Web Advisor Payroll Time Entry for Student Employees

Note: You cannot work or be paid until you have been assigned to a position, and have
filled out all your employment paperwork.

In WebAdvisor for Students, select “Payroll” at the menu, and click on “Time Entry”. A list of your
current positions will be displayed. Select a position by checking the “Choose only one” box to
enter hours worked and clicking on “Submit”. Be very careful to enter your hours worked on the
correct position and for the correct pay period. A student may not work during hours he/she
is scheduled to be attending class or participating with an athletic team, musical group,
etc. The federal auditor is now required to check for possible violations of this regulation.

Enter hours worked each day in the “Time In” and “Time Out” boxes. You will need to indicate if
the hours worked are AM or PM (12 noon = 12 PM).
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Welcome Brenda!

Time Entry

Mate: Enter Time In and Time Out with ether an A0 or P

Pay Period End Complete Entry

Position Title Date Pay Cycle Department Location Supervisor By
‘ STUDENT ASST - BUSINESS ‘ 0815105 ‘ STUDENT Business ‘ Mr. Benjamin ‘ 0B B/06 12.00AM
OFFICE PavROLL Office Dishl
Leave Type Leave Balance
[ Not Applicabie_|
Date Day Time In Time Qut LI Ii-leave Sick Hours Diheniing Other Time Types Ir!serl
ours Hours Line
07 HBOE Sunsay | [ [ | [ [ [ =
07 HBOE Sunsay | [ [ | [ [ | EiE
OATIRE | Mencay | ng 3nant || 12.00PM | | | | | | [
OTATING | Moncay | j01.00PM | [05.00PM [ | | | = o
OABME | Tuessay | jn1.00pn || 05.00PM | | | | 3| |
OFABME | Tussday | | I I I ‘ I I I = =

Additional TimegPrior Period) [~

Checking this box becomes your electronic signature acknowdedging your submitted time as acourate and ready for supervisor approval [

Supervisor Decision Pending Approval

Supervisor Comments

Supervisor's E-mail Address  bdahl@nebrwesleysn.edu

SUBMIT
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WebAdvisor .

IMPORTANT: Click on “Submit” to save your entry of hours worked. There are two lines for each
day, if you need another line for a particular day, click on the “Insert Line” box. The total hours
worked will be calculated for you.



Please note the “Complete Entry By” date in the upper right corner. Hours worked for the pay
period need to be entered and electronically sent to your supervisor by this date. The supervisor
will review the time and either approve or reject it. If time is approved, it will automatically go to
the Payroll Office. If time is rejected, the student will get an email from the supervisor with
instructions.

EBRASKA
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Weicome Brenda!

Time Entry

Mate: Enter Time In and Time Out with eithier an A" or 'Ph

Acditional TimetPrior Petiod) [~

Position Title Pay PeriudDEar;: Pay Cycle Department Location Supervisor Complete En:g
STUDENT ASST - BUSINESS OB/5/06 | STUDENT Business Mir. Benjamin D81B/06 12:004M
OFFICE PAYROLL Office Dahi
Leave Type Leave Balance
[ Mot Applicabie_|
Date Day Time In Time Qut Snnuallieave Sick Hours Dtieniing Other Time Types Ir!sert
Hours Hours Line
U7#1B/06 Sunday I I I I I | j [m]
074606 Sunday I I I I I | j -
SFATNe | Heneay | g 3nan || 12:00P | | | | =
ORATME | Mendsy | [nggope | [05:00PM [ | | f =Hie
OFABME | TuEaay | [n1-gop | {05 00PM | | | | = || [
074806 Tuesday I I I I I | ;l O

Checking this bou becomes your electronic signature acknowledging your submitted tine a5 sccurste and ready for supervisor approval [

Supervisor Decisn Approval

Supervisor Comments

Supervisor's E-mail Address  hdahl@nebrwesleyan edu

SUBMIT
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Web (0]

At the end of the pay period, once you have completed your hours for the pay period, check the
box for “your electronic signature acknowledging your submitted time as accurate and ready for
supervisor approval’. Do Not click on the electronic signature box until you have entered all your
hours for the pay period, as once you have done this it will no longer show up in the list of
positions. You will no longer need to complete or turn in paper time sheets.

Questions:
Kim Lehl

465-7527
klehl@nebrwesleyan.edu




