Web-Time Entry Timesheets

How to Submit and Approve Web-Time Entry Timesheets
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How to Access Web-Time Entry Timesheets

1. Loginto your TopNet account. Click on the Employee Services option
under the Main Menu or the tab at the top of the page.

Search | |

Student Services  Financial Aid {" Employee Services'} Personal Information  Finance Self-Service

Main Menu

Student Services
Register for classes; Display your class schedule; View your holds; Display your grades & transcripts; Pay Tuition and
Housing Assignment; Apply for Study Away; Textbook Reservation; Opt In to Graduate Assistant Health Insurance; Ap

Financial Aid

Aid; View financial aid status and eligibility, accept award offers, view loan applications, request reg

(Employee Serv

VieW s =M Ceductions, Pay Information, Tax Forms, Vacation and Medical Leave Balances

Financial Services
Review financial documents

Personal Information

View or update your address(es), phone number(s), and e-mail address(es). View procedure for making a name chan
Faculty/Staff Purchasing Big Red Dollars

For Faculty/Staff to purchase Big Red Dollars with a Credit Card.

Faculty/Staff Purchasing Dining Dollars

For Faculty/Staff to purchase Dining Dollars with a Credit Card.

Faculty/Staff Meal Plan Registration

For Faculty/Staff to purchase a Meal Plan and pay by credit card.

Topper Orientation Program (TOP) Studenls

Early Arrival Meal Plan Reservation and Payment
To reserve and pay for an Early Arrival Meal Plan.



Student Services  Fil ial Aid ' Empl, Servi Personal Information  Finance Self-Service

pioy

Employee Services

Electronic Personnel Action Forms
Create_Acknowledge, Approve or View EPAFs

Ime
Leave Report
Report vacation and sick leave taken.

Benefits and Deductions

Retirement, health, flexible spending, and miscellaneous deductions

Payroll Gontributions

Establish. Modify, or Gancel Payroll Deduction gifts to WKL

Pay Information

Direct deposit allocation, eamings and deductions history, or pay stubs.

Tax Forms

Update W-4 and K-4, Electronic W-2 Consent, View W-2

Leave Balances

Grants

Grant approvals and principal investigator

Employee Tuition Warver

View Employee Tuition Waiver by Term

Student Employment (This form best viewed using Mozilla Firefox)

To Request a Student for Employment, Evaluate a Student Employee or Terminate a Student Employee.
Faculty Load and Compensation

pprovals

3. The new, updated Employee Dashboard will be displayed.

LIWKU £ B

Employe

Employee Dashboard

My Prafile

v §

Pay Information 7 My Activities
Latest Pay Stub: 0 Al Pay Stubs Direct Depasit Information Deductions Histary
Eamings -

Labor Redistributio
Taxes - Pa

K-4 Tax Exemptions (Kentucky S
Job Summary ~ ¥

Campus Directo
Employee Summary s



L
WKU

How to Start a Timesheet for the Current Pay Period

4. Click on the “Enter Time” button as circled below.
= AWKU LS

Employee Dashboard

Pay Information

7 My Activities

Latest Pay Stub: 08/22/2025 All Pay Stubs Direct Depasit Information Deductions History

Earnings

Taxes

Job Summary

Employee Summary

5. Your Position, Position Number, Index, Index Name, and Rate of Pay will
be displayed. Click “Start Timesheet” to begin entering time.

= AIWKU L= S
Employee Dashboard » Timesheet
Timesheet
Timesheet
Pay Period v
Pay Period Hours/units submitted on status
Library Reference Assistant, PT9926-00, W, 270106, Library Public & Technical Services, Rate ) Prior Periads
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6. A calendar for the pay period will appear. Select the date you wish to
enter time. Below the calendar, a drop down menu will show Earnings

Code options. For most, Part Time Hourly will be the only option and

should remain selected.
= IWKU

Employee Dashboard « Timesheet

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:

10/20/2025 - 11/02/2025 Submit By 11/03/2025, 12:00 PM

® Add Earn Code

%) Add More Time

Exit Page
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7. Once you have selected the date you would like to enter time for, you
may enter your “Start Time” and “End Time” for the day.

= WWKU

Employee Dashboard Timesheet ibrary Reference Assistant, PT9926-00, W, 2 6, Depa
ORestart Time (D Leave Balances

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:
Submit By 11/03/2025, 12:00 PM

10/20/2025 - 11/02/2025 i
25 26

20 2
<
Start Time*

am Code
- | [ whmma o

@ Add Earn Code

nnnnnn

Part Time Hourly

%) Add More Time

Exit Page

8. Manually entering time in the box is tricky so we highly recommend
clicking the clock on the right-hand side of the box.

