Student Web Time Entry Guide

Before you can begin this process you must have a user name and password.
You will receive your user name and password from IT Services.

The Web Time Entry form absolutely must be completed and submitted by noon
every other Monday of the pay period.

Late time sheets will be processed with the next payroll. Please refer to the
Student Responsibilities form (available online under Student Employment) for
further instructions.

Note: the back and forward buttons do not work well in my.whittier.edu. Every
page on the time sheet has buttons like the ones below. Use these buttons to go
from page to page.

To begin log into: “My.whittier.edu”

A security message may pop-up, click “yes”

You will now see a screen that has a small box in the left hand corner that reads:
“Secure Access Login”

This is where you will enter your “username” and “password”, click login
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Seretiocelonn Welcome to my.whittier.edu at Whittier College and Whittier Law School.
User Name: JohnnyPoet E : k " . L. . i
This secure site provides Whittier College and Whittier Law School students, faculty and administrative staff with
Password: ssssssss| | world-class Intranet and Internet services. This is where you can access e-mail, news and events information,
Togin| [Concad and a wide variety of academic and administrative services.
Having problems logging in? Click here.
Forget Password?
What's Inside?
Bl E-mail: Send and receive e-mail, and create your own personal address baok.
Make this my homepage. p
Calendar: Access and manage your personal, course and school calendars.
Click here for instructions on how to make
your browser load this page on startup.
&X. Groups: Create, manage and join group homepages for clubs, affiliations and interests.
and much more...
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Tabs will appear at the top of the page: Home, Academics, Campus Life, My Info,
and My Courses.

Click on “My Info” tab.
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Welcome Mr. Johnny Poet
My Account

| TR EEE I

E-mail Calendar Groups | Logout Help
My Info My Courses My 1“5 August &, 2007

N

Academics  Campus Life

My Announcem: B=lx| My E-mail Inbox [FOER | Highlighted Events QEGE
There are INBOX folder has (28) (1) unraad it "l ‘Walk With Tthe President
Faculty and staff are welcome to join
Frem: Subject: Size: | Date:

president Herzberger for a walk around
campus Thursday, August 2 at 8 a.m. in the
Mendenhall parking lot. Talk to the
president about upcoming projects and your
summer vacations.

Campus News

DE
Orientation Kicks Off New Year
Orientation for the 2007-08
academic year is out and
features a mixture of fun and
information.

Jazz Bassist Comes to Campus
mare. Acclaimed bassist Jennifer Leitham and her
trio will perform at the Ruth B. Shannon
B4 E-mail Center for the Performing Arts, Saturday,
Oct & at 8 p.m. Tickets are $10 for faculty
and staff. Students pay $5. For more
information call the center box office at
Photo of the Moment OEE | | (562)907-4203.

Award-winning Hawaiian Music Group
Performs

Musical group HAPA will start the new
season of the Hawaiian music series with
two shows Saturday, August 25 at 3and 8
p.m. at the Ruth B. Shannan Center for the
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Select “Self-Service Links”
Select “Employee”
Click on “Timesheet”
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welcoma Mr. Johnny Poet
My Account
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” E-mail Calendar Groups | Logout Help

Home Academics Campus Life My Courses My Info August 8, 2007

My Account BE® | | Registration Tools EE® | Self-Service DEE

Fall 2006 $0.00 B Reaistration status CAself-service Links <«

January 2007 $0.00 B Logk Up Classes (Ipersonal Information

Spring 2007 $0.00 [EAdd or Drop Classes (student Serviges & Financial Aid

Fall 2007 $0.00 B change Class Options

employee €
B Time Sheet ¢
(JIBenefits and Deductions
(pay Information
(I7ax Forms
B 10bs Summary
Bl Leave Balances
CJalumni Services

Account Balance $00.00

Work Study Balance DEE
2006-2007
‘Whittier College Work Study

Student Grades HoEHE
No Data Found Human Resources(Non-federal work study)
Total Authorized Available: $.0

Total Work Study Earned: $.nn
Select Anather Term Remaining Work Study Balance: $.00
Remaining Percentage of Work: .00
n Total Hours Remaining to Work: .0 Personal Information EEE
Academic Profile OEx

as ofMar 10, 2007 [B Update Addresses and Phones

[8 update E-mail Addresses

Primary

& Internet H100% v



If you have multiple jobs, please select the position for which you would like to
enter your hours.

