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Can I use the back browser in Web Time Entry?  

No, the back browser should not be used when using Web Time Entry.
Do I need to double-click anywhere in Web Time Entry?

No, and in fact, this can cause problems with the Web Time Entry functionality.  So, please do not double-click while using Web Time Entry.

As an Approver, how do I set up, remove or change my Proxy?
For step by step instructions, see the Proxy Set-up For Approvers information sheet, found on Barton’s web page.
How do I exit a Web Time Entry screen without submitting?

Click on the Save button and then close out by clicking on Exit in the upper right hand corner of your screen.  Do not click Submit.

How will Approvers know when to approve time sheets?

Human Resources will send out a reminder e-mail.  Time sheets must be approved by the posted payroll deadline.  
What if my supervisor is on vacation when my time sheet needs to be approved?

All approving supervisors must set-up a Proxy Approver who is authorized to approve time in the absence of the Approver.  Approvers must notify their Proxy if/when they are to approve time.

What if I have more than one position or more than one supervisor?

Employees must submit a separate time sheet for each position.  If you have two positions with two different supervisors, you will have two time sheets, and each time sheet will be routed to the Approver identified for that position.  However, if you have one position with two supervisors, one supervisor will be designated as primary Approver and the other supervisor as FYI.  Records are routed to the FYI supervisor for information only.  No approval is required by the FYI, since the primary Approver or Proxy Approver will approve all time reported.  Human Resources set’s up all primary Approvers and FYI records.

Will all leave codes be listed?

All of the common leave codes applicable to your employee class will be listed on your time sheet.  If you need to report time for a code not listed, contact Human Resources.

How many past time sheets can I view as an employee?

It is possible to view up to one year of time sheets.  Remember, you can check your leave balance history by going to the Employee tab, and then clicking on Leave Balances.

What hourly employee classes will be using Web Time Entry rather than hard-copy time sheets?

All hourly employees will be able to use Web Time Entry in lieu of submitting hard-copy time sheets with the exception of those working in Facility Management, the Child Development Center and student employees who will continue using existing time clock systems.
Am I required to enter my hours at the conclusion of each work day?

Yes, enter your hours at the conclusion of each work day so that your supervisor is able to regularly monitor your work time during the pay period.

What if I need to make a change to my time sheet or I realize I made an error on my time sheet after I submitted it for approval?

1. Employees can make changes to their time sheets prior to submitting for approval.
2. After time sheet has been submitted for approval, but before approver has approved time sheet, you may use the Return Time button to return your time, allowing you to make needed corrections. After corrections are made, you MUST again select “Submit for Approval”.

3. Your supervisor can send it back to you for correction. After corrections are made, you MUST again select “Submit for Approval”.

4. If time has been approved but the payroll process has not been executed, your supervisor can use the Return Time button to return your time sheet to themselves. They must then select the Return for Correction button to return your time sheet to you for correction. After corrections are made, you MUST again select “Submit for Approval”.
5. If the Approver has already approved the incorrect time sheet, and the payroll process has been executed, Human Resources must be contacted to make the correction.

What if I submit my time sheet to my Approver on Friday and then end up working on Saturday?
You should follow the same steps as above. The exception would be, if it is past the pay period and too late for payroll to adjust, a paper time sheet must be submitted for the missed hours.
What do the various time sheet status definitions mean?
	Time Sheet Status
	Definition

	Not Started
	The employee has not yet started to enter hours on the time sheet.

	In Progress
	The time sheet has been started by the employee, but has not been submitted for approval.

	Pending
	The time sheet has been completed by the employee and submitted for approval.  The record is waiting for the Approver (or Proxy) to approve the time.  The Approver may send the time sheet back for a correction and therefore, it could be in the queue pending further action from the employee.

	Approved
	The time sheet has been approved and has been electronically sent to payroll for processing.

	Complete
	This means the time sheet has been processed by payroll.

	
	

	Returned for Correction
	The time sheet has been sent back to the employee electronically for correction. 

	Error
	This means your time sheet is in error status.  Please contact the Office of Human Resources for assistance.


I have put in an incorrect PIN number and I have been locked out.  What should I do?

Please contact Human Resources.  They will help you reset your PIN.

Do I need to submit a time sheet if I didn’t work any hours in the pay period and don’t have any available paid leave?

No, please do not submit a time sheet with 0 hours.  If we do not receive a time sheet for you, we will assume you did not work during the pay period.

When will I know when to complete my time sheet on the web?

The time sheet will be available to enter hours beginning on the first day of the pay period.
If I don’t submit a time sheet for a pay period, will it affect my pay?
Yes, if you don’t submit a time sheet, you will not be paid.
What if an employee either forgets to enter their time or is unavailable to enter their time?

If this occurs, the Approver may enter the employee’s time, enter a comment as to why it was necessary for him/her to enter the employee’s time and then approve the time sheet.  The employee must send an e-mail acknowledgement that the time entered by the Approver was correct.
Can a salaried employee who also has an hourly job submit a time sheet using Web Time Entry?

No, because they are on the salaried payroll, which has different calendar rules they will have to submit a hard-copy time sheet.  