= WIWKU
Employee Dasht 106, Department of Public Service, Rate

)ashboard Timesheet brary Reference Assistant, PT9926-00, W, 27
Restart Time (D Leave Balances

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:
ess  Submit By 11/03/2025, 12:00 PM

10/20/2025 - 11/02/2025 (i
'). |
(®) Add Earn Code
gamCode  swpfmer N\ N\ EndTime*  Hours
Part Time Hourly ©
%) Add More Time

Exit Page
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9. Adrop-down list will appear. You must scroll through the list and select
the time you are looking for. You can also change the “AM” and “PM”
selection, if needed. Please note that the minutes are in 15-minute
increments, so be sure to round accordingly. Once you have entered
the desired time, you will click “Set”.

. #

yee Dashboa esheet ibrary Reference A nt 6-00, W, 270106, Department of Public Service, Rate

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:

10/20/2025 - 11/02/2025 Submit By 11/03/2025, 12:00 PM

20 = 21 - 23 ' 24 25
< >

® Add Earn Code

Earn Code Hours

Part Time Hourly

@ Add More Time

Exit Page
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10.

Repeat steps 8 and 9 for the “End Time” box. You will notice that

the “Hours” box automatically entered the calculated time worked.

2 WKU
Employee Dashboard

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:

tant, PT9926-00, W, 270106, Department of Public

Timesheet « Library Reference A

o2

Restart Time {0 Leave Balances

= Submit By 11/03/2025, 12:00 PM

10/20/2025 - 11/02/2025 ( . ]
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY
20 21 22 23 24 25 26
< >
(#) Add Earn Code
Earn Code Start Time* End Time*
part Time Hourly v | | os00am Q| | 12:00pM &)
(@ Add More Time
Exit Page - || - || e
11. To save your progress, click “Save” in the bottom right-hand
corner of the page.
= AIWKU o2
Employee Dashboard Timesheet Library Reference Assistant, PT9926-00, W, 270106, Department of Pub
) Restart Time O Leave Balances

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:

= Submit By 11/03/2025, 12:00 PM

10/20/2025 - 11/02/2025  (3)
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY
20 21 22 23 24 25 26
) Add Earn Code
£arn Code start Time* End Time* Hours
Part Time Hourly v | | os:00AM @| | 1200Pm @
(@ Add More Time
Exit Page ance || —



12. A green box will appear in the top right-hand corner indicating the
Timesheet data successfully saved. You may exit and return later to

complete and submit your timesheet.

1
Employee Dashboard Iimesheet Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate QTimeshEet data su((essful\y saved.

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate: Restart Time 0 Leave Balances
10/20/2025- 11/02/2025 ~ 4.00 Hours (i) ress  Submit By 11/03/2025, 12:00 PM
MONDA TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

1 2 23 4 6

(@ Add Earn Code
Part Time Hourly (©) 0B:00 AM - 12:00 PM | 4,00 Hours Fa

(® Add More Time

Total: 4.00 Hours | Account Distribution

Exit Page

10
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How to Submit your Timesheet for Approval

13. To submit your timesheet, click “Preview” in the bottom right-

hand corner of the page.
= WWKU L S

r Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate
Restart Time {0 Leave Balances

Employee Dashboard

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate:

10/20/2025 - 11/02/2025 ~ 4.00 Hours (i
MONDAY TUESDAY WEDNESDAY U FRIDAY XTURDA

20 21 22 23 24 25 26

= >
(@ Add Earn Code
Part Time Hourly © 08:00 AM - 12:00PM 4,00 Hours ;
(® Add Mare Time
Total: 4.00 Hours. ‘Account Distribution

Exit Page

11
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A detail summary of your timesheet will be displayed. You will

notice your approver’s name shown in the box highlighted in yellow

below.

i EIWKU

Employee Dashboard « Timesheet « Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service, Rate Preview

Timesheet Detail Summary

Library Reference Assistant, PT9926-00, W, 270106, Department of Public Service , Rate:

Pay Period: | 4.00 Hours Progress  Submit By 11/03/2025, 12:00 PM
Time Entry Detail

Date Earn Code Shife Total

PTH, Part Time Hourly 1 4,00 Hours

Time Information

Date Earn Code shift Hours/Units System In Comment In Time Out System Out
1002012025 PTH, Part Time Hourly 100 2:00 PM
summary

€arn Code shift week week Total

PTH, Part Time Hourly 400 2,00 Hours

Total Hours 400

Routing and Status

Name

12

Comment Out
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15. You may make comments in the “Comment (Optional)” box at the
bottom of the page. Comments are highly recommended for any
additional information including time worked on a holiday, etc. For
student employees, a comment is required for any back pay

reported from a prior period.

