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Web Time Entry Support

How do | get support for Web Time Entry?
The following details the support escalation hierarchy for Web Time Entry.

1. Thefirst person that you should contact for Web Time Entry support is your Department Time Keeper
(DTK). DTKs should be well versed in most common Web Time Entry issues. This is one reason that
DTKs are encouraged to attendpgarson WTE training.

2. If your DTK cannot resolve the issue, then the next level of support is the Rowan Support Desk. You
can create a support case with the Rowan Support Desk by either:
a. emailing_support@rowan.edplease include WTE or ‘Web Time Entry’ in the Subject line of
your email)
b. or calling the Support Desk at 8266-4400

3. If the Support Desk cannot resolve the issue, then they will instruct you on how to contact Payroll
Services for additional help.

Possible Technical Issues
Screen displayinghings | don’t understand

| clicked on dink ortab in aWeb TimeEntry Screen thanadethe screen displg thingsl don’t understand
(HTML code). How do Ifix this? You can simply click on tHgack button in youweb browseto retumn to the
previousscreen.

| used he Back buttonin the timesheet and mghanges are ot savng correctly.

Always use the ‘Returnd Timesheétor ‘Previous Menubuttonswhen hey ae available to nagate wthin
thetimesheet. Th8ackbutton should only be&sed in instancesherea navigation button isot available.

| was automaticallylogged outof Self Service Banner, why?

Banneronly allows 30minutes ofinactivity. After30 minutes ohot entering information into thgystem, you
will automatically bdogged out. Taesolve this, log back iIXVLQJ 5RZDQ 1HWZRUN FUHGHQ

General Web Time Entry Questions

Completing the Timesheet
Canl start t
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Canl record leaw time béore | take the leave?

Yes, you can recdrandsubmittime beginning on thdirst day of the pay period, so you can complete this
ahead otime. Your supervisoshould beaware you are on vacation.

Exempt(Salaried)Employees — N Leave Tine Taken

If an Exemptemployeehas nottaken any leavéme (sick tme, vacationtime, etc.)for the pay period, do they
still need to login to WTEnNd submit timesheet? YeS&imply loginto WTE and then gess the “Submit for
Approval” button

Changing he imesheet — before submitting f@approval
What if | want to nakechanges before | sulinthe timesheet to bapproved#ollow these steps:
X Login to WTE ad access the timesheet
x Exempt (Salaried) Employees:
o Click on an entry and enter the correction.
o0 To change an entry from leave tirtteno leavdime, delete any numbers in the hours box,
making them blank and then press Sabe. not enter azero.
x Non-Exempt(Hourly) Employees: Click on the hours or leave entered box, select the Delete button ani
then press the Save button.

Changing the timesheet — aftesubmitting for approval

What if | want to make changes after | submitted the times$bdxet approved? your Approver has not yet
approved the timeshegte.
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What if | am on vacation or on leaged | can’'t do my timeshee¥Ybu can access your timesheet anywhere you
have internet access and a web s®w In extenuating circumstances, your department’s DTK (Department
Time Keeper) can enter your time, with your written (or emailed) permission.

Exempt (Salaried) Ehployee — where are my hours worked shown?
Regular hours are not entered or displayetherPreview for Exempt employees.

Timesheet Availability

Will the timesheets be available to fill out on the first day of the pagesibd?The timesheets will be
available on the first day of the payroll period. Thia iSaturdayor Glassboro and a Sunday for SOM.

Timesheet RemindersEmployee

Will | receive any reminders to complatey timesheett you have not completed your timesheet, an email
reminder will be sent to you two times on the last Thursday of the pay pé&eodagairbefore 9:30 of the last
Friday of the pay period. See the WTE Calendar for the deadline schedule

at http://www.rowan.edu/adminfinance/controller/payroll/WTE.html
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If a NonExemptemployee submits their time sheet with no hours entered — then an Error medsapgecanl
on the employee’s time shieat the top left of the page. For a Nexempt erployee this is a true erroheay
must enter work and leave time.

To resolvethe error, the employee must do the following:

X Login to the WTHimesheet
X Press the Restart button
X Enter their time

X Press “Submit for Approval”

The “No Hours Entered” message will also appedhe Department Summary sheet used by the ifrepat
Time Keeper (DTK) and Approver. However, neither the ApprovethmDTK can correct the timeif the
employee once the timesheet is in error.

“No Hours Entered Error — Department Time Keepers

The “No Hours Entered” is generated when a Department Time Keeper submits a timesheet on behal of a N
Exempt (Hourly).

A DTK will not be able to submiime for a nonexempt employee who merely looked at their timeeshad
did not enter any time (InrBgressstatus.

