Biweekly Employee Self-Service Time Entry Procedures

Overview
This process documentation is to assist Biweekly employees with their time entry in Self-Service.

Time Entry Deadline
e The 2 week pay period starts on Sunday and ends on Saturday. Please see the published schedule on the Business Office web page at
https://www.southwestern.edu/business-office/payroll/.
o Time must be entered and submitted separately for each week (Sunday through Saturday) in Self-Service before the deadline on Monday at
9:00am at the end of the two week pay period. However, we encourage all employees not to wait until the end of the two week pay period to
enter your time; you can enter your time on a daily basis and submit each week when complete for approval.

Step 1
la. Access Self-Service by either going directly to Self-Service in a web browser using https://selfservice.southwestern.edu/Student (shown on the left
below) or by going to My Southwestern at https://www.southwestern.edu/my/ and selecting the Self-Service icon (shown on the right below.)

@
&
@

Cmail Campus Notices Moodle

Sign In

PROXY Users only! Forgot your u

ame ?
Continue:

Self-Service WebAdvisor Pirate Card




Biweekly Employee Self-Service Time Entry Procedures

Employment

1b. Once in Self-Service, click on Employees box.

SOUTHWESTERN
UNIVERSITY (TEST)

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Tax Information
Here you can change your consent for e-delivery of tax information.

Employee

Here you can view your tax form consents, earnings statements, banking information,

timecards and leave balances.

Grades

Here you can view your grades by term.

1c. Click on the Time Entry box.

SOUTHWESTERN
UNIVERSITY

Employee Employee Overview

Welcome to Colleague Employee Self-Service!

Tax Information
Here you can change your consent for e-delivery of tax information.

Time Entry

Here you can fill out your timecards.

Earnings Statements

Here you can view your earnings statement history.
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Banking Information

Here you can view and update your banking information. Direct deposit information
entered here is only for accounts payable payments (reimbursements, refunds, etc).
For payroll direct deposit changes, please contact Stephanie Brooks at
brookss@southwestern.edu.

Course Catalog
Here you can view and search the course catalog.

Advising
Here you can access your advisees and provide guidance & feedback on their academic
planning.

Banking Information
Here you can enter and view your banking information to receive student account refunds or
anie Brooks at

reimbu o enter payroll direct deposit information, contact

brooks: vestern.edu.

Time Approval

Here you can approve or reject timecards for the people you supervise

Faculty Contracts
Here you can view your contract assignment details.
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Step 2
2a. You will see the following screen:
Click the week you need to enter your hours for.
e If you have more than one position, the position titles will be shown on the right side of the screen as shown below.
Time Entry
Bi-Weekly Employee Payroll Job Titles of positions assighed

Note that the Due

to you

Dates will be the

03/19/2023 - 03/25/2023
Week 1 Due by 4/3/2023 9:00 AM Empiovee's Position Tt
Toeal 44 L o023 9 Monday at 9:00am mployee’s Position Title

otal: 44.00 Hou

after the pay

03/26/2023 - 04/01/2023 .
Week 2 Due by: 4/3/2023 9:00 AM period ends.

Total: 36.00 Hours

Employee’s Position Title
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2b. A brief overview of the time entry screen with descriptions is provided below:

Yellow Box = Pay Period Dates - verify it is the correct pay period before you begin entering hours

Blue Box = “All Time Sheets” — this link returns you to the beginning of time entry

Purple Boxes = Arrows move you between the 2 weeks of the pay period

Orange Boxes = Job Title for your positions

Red Box = “Save” button — remember to click save in the top right corner to ensure your entries are saved for each position

Brown Box = “+ Additional Time” — this link allows you to enter time for another Earn Type such as Sick and/or Vacation time.

Green Box = “Submit for Approval” button — click this button when you have completed entering your hours for the entire week and
are ready to submit them to your supervisor for approval.

Employment Employee Time Entry

Verify your entries have been
Pay Period 03/19/2023 - 04/01/2023

A _ 5
| < | Week 03/19/2023 - 03/25/2023 ‘ > ‘ Saved justn | View Leave Balances
— 40.00 Total hours
162 « Campus Police Officer
T PO Tay OTver Sy Pote T SuTtTwestern Campus
40.00 | | Unsubmitted
Earn Type Su 3/19 Mo 3/20 Tu3/21 We 3/22 Th 3/23 Fr 3/24 Sa 3/25 Total
Regular Earnings
8 8 \ f I 3 N .- . : 40.00
‘ 00:00 AM ‘ 00:00 AM | | 3:00 PM | | 11:00 PM | | 12:00 AM | | 12:00 AM ‘ ‘ 12:00 AM ‘
‘ 00:00 AM ‘ 00:00 AM | | 11:00 PM | | 12:00 AM | | 7:00 AM | | 7:.00 AM ‘ ‘ 7:00 AM ‘
+ + | 7:.00 PM | | 7:00 PM ‘ +
| 12:00 AM | | 12:00 AM ‘
(/ <+ Additional Time |
AN
Position Total Hours: 0.00 0.00 8.00 1.00 12.00 12.00 7.00 40.00

4 Comments \I Submit for Approval
o J
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2c. The days of the week are identified in the yellow box below. To enter hours, click in the top “time in” box for the correct date. A dropdown box
will display 15-minute time intervals for a 24-hour day. You can select from the dropdown box or enter the time yourself. In the bottom box you will
need to enter your “time out” time. If you start and stop multiple times in one day for a position, use the + sign (purple box below) to add another
set of start and stop times for that day. The total hours worked will calculate at the bottom of each day.