Date Earn Cade shift Hours/Units Time In System In Comment In Time Out System Out Comment Out

Summary
Earn Cade shift Week Week Total
PTH, Part Time Hourly

Total Hours

Routing and Status

Name Action

Comment (Optional);

| certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

13
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16. If you need to make changes before submitting, click “Return” in
the bottom right-hand corner of the screen.

Summary
Routing and Status
Comment (Optional):
V V # /--'___'--\

17. If your timesheet is correct and ready for approval, check the box
that says “l certify that the time entered represents a true and accurate
record of my time. | am responsible for any changes made using my ID.”
Then click “Submit”.

= AWKU L= 1
Summary

Routing and Status

Name Action

Comment (Optional):

| cejtify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

14
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18. A green box will appear in the top right-hand corner of the screen
that says “Timesheet successfully submitted”. You will also notice the
“Routing and Status” box will indicate the date and time you submitted
the timesheet and will show your timesheet is now pending approval
with your approver’s name (in the box highlighted in yellow below).

19. Your timesheet has been submitted and is now awaiting approval.

You may exit Web-Time Entry.

**Important: The timesheet submission deadline is always Noon the Monday
after the pay period ends unless a holiday impacts the payroll deadline.
Timesheet approval deadlines are always posted on the Payroll Office website

for the year.

15
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How to Approve Timesheets in Web-Time Entry

1. Logintoyour TopNet account. Click on the Employee Services option
under the Main Menu or the tab at the top of the page.

Search | |

Student Services  Financial Aid {" Employee Services'Y Personal Information | Finance Self-Service

Main Menu

Student Services

Register for classes; Display your class schedule; View your holds; Display your grades & transcripts; Pay Tuition and
Housing Assignment; Apply for Study Away: Textbook Reservation: Opt In to Graduate Assistant Health Insurance; Ap
Financial Aid
ApplyforSiaaagial Aid: View financial aid status and eligibility, accept award offers, view loan applications, request reg

(Employee Serv

Wig = Ceductions, Pay Information, Tax Forms, Vacation and Medical Leave Balances

Financial Services
Review financial documents

Personal Information

View or update your address(es), phone number(s), and e-mail address(es). View procedure for making a name chan
Faculty/Staff Purchasing Big Red Dollars

For Faculty/Staff to purchase Big Red Dollars with a Credit Card.

Faculty/Staff Purchasing Dining Dollars
For Faculty/Staff to purchase Dining Dollars with a Credit Card.

Faculty/Staff Meal Plan Registration

For Faculty/Staff to purchase a Meal Plan and pay by credit card.
Topper Orientation Program (TOP) Students

Early Arrival Meal Plan Reservation and Payment
To reserve and pay for an Early Arrival Meal Plan.

16
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2. Next, click the Time Sheet option.

Student Services  Fil ial Aid ' Empl, Servi Personal Information  Finance Self-Service

pioy

Employee Services

Electronic Personnel Action Forms
Create_Acknowledge, Approve or View EPAFs

IMe
Leave Report
Report vacation and sick leave taken.

Benefits and Deductions

Retirement, health, flexible spending, and miscellaneous deductions

Payroll Gontributions

Establish. Modify, or Gancel Payroll Deduction gifts to WKL

Pay Information

Direct deposit allocation, eamings and deductions history, or pay stubs.

Tax Forms

Update W-4 and K-4, Electronic W-2 Consent, View W-2

Leave Balances

Grants

Grant approvals and principal investigator

Employee Tuition Warver

View Employee Tuition Waiver by Term

Student Employment (This form best viewed using Mozilla Firefox)

To Request a Student for Employment, Evaluate a Student Employee or Terminate a Student Employee.

Faculty Load and Compensation

pprovals

3. The new Employee Dashboard will be displayed.

LIWKU &3

Employee Dashboard

Employee Dashboard

Leave Balances as of 10/29/2025

[— Vacation in hours Sick/Medical in hours

Full Leave Balance Information

Pay Information -
y 7 My Activities
Latest Pay Stub: 08/29/2025 All Pay Stubs Direct Deposit Information Deductions History
Eamings ~
Taxes -~
Job Summary ~
Employee Summary -

17
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4. Click on “Approve Web-Time Entry” as circled below.

