On-line Semi-Monthly Timesheet Instructions

1. Go to the W&J Faculty & Staff Web page at http://www.washjeff.edu/facultystaff.aspx
2. Access the Payroll webpage through the Human Resources link as displayed below.
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3. Two timesheets are listed on the Payroll page
a. Exempt Timesheet
b. Non-Exempt Timesheet

4. Click on either the Exempt or Non-Exempt Timesheet for completion. The Non-Exempt timesheet is for hourly
employees eligible for overtime. Exempt employees are not eligible for overtime.
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On-line Semi-Monthly Timesheet Instructions

Exempt Timesheet:

N
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Enter your full name in the first box.

Type your department in the second box.

Type in the pay period dates for this timesheet. Example: 4/1/09 — 4/30/09. Exempt employees are paid on a
semi-monthly basis but we are recording vacation/sick on a monthly basis.

Click on the appropriate box stating that you either worked your normal hours or you worked your normal hours
except for the following (vacation/sick, etc. time taken)

If you took time off that month, please type in the dates/hours used under each pay type.

Enter your supervisor's email address.

Type in your email address.

Click on the appropriate box stating that you understand that by submitting this timesheet to your supervisor
you are verifying that the information you are sending is true and accurate to the best of your knowledge.

Hit the submit button to send the timesheet to your supervisor for approval.

If you need to clear out the timesheet and start over, hit the reset button.

When your timesheet is received by your supervisor he/she will verify the information is accurate.

Once your supervisor approves the timesheet he/she will forward it to Payroll at timesheets@washjeff.edu.
Timesheets are due the first day of each month.

Worker's Compensation:

Vi EXEMPT ATTENDANCE RECORD
Name: |LeeAnn Spencer
Department: IHuman Resources
Pay Period Dates: [411109 through |4/30/09
I worked: ¢ My normal hours ' My normal hours except the following
Type Dates Used Hours Used
Vacation: |4_f2 418 |1=1
Sick: | |
FMLA: | |
Holiday: | |
Bereavement: | |
| |
| |

Admin. Leave with pay:

Admin. Leave without pay:
|Other LI
Special Comments: =1

Reminder: Our work day is 7 hours per day?

Supervisor's E-mail

Address: |5meha|ik@washjeﬂ'_edu

Your E-Mail Address: |I5pencer@wsshjeﬂ',edu

I understand that by submitting this form online to my supervisor, I am wverifying that
all information is true and accurate to the best of my knowledge.
I Understand * I Do Mot Understand ¢
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On-line Semi-Monthly Timesheet Instructions

Non-Exempt Timesheet:

=

Enter your full name in the first box.

2. Type in the pay period date. Example: 4/30/09. You will submit a timesheet for either the 1% — 15™ of the month
or the 16" — last day of the month. Non-exempt employees are paid semi-monthly.

3. For each day of the week type in the number of hours worked, or vacation/sick/holiday used in the appropriate block.

4. In the “Total Hours” row for that pay period, type in the total hours for each day in the appropriate box (regular

hours, vacation, sick, etc.)

Enter your supervisor's email address

Type in your email address.

7. Click on the appropriate box stating that you understand that by submitting this timesheet to your supervisor
you are verifying that the information you are sending is true and accurate to the best of your knowledge.

8. Hit the submit button to send the timesheet to your supervisor for approval.

9. If you need to clear out the timesheet and start over, hit the reset button.

10. When your timesheet is received by your supervisor he/she will verify the information is accurate.

11. Once your supervisor approves your timesheet he/she will forward it to Payroll at timesheets@washjeff.edu.
Timesheets are due the day after the period ends.

12. Any adjustments to your pay will show on the following pay period.

¥ HUMAN
RESOURCES NoN-EXEMPT ATTENDANCE RECORD

Name: ILeeAnn Spencer
Pay Ending: Jansros

oo

Total Fields do not autocalculate. You must enter them in manually!
Days of the Month

ﬁgﬂ‘r‘fr A ||n FFF I [ | ||0 ||n A
\Vacation 0o |7 0 G 0 0 fo o 0 fo o 0 0 o 7
Sick 0 o 0 G 0 0 o o 0 oo 0 7 o 7
Holiday 0o o 0 0o o 0 0o fo o 0o fo o 0 0o o 0
Bereavement [0 |0 o o o fo fo Jo o Jo Yo o Jo Jo o o
Worker's ' ' ' ' ' ' '

workers oo o o o o o b o o o b o o oo
Without Pay o o 0 G 0 0 o o 0 oo 0 0 o 0
Other 0o o 0 G 0 0 Jo o 0 o o 0 0 o 0
Overtime 0o o 0 0o o 0 o Jo o 0 o o 0 0o o 0
Total Hours [[7 ||7 7 oo |7 {77
Egg‘r"sar 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
[Vacation 0 0 0 a 0 0 0 0 0 a 0 0 0 0 0 0 0
Sick 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Holiday 0 0 0 1] 0 0 0 0 0 1] 0 0 0 0 0 0 0
Bereavement]|0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
g‘;"r:]';erls 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Without Pay (|0 0 o 1] 0 0 0 0 0 1] 0 0 0 0 0 0 0
Other 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Overtime 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
[Total Hours |0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

As a reminder, hours worked less than 40 hours per week (Monday - Sunday) are paid at the reqgqular
hourly rate.

Supervisor's E-
Mail Address:
Your E-Mail
Address:

Ismehalik@washjeﬁ_edu

IIspencer@washjeﬁ_edu

I understand that by submitting this form online to my supervisor, I am verifying that all information is true and
accurate to the best of my knowledge.
I Understand & I Do Not Understand

Submit I Reset |