Enter your “time in” and “time out” times for each of the appropriate dates.
e Enter time with ‘a’ or ‘am’, or ‘p’ or ‘pm’.
o Example 1: 9:00 in the morning is entered as 9:00am or 9a
o Example 2: 4:00 in the afternoon is entered as 4pm or 4p
o Example 3: 1:30in the afternoon can be entered as 0130pm or 1:30p

Earn Type Su 3/19 Mo 3/20 Tu 3/21 We 3/22 Th3/23 Fr3/24 Sa3/25 Total

Regular Earnings
8 8 32.00

00:00 AM 7:00 PM 00:00 AM 12:00 PM 12:00 AM 12:00 AM 7:00 AM

12:00 AM

00:00 AM 12:00 AM oo:00Am | | 1215 AM 8:00 PM 7:00 AM 7:00 AM 1

1230AM |

12:45 AM
1:00 AM

+ 1:15 AM + + +

sick 1:30 AM

8.00 1:45 AM

:00 PM

ra

8.00

e o
[ Remove Sick
\

4 ; : ™
[ -+ Additional Time |
. /

Position Total Hours: 0.00 5.00 8.00 8.00 7.00 7.00 5.00 40.00
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f/ + Additional Time \l

2d. To enter hours for an Earn Type other than Regular Earnings, click the link.

Choose Earn Type
s

You will then see this drop-down box
Click the down arrow and the Earn Types appear to choose from

Vacation

Administrative Leave

Bereavement

Daytime Savings Time Off-Fall

-4 Holiday

- Inclement Weather

4 Jury Duty

4 Call-in Hours

Click the Earn Type and enter the total number of hours on the appropriate day.
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2e. You can submit the hours entered for Week 1 for the position listed by clicking on the “Submit for Approval” blue button at the bottom of the
screen. You must submit each week separately. This action sends an email to your supervisor letting them know you have completed and

submitted your time for approval

Example of a completed timecard for week 1

Earn Type Su 3/19 Mo 3/20 Tu 3/21 We 3/22 Th 3/23 Fr3/24 5a 3/25 Total
Regular Earnings ) s . :

‘ 00:00 AM | ‘ 7:00 PM | ‘ 00:00 AM ‘ 12:00 PM ‘ ‘ 12:00 AM ‘ ‘ 12:00 AM ‘ | 7:00 AM |

‘ 00:00 AM | ‘ 12:00 AM | ‘ 00:00 AM ‘ 8:00 PM ‘ ‘ 7:00 AM ‘ ‘ 7:00 AM ‘ | 12:00 PM |

+ - + + +

Sick '
8.00

P
[ Remove Sick
LS :

- - . b’
Addit I Tl
l\\ - itional Time /|

Position Total Hours: 0.00 5.00 8.00 8.00 7.00 7.00 5.00

— T
|< Comments ) Submit for Approval
S

Note: Enter FMLA and Worker’s Comp time using either the Sick or Vacation Earn Type. HR will be tracking these hours separately and wilf set up

balances for those approved for this time.

32.00

8.00

40.00
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Note: Limit Sick and/or Vacation hours so that your weekly total does not exceed 40 hours in one week. This is very important. Review the total

hours worked for the week before submitting for approval.

2e. To enter hours for Week 2, use the purple buttons to move to the next week in the pay period to enter hours for the same position.

‘ ¢ ‘ Week 10/31/2022 - 11/06/2022 | S ‘

S 6.00 Total hours —

2f. Once your hours are submitted for approval, you will see for each week that your status is now shown as “Submitted.” This is also where you can

look for approval for the hours entered.

Note: Time should be entered during each shift, as you work.

1803 » LPosition Title

Employee Name .
38.00 | [ Submitted |

Step 3. You can close Self-Service to log out.

Step 4. Watch your SU email for approval or rejection of time card notifications. A submitted time card can be “Retrieved” by you, to make corrections if it
is before the cutoff time (Monday at 9:00am) and if your Supervisor has not yet approved it. If you retrieve your timecard, you will need to submit it again
for approval. If a time card is “Rejected” by your Supervisor, you can make edits to the timecard and resubmit it for approval as long as it is before the

cutoff time (Monday at 9:00am).

Note - If your time is not submitted by the deadline (Monday at 9:00am), you will no longer be able to enter it online for that payroll period. Your
supervisor can enter your time until Monday at 10:00am. If this is not done, your supervisor needs to send an email to leatherp@southwestern.edu

by noon on Monday.

Please contact Pam Leatherwood at 863-1932 or payroll@southwestern.edu with questions.
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