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Handout Instructions for Hourly Employees




WELCOME TO WEB TIME ENTRY (WTE)
(P APERLESS TIMESHEETS )

Some of the advantages of this new system include:

\VV WTE allows staff to log onto WebSTAR secure
website and enter online actual hours worked from
any computer anywhere (on or off campus).

Z \/ Faster approval process.

T

‘ \/ Easy access to current and previous timesheets.
-l \/ View your leave balances online.

\/ Paperless Payroll.
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With great.power
EMPLOYEE RESPONSIBILITIES comes great responsibility.

X Employees are responsible for entering and submitting their ~ timesheet on
WebSTAR each pay period .

X Time sheets are due on the 11" of each month and shall have the supervisor
approval no later than the 13 ™ of the month (may be adjusted depending on holidays and

weekends!)
Employee Deadline Supervisor Deadline
Example:
June 11 - July 10 July 11 July 13
( next working day )
X1ltis the employeeds responsibility to enter

the time reported.

X Important : Employees are encouraged to enter hours worked on a daily basis for
the purpose of submitting time sheets on time a
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How DO I L OoGIN To AcCeEsSs To My WEBSTAR

ACCOUNT ?

Double click on your PC desktop internet web browser: Internet Explorer or Mozilla
Firefox or on your Mac web browser: Safari . To AccessWebSTAR go to:
http://www.imperial.edu/faculty -and -staff/human  -resources/forms/  and click on the

link Classified Employee Electronic Timesheet

IMPERIAL
Home v  AboutUs v  ForStudents v  Faculty & Staff v Courses & Programs v FabloiN Login
VALLEY COLLEGE

Home Faculty & Staff

Forms

in .PDF format.

= = Forms (35)

Having trouble logging into your student email? The new login link is: hitp://outiock.com/students.imperial.edu

HR Forms are available for download here for your convenience. Click on the name to download the form. All forms are

Custom Search x

Having trouble finding something or have a question? Contact Us | Main Campus Phone: 760-352-8320 (Directory)

Human Resources = For Employees Forms

Digital Forms

Classified Employee Request
for Vacation

Shift Change Request

Classified Employee
Electronic Timesheet

# Name Downloaded
1 J<|ADA - Accomodation Request (Defails) (View) 757 times Vacation Requests Calendar
2 i) Administrator Monthly Absence Report (Details) (View) 776 times tor Managers)
3 )~ Apprentice Tutor Timesheet (Details) (View) 866 times Vacation Request Status
4 <) Authorization for Issuance of Pay Warrant (Details) (View) 700 times ) )
- : ) Vacation Request History (for
5 /< Change of Address Form (Details) (View) 770 times Managers)
6 .| Classified Employee Monthly Timesheet (Details) (View) 905 times
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WHAT ISMY IVCID AND PIN?

o Inthe User ID text box, type in your G# for example: G0O0348584 or your SSN #. In the PIN text
box, type pin number, t hen click Login.

imperial Valley College .

Imperial Valley College - User Login

For "User ID" use your Social Security Number or user ID provided by the Admissions and Records Office or through the admission application process.
Your first PIN is your 6-digit birth date in mmddyy order. August 4, 1978 will be 080478. After inputting your birthdate and clicking on "Login" you will rece

If you have forgotten your PIN, input your user ID or social security number and click on Forgot PIN.

User ID:

PN: | r If you forgot your PIN, click on the
I Forgot Pin button and follow the
Login | Forgot PIN? [e if. instructions to recover your PIN.
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NEW TO WEBSTAR ?

Enter a security question. If you forget your PIN in the future, you will be asked this question
and if you know the answer, your PIN can be released to you. Keep it simple and a question to
which not everyone will know the answer. Some examples: Name of dog? Favorite car?

arial Valley College

Personal Information Student Services Employee Main Menu

Search

(_'i,;) Enter a security question. If you forget your PIN in the future, you will be asked this question and if you k
dog? name of nephew? Mother maiden name? Favaorite car?

Input the: answer which is limited to 30 characters. A simple security question with a one- or two-word an

Please Confirm your Pin:

Question: |

Answer: |

Submit Reset




WEBSTAR - MAIN PAGE

CLICK ON THE

EMPLOYEE LINK

perial Valley College

Personal Information Student Services Employee "W

Search S[TEMAP HELP EXIT

Welcome, Martha P. Garcia, fo Web STAR Last web access on Jun 24, 2013 at 03:15 pm

S
A B

Schedule Financial Aid Counseling Appointments

mportant Notice:

y close attention to start dates

" Sudent Services Menu

Complete an appicaion or admissions; Register for classes; Display your class schedule; View your holds; Display your grades & franscripis
" Sports Survey
" Update Ethnicity and Race

Per Unied Department of Educaéon guidelines, educalonal insfiufions are required fo col

data. In order to align wih this quideines, we're encouraging you fo answer tis survey Please be assured that the survey data will remain sircy confidental and be used for the EB14 purposes only.

Retum to Homepage

RELEASE: 8.5




VIEW LEAVE BALANCES

Prior to entering leave time in WTE it is advisable to verify leave balances . The
following provides information on viewing leave balances:

o From the WTE portal main page, click on the Employee tab. Then, click on the Time
Off Current Balances and History link.