= LIWKU
Employee Dashboard

Employee Dashboard

Leave Balances as of 10/29/2025

My Profile Vacation in hours @  sicomedcalinhours 646,95

Pay Information

v
/My Activities
Latest Pay Stub: 08/29/2025 All Pay Stub T Dey mation Ded!
Earnings rs
Taxes -~
Job Summary

Employee Summary

5. Allemployee timesheets awaiting your approval will be listed under
“Pending”. You will see the employee’s name and WKU ID in the

highlighted areas below. The hours reported for the pay period are

listed, as well.
= AIWKU

Employee Dashboard « Time Entry Approvals

Approvals - Timesheet

Approvals Leave Report

Timesheet v Al Departments v 10/20/2025 - 11/02/2025 (2025 BW 23) v

All Status except Not Started v
Distribution Status Report - Timesheet -~
1
o o o o o o
nding
pending 1 ~
Employee Name D

Organization Hours/Units

W-270106, Department of Public Service
Library Reference Assistant, PT9926-00

18



6. To see a Detail Summary of the employee’s timesheet, click on their

name. The Timesheet Detail Summary will appear.

shboard ime Entry Approvals ibrary Reference Assistant, D6, nent of Public Service, Rate:
Timesheet Detail Summary
Library Reference Assistant, PT3926-00, W, 270106, Department of Public Service , Rate:
PayPeriod: 4.00Hours | Pending Submitted On 10/29/2025, 09:50 AM
Time Entry Detail
Date Earn Code Shift Total

2025 FTH, Part Time Hourly 1 4.00 Hours

Time Information

Date Earn Code shift Hours/Units Time In System In
1012012025 PTH, Part Time Hourly 4.00 08:0
Summary

Earn Code shift Week Week Total

PTH, Part Time Haurly 1 4.00 4,00 Hours

Total Hours 400
Routing and Status

Name Action

Originated On 10

Submitted On 10

Comment In

Preview

Time Out System Out

12:00 PM

Comment Out

19
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7. From this page, you can make a comment in the “Comment (Optional)”
box, you can make a Confidential Comment by checking “Confidential
Comment” below the box, you can return the timesheet to the
employee for correction by clicking “Return for correction” in the
bottom right-hand corner, or you can click “Approve” in the bottom right-
hand corner to approve the timesheet.

= AIWKU & 3
Employee Dashboard Time Entry Approval ibrary Reference Assistant, PT9926-00, W, 2701 epartment of Public Service, Rate
TH, i)
:::::

Commen t (Optional):

e —

20
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8. To approve multiple timesheets at once, from the Approvals Page you
can click the checkbox next to each employee’s name and then click
“Approve/Acknowledge” or you can select the checkbox next to

“Pending” and then click “Approve/Acknowledge” to approve all
employee timesheets at the same time.

# WWKU

Employee Dashboard Time Entry Approvals
Approvals Leave Report
Timesheet v All Departments v 10/20/2025 - 11/02/2025 (2025 BW 23) v All Status except Not Started v Enter ID/Name
Distribution Status Report - Timesheet »~
;
0 0 0 0 0 0 [
Pending Pending-In In Progress Returned Error Pending - Approved Completed
the Queue Approved

Py
W"”S 1 Approve/Acknowledge
Employee Name D Organization Hours/Units
‘ @ H

'W-270106, Department of Public Service 4.00 Hours
fibrary Reference Assistant, PT9926-00

21
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9. Once approved, a green box will appear in the top right-hand corner of
the screen that says “Timesheet(s) successfully processed. (#)
Timesheet(s) approved.” You will also notice that the employee’s

timesheet moves to the “Approved” category.

@ Timesheet(s) successfully processed. 1
Timesheet(s) approved.

D Organization Hours/Units

W-270106, Department of Public Service

10. Once all timesheets are approved, you may exit Web-Time Entry.

**Important: The timesheet approval deadline is always 6pm the Monday
after the pay period ends unless a holiday impacts the payroll deadline.
Timesheet approval deadlines are always posted on the Payroll Office website
for the year.

22
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Contact Us

For questions regarding Web-Time Entry Timesheets, please contact us
via email or telephone.

Student Worker Timesheet Questions:
(270) 745-2609
payroll.info@wku.edu

Biweekly Part-Time Employee Timesheet Questions:
(270) 745-5365
Payroll.bwpay@wku.edu

Western Kentucky University
Payroll Office
1906 College Heights Blvd.
Wetherby Administration Bldg., G-10
Bowling Green, KY 42101

Updated October 2025
23
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