor correction. You will receive an email notification requesting you to edit and resubmityour
timesheetas needed before the timesheet deadline.

e Ifyou have not started your current timesheet, you will be notified with a reminder email 24 hours before
and 3 hours before the timesheet deadline.

e Ifyou have multiple positions on campus, you will receive an email reminder for each job with a timesheet
not started or submitted.
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