Then select the “Time Sheet” button on the bottom of the page.
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Position Selection

&R Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice Pay Period and Status

Exception or Summer, ST0300-00 & Feb 25, 2007 to Mar 10, 2007 Completed |v
Human Resources, 1531

Non-federal work study, ST0200-00 O Sep 10, 2006 to Sep 23, 2006 In Progress v
Student Publications Support, 1418

Non-federal work study, ST0200-00 O Sep 10, 2006 to Sep 23, 2006 Completed v
Human Resources, 1531 B
Exception or Summer, ST0300-10 O Jul 29, 2007 to Aug 11, 2007 In Progress |+

Human Resources, 1531

Time Sheet

" owared by
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This will allow you to start entering your personal hours worked for that pay
period. The following directions will guide you through this process.
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Time Sheet ~

&R sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period

Time Sheet

Title and Number: Exception or Summer -- ST0300-10

Department and Number: Human Resources -- 1531

Time Sheet Period: May 04, 2008 to May 17, 2008

Submit By Date: May 19, 2008 by 12:00 P.M.

Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Hours Units May 04, May 05, May 06, May 07, May 08, May 09, May 10, |
Units 2008 2008 2008 2008 2008 2008 2008 3

Fall/Spring Pay - 1 0 0 Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Enter Hours

Student Hours

Overtime Pay - 1 Q Q Enter Hours Enter Hours Enter Hours — Enter Hours Enter Hours Enter Enter Hours

Student Hours

Total Hours: 0 0 0 0 0 0 0 0

Total Units: 0 0 0 0 0 0 0 0

Position Selection ][ Comments ] [ Preview ] [ Submit for Approval ] [ Restart ]

Submitted for Approval By:
Annroved Ry:
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Clink on the link that says “Enter Hours™ located directly under the day of which
you have worked.
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&R Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period,

Time Sheet

Title and Number: Exception or Summer -- ST0300-08
Department and Number: Human Resources -- 1531
Time Sheet Period: Aug 10, 2008 to Aug 23, 2008
Submit By Date: Aug 25, 2008 by 12:00 P.M.
Earning shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Hours Units Aug 10, Aug 11, Aug12, Aug 13, Aug 14, Aug 15, Aug 16,
Units 2008 2008 008 2008 2008 2008 2008
Fall/Spring Pay - 1 o] o Enter (g yours  Enter Hours  Enter Hours Enter Enter Hours
Student Hours
Cvertime Pay - 1 o} o] ours Enter Hours Enter Hours  Enter Hours  Enter Hours Enter Enter Hours
Student Hours
Total Hours: 0 o] 0 o 0 0 o]
Total Units: o] o] o] o] s] o] o] o]
[ Preview ][ Submit for Approval ][ Restart ]
ubmitted for Approval By:
Approved By:
waiting for Approval From:
RELEASE: 7.2.1.1 :;:l;mumusnsnum'mu i
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Type in the hours you have worked in the given time slots and save.
Either return to your Timesheet to repeat the same process for other time entries,
or click on previous or next day to enter the completed hours. If you are

completely done filling out your timesheet, click on “Submit for Approval.”

Note: Time entry is done in 15 minute intervals (ex. 8:00, 8:15, 8:30, 8:45, 9:00)
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Time In and Qut

&R Enter time at intervals of 15 minutes in the 99:99 format

Monday, Aug 11, 2008
Earnings Code: Fall/Spring Pay - Student

Date:

Shift Time In

1 200 A
1 Al
1 Al
1 Al
1 Al

~

Time Out
1200

AM
AM |

Al
Al

Total Hours

v Q
¥ 0
v 0
v Q
v Q
0

[ Timesheet ][ Frevious Day ][ Mext Day ]

[ Add New Line ][ Save ][ Copy. ][ Delste ]

SITE MAP HELP

. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours,

REMINDER IF YOU
WORK FROM NOON ON
SWITCH THE AM TO PM.
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