This is because in order to complete a timesheet for someone who is “in progress”, a DTK must submit it anc
then change the record. The Timesheet cannot be submitted, however, because there is no time on it, and tl
will cause an error.

To correct it, the employee must log on to WTE and enter the appropriate hours worked and submit for
approval. Only the employee can fix this errtirthe employee is unavailable, a paper timesheet must be
submitted for them.

“No Hours Entered Warning — Exempt (Salaried) Employee

For anExemptemployee, this message is a warning not an error and the message can be ignorednmpan E
employee worked every day for two weeks, and did not take any leave time, they log in to their time sheet, of
their time sheet and then just submit it with no (leave) time entered.

Other Errors

x NonExempt (Hourly) Employees When entering ime Out is before Timén (for example if you
forget to change
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Full-time employee paid from 2 different departments

| am a Fulitime employee, and | get paid from two different departmentd. | have two different timesheets?
No, you will have one timesheet in your main timesheet org. The departments are charged according what is
record in human resources.

Part-time employee paid from 2 different departments

| am a Rrt-time (hourly) employee, and | get paid from two different departments. Will | have two different
timesheets¥es.When you log in to WTE, you will have two different timesheets to choose from and enter
time into.

Time and Attendance Correctiondfm and Timesheet itory

If I have todo a Time and Attendance Correcticoria after my timesheet has been approved and submitted to
payroll, will the corrections show up on my timesheet histbig? You should keep a copy of any Time and
Attendance Correction forms that you submitted.

Am | an Exempt(Salaried) Employee or a Ne&Exempt(Hourly) Employee?
Look on your curret paper timesheet or ask your Department Tiraege€r.
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Please see the Rowan University Policy for Web Time Entry (WTE) Approvers and Proxies for further
details:https://confluence.rowan.edu/display/POLICY/WTE+Policy+for+Approvers+and+Proxies
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Can my Department Time Keeper Approve Timesheets

Department ime Keepes are NOT authorized to approve employee time sheets. The exception is if the DTK
is also an pprover, example, a director level in the department is aSpDTK. If the approver misses the
Friday payroll deadline of 2:00 pm, then they will not be able to approve their employee's time sheets and
should not expect or ask the DTK to approve them. Payroll will then contact the approver directly on Friday ¢
Monday to address the issue.

SOM Go Live Questions
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X On your last paper timesheet — fillout your time for the week from the pripayroll period. This
timesheet will be turned in to Payroll as usual. Payroll will use the information to bring leave balances

up to date.

X Web Time Entry — enter your time for both weeks in the current payroll period.
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How will the following scenario be handled using WTE: Boiler Operators who work through the night across a
pay period end date? For instance, working Saturday into Sunday for SOM crosses the end of the pay period
Saturday.

Currently SOM puts all of the hours on either Saturday or Sunday. The following solution is recommended wi
WTE:

1. Record the hours on the day on which the bulk of the work time occurred.

2. Enter the remaining hours in the Comments section of WTE.

3. Approve the WTE timesheet.
HR will process both the hours entered and the hours in the Comments section. HR currently follows a simila
practice for Public Safety in Glassboro.

Pre-Hire Vacation Approvals

How will the following scenario be handled using WTE: A new provider begins work on July 1st. The provider
had a previously planned vacation at the end of July, and it was approved for the provider to take this vacatic
during the hiring process. ®&riders accrue vacation time, so the provider will not have sufficient vacation time
to cover the vacation period.

The practice should email Payroll about the exception. The provider should enter the Exception Time for the
vacation period in WTE. PayroNill force the system to pay the provider for the vacation time based on the
email sent by the practice.

Shared Employee Overtime

A shared employee (split between 2 departments) works overtime, which of the 2 departments pays for the
overtime using WTEThe employee will have 1 Approver in WTE. Employees are set up associated with a
labor distribution for each of thegiobs. Payroll doesn’t change labor allocation. So the overtime would be
charged to the employee department as it is set up in their labor distribution.

SOM Students
Will SOM Students be paid under the department and Banner org that they currentlyauek in

Emergency Closing Hours

How will WTE handle Emergency Closing hours for essential employees@ iBhenearnings codéhat will
display on the SOM employee’s timeshedimergency Closing.

View Employee Time

Can Approvers see if overtime has besed without clicking on each individual employee? Can Approvers see
what an individual employee has entered (types of time) without clicking down into each individual employee’
No — for both questions.

Questions Regarding Leave Time (Vacation, Sick, ejc.

Glassboro ‘What is Administrative Leave?
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Administration leave is 3 days of personal leave granted to certain employee under collective bargaining unit:

Glassboro -How do | know if | can take Comp Time Worked at 1.0 or 1.5 rate?
This is determined
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