
A.  Introduction

Web Time Entry (WTE) is the time keeping method for biweekly and student employees.  Employees and students will be responsible for entering and submitting their hours worked every pay period. Supervisors will be responsible for approving the hours worked.  Once the supervisor has approved the hours, they will be automatically loaded into the payroll process for payment.

In order to become compliant with the revised Fair Labor and Standards Act, employees will record their daily in and out times instead of the total hours worked.  The format for time in or out entry is in 15 minute increments.  
A notable change to our current procedures relates to the reporting of overtime.  Employees currently record up to 40 hours per week as Regular (REG) hours, with excess time recorded as Overtime (OT) hours.  Employees will no longer enter overtime hours; instead, this will be automatically calculated by Banner when payroll is processed.  If hours worked exceed 40 in a week, Banner will pay Regular (WRG) pay on the total number of hours.  In addition, a premium (1/2 Rate) of one-half the hourly rate times those hours in excess of 40 will be automatically added to the employees’ pay.  There is no change to the way overtime pay is calculated, however there will be a change in the way overtime pay is presented on the pay stubs.  For example:
Employee that is paid $10 per hour works 50 hours during the first week of the pay cycle and 40 hours during the second week.  
Current Pay Stub:  




Earn Code

Hours

Rate

Total
REG


80

$10.00

 $800.00



OT

           10
           $15.00

$150.00



TOTAL





$950.00

Pay Stub with WTE:

Earn Code

Hours

Rate

Total

WRG


90

$10.00

 $900.00



           ½ Rate

           10
           $ 5.00

$ 50.00




TOTAL





$950.00
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Instructions:
Go to our secured website:  https://shirley4.davidson.edu/phoenix_dad/twbkwbis.P_GenMenu?name=homepage

Enter User ID 
Enter Six Digit Pin

Login
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User Login

G Please enter your user Identiication Number (D) and your Personal Identifcation Nurnber (IN). When finished, click Login

NOTE FOR STUDENTS: This site is used for schedule adjustment in August, November/December, and January.

When you are finished, please Exit and close your browser to profect your privacy.

HELP EXIT

WARNING: A third unsuceessful attermpt disables your PIN. If you fail to getin on the second tr, use the *Forgot PIN' question or close your browser enfirely
and start over. (‘Forgot PINwill not work it you have disabled your access.)

User ID:
PIN:
Login | | Forget PIN?
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Click on Employee Services.
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Click on Enter or Approve Time- Biweekly and Student employees.
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Proxy Setup:

Supervisors should assign a proxy to act on their behalf in the event they are unable to review and approve time.  
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Click on drop down box and scroll down or begin keying the letter of the first name.  Select the individual to act as proxy and click the Add box and then save the data.  If an individual is not listed, please contact Rene Baker in the payroll office.
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Click on the Approve or Acknowledge Time radio button and then click on Select.
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To approve time for an hourly employee or student click on the radio button under My Choice and choose the appropriate pay period from the drop down box.
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Once the pay period has been selected, indicate the preferred sort order and then click Select.
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The approver has the ability to approve the time as presented or make changes as needed.  To access the daily detail for an employee, click on the employee’s name. 
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From the Employee Detailed Information Screen, the approver is able to see the daily hours worked, the in and out time for each day, any leave hours being reported (vacation, sick, personal, etc.), the current status of the timesheet, and the accounting distribution. 
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By selecting the Add Comment button, the approver and employee have the option of adding comments to the timesheet.  The approver has the ability to mark those comments as confidential, but should use extreme caution when doing so.  A confidential comment cannot be seen by the employee.
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Comments

Enter a comment in the text area below. If his comment is Confidential, be sure to check the indicator.

Employee: Nancy Willams Barier, 800826824
Pay Period: Apr 10, 2005 to Apr 23, 2005

Made By: Deborah W. Bamette
Comment Date: Apr19, 2005
Confidential Indicator: [~

Enter or Edit Comment:

Save | Previous Menu
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Once the comment has been saved, it can be viewed by clicking on the Comment button again.  There is also a notation that comments exist.
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The approver receives an acknowledgement that the time was successfully approved.
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Due to payroll time constraints, if an approver finds it necessary to change a time record, they should enter the correction, print the revised timesheet for the employee, and then discuss the change with them.  The revised timesheet is not returned to the employee.  Changes are entered by the approver, re-approved, and then automatically entered into the payroll process.      
[image: image17.png]el
Address [ ] htps/flavernez. davidson eduiplsipach_dadbwpktais P_PracDeleteAppr =
o QAN Q@D B S Ve E Vew Favortes Toos Heb | ks @)customze ks &]Free Hotmai Bl
) Merriam-Webster ~ ~] (1MW Online Dictionary (] M-W Oniine Thesaunus [T]word of the Day x
Eamings Sunday, Monday, Tuesday, Viednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednosday, Thursday, Frday, Seturday,
Mar2l, Mar2h, Mar2s, Mar30,2008 Mar3l, ~ AprO1, Apr®2  Apr03, Apr04  Apr05,  Apr062005 Apr07,  Apr0S,  Apr03,
w05 05 2008 W05 5 205 005 2005 2005 w05 05 208
Reger O330AM 0530 AM 0330AM 0330 AM O330AM 0530 AM 0330AM  0B30AM 0330 AM
1230PM 1230PM 230PM 1230 PH 30PN 230PM 230PM  1230PM 1230 PM
0130PM O130PM O130PM 0130 P O130PM 0130 O130PM  0130PM 0130 PH
O500PM 0500PH 0S00FM 0500 PA O500PM 0500PM O0S00PH 0500 PM 0500 Pl
Vaceion 0830 AM
0400 PA
Routing Queve
Name Action and Date
Narcy Wlarms Barer Originatd Apr 07, 2005 0450 pm
Narcy Wiarms Barer Submied Apr 07, 2005 0533 prn
Debiorch W, Bamets (Vandatoy) Perting
Account Distribution Default Data
Pay Period Effetive Date Percent Index Fund Organization  Account  Program  Activty  Location  ProjectType  CostType
War 27,2005 10000 0 a0 st ol
Previous Menu | Agprove | Rebumfr Gorrechon Change Record | Deele | Add Cormment
[ Time Sheet | Fouing Gueue | AccourtDistiufon |
RELEASE: 6.1 powersd by st
“« | B
@ ore T [ B ocatrmanet n
Rstort][| & © @ G (O] || [Cliobox-ticro.| 05T Bormer .| {@5CT Barver—.. |[Eemployee

-+ Bpocument1 - .| [ BT £3

DO% O

P





Please click Exit in the right-hand corner of the page before closing the browser.

[image: image18.png]ks ) tpsfshty.cavison.eculpfphoenx_SsGbkubis P Logout

oo |

o DA NQEDT B D S @ ¥ re it vew Fovowss Toos e

[ Links € Customize Links_€]ee Hotmal

W Orine Thesauss [EWado e Day

Thank you for using the WAV Information System.

Ifyou are finished, please close your browser to protect your privacy.

Retum to Homepage

RELEASE: 6.1

) Merriam-Webster » MW Dniine Dictionary
Davidso ep =
Search ﬂ SITEMAP HELP EXIT
User Logout

powentr @bt

|
Z

&

[ B B8 tocslintranet

Sstort||| @ © () @ || [Olinbox - Miosoft Outiook | [ESCT Barmer - [General He.. [ user Logout - Microse..

‘FUHIEDORD eszam





PAGE  
3