Fersonal Information Student Services| Emplovee l’\ain Menu
1

Search View Leave Balances

To view the pay period breakdown for a particular type

® Time Sheet (Do NOT Use - Testing in progress)) Note:The leave balances shown below are current as
& Faculty Leave Report
@ Benefits and Deductions PREVIEW YOUR LEAVE BALANCES
Updale or view your refrement plans, Heath insurance informalion, Flex spending acc
@ Pay Information >> CLICK HERE <<
View your Direct Deposi breakdown; View your Earnings and Deducions H ﬁtc:-rﬁ.e' RELEASE: 8.3.0.1
@ Tax Forms - =
Change W-4 informafion; View your W-2 Form or T4 Form. - -~ i

& t Inhs P }'
| : _ =
@ Time Off Current Balances and History ’

@ Financial Information Menu




LEAVE BALANCES

-
.Y‘: IVC - Leave Balances

IVC - Leave Balances
Martha Garcia

Leave Balances Summary
Hours

Comp Time 11.22 <
Sick Leave 366.51
Vacation 269.88

Leave Balances Details
COMP TIME SICK LEAVE

Credited Time Off Credited Time Off
— MAY 2013 345

APR 2013
MAR 2013
FEB 2013

JAN 2013

Mon June 24 15:50:45 PDT 2013

VACATION
Credited Time Off

12
12
12
12
12




How Do | AcCess MY TIME SHEET ONLINE ?

o Click onthe Employee tab, and then click on Time Sheet (first option).

Personal Information Student Service Emplovee Main Men
——

Search |

@ Electonic Time Sheet

o In the next screen you will then select the appropriate pay period from the drop down menu under

oPay Peri od a nfkbrelamplg: Wsné 11, 2013 to July 10, 2013 Not started. Then
hit the Time Sheet button at the bottom.

Personal Information Student Services Faculty Services Employee Main Menu

Search I

Position Selection

Employees must complete and submit tmesheets no later than the 11th of each month. Supgpfisors will approve all imesheets the 12th and 13th of each month.
Title and Department My Choice Pay Period and Status

Staff Secretary |, CRO0T3-00 @ Jun 11, 2013 to Jul 10, 2013 Not Started =
Maintenance Department, 853

RELEASE: 8.3




MY ELECTRONIC TIMESHEET

™ Account Distibution adjusted on this day

Employees must complete and submit imesheets no later than the 11th of each month. Supervisors will approve all imesheets the 12th and 13th of each month.

Preview your fimesheet
Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Eaming

Actual Hours Worked

Sick Pay

Personal Necessity
VVacation Pay

Comp Time Used

Jury Duty

Authorized College Absence
Bereavement

Military Leave
FMLA/CFRA

Comp Time Eamed
Overime Time

Night Differential, Classified
Leave Without Pay

Total Hours:

Total Units:

Pasiion Selecion I Commentsl Preview'

Shift  Default
Hours or Units

= R R R =

Submit for Approval | Reslanl Neml

Total
Hours

N = I R I I R =

Human Resources Analyst - CCO008-00
Human Resources - 103

Jun 11, 2013 to Jul 10, 2013
Jul 13, 2013 by 11:59 PM

Total  Tuesday
Units ~ Jun 11,203

Enier Hours:
Enter Hours
Enter Hours
Enier Hours
Enter Howrs
Enter Howrs
Enler Hours:
Enter Hours
Enter Hours
Enier Hours
Enter Howrs
Enter Howrs
Enter Hours
Enter Hours

0

0 0

OT & CO = enter actual hours worked

Thursday
Jun 13,2013
Ener Hours Ener Hours:
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enier Hours
Enter Hours Enter Hours
Ener Hours Enler Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
0 0
0 0

H gays:

Friday
Jun 14,2013
Enfer Hours
Enter Hours
Enter Hours
Enter Hours
Entet Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
0
0

CLICK

LINK

ON THIS

Saturday Sunday
Jun 15,2013 Jun 16,2013
Enter Hours Ener Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enier Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Ener Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enier Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
Enter Hours Enter Hours
0 0
0 0

Do not enter hours

Menday
Jun 17,2013

Enler Hours:
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enler Hours:
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours

0

0
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How Do | ENTER ACTUAL HOURS WORKED IN MY TIMESHEET ?

o To begin, click on an Enter Hours link under the date where you want to enter  time, next to the

earning column  (actual hours worked, sick pay, vacation pay, personal necessity, furlough, comp
time used, etc.) you wish to enter.

Enter the number of hours you wish to apply to the earning in the blank hours box above ( total
regular hours reported during the day should not exceed 8 hours ). Click the Save button.

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Administrative Assistant -- CC0005-00
Human Resources -- 103

May 11, 2013 to Jun 10, 2013

Jun 13, 2013 by 11:59 PM

Earning: Actual Hours Worked

Date: May 14, 2013

Shift: |1

Hours: IB
Copy | Account Distribution |

Earning Shift Default Total Total Saturday Su Monday T

Hours or Units Hours Units May 11, 2013 May 12, 20 ay 13, 2013 [}
Actual Hours Worked 1
0 0 Enter Hours Enter Hours Enter Hours

Click the Next button at the bottom to take you to the next week of the pay period.

Position Selection | Comments | Preview | Submit for Approval | Restart | Next
Submitted for Approval By:
Approved By:
Waiting for Approval From:




How DO | SELECT AND CoPY THE DATE FOR ACTUAL
HOURS WORKED IN MY TIMESHEET

o To begin, click an Enter Hours link under the date where you want to enter time, next to the
earning column  (actual hours worked, sick pay, vacation pay, personal necessity, furlough, comp
time used, etc.) you wish to enter (same as entering daily).

o Enter the number of hours you wish to apply to the earning in the blank hours box above. Click

the Copy button.
o When next screen opens you will then place a check mark on the dates that you would like those

hours applied. After all dates necessary have been selected, click the Timesheet button at the
bottom to be taken back to the timesheet.




