
I MPERIAL  VALLEY  COLLEGE   
WEB  T IME  ENTRY  (WTE)  

 USERõS GUIDE  

Handout Instructions for Hourly Employees  



WELCOME  TO  WEB  T IME  ENTRY  (WTE)  
(P APERLESS  TIMESHEETS ) 

Some of the advantages  of this new system include:  

 

VWTE  allows staff to log onto WebSTAR secure 

website and enter online  actual hours worked from 

any computer anywhere (on or off campus).  

 

VFaster approval process.  

 

VEasy access to current and previous timesheets.  

 

 

VView your leave balances online.  

 

 

VPaperless Payroll.  

 

2 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=4F_0IZKOnkYZtM&tbnid=qAde4yUSfUqvvM:&ved=0CAUQjRw&url=http://www.sensefinancial.com/services/solo401k/solo-401kadvantages/&ei=RMfIUfWLCeGRiAKE3oG4Dw&bvm=bv.48293060,d.cGE&psig=AFQjCNEF6FZK3rLeDC6zQNESANNS4Ph6Bw&ust=1372199023621373


EMPLOYEE  RESPONSIBILITIES : 

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

 

 

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

weekends!) 

 

     Example:  

     

  
 

X It is the employeeõs responsibility to enter and maintain accurate representation for 
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 .  
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Timesheet  Employee  Deadline  Supervisor Deadline  

June 11 - July 10  July 11  July  13  

( next working day ) 
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H OW DO I L OGIN  TO ACCESS  TO M Y WEB STAR 

ACCOUNT ? 

Double click on your PC desktop internet web browser: Internet Explorer or Mozilla 

Firefox or on your Mac web browser: Safari .  To Access WebSTAR go to:  

http://www.imperial.edu/faculty -and -staff/human -resources/forms/  and click on the 

link Classified Employee Electronic Timesheet  

http://www.imperial.edu/faculty-and-staff/human-resources/forms/
http://www.imperial.edu/faculty-and-staff/human-resources/forms/
http://www.imperial.edu/faculty-and-staff/human-resources/forms/
http://www.imperial.edu/faculty-and-staff/human-resources/forms/
http://www.imperial.edu/faculty-and-staff/human-resources/forms/
http://www.imperial.edu/faculty-and-staff/human-resources/forms/
http://www.imperial.edu/faculty-and-staff/human-resources/forms/


WHAT  I S M Y IVC ID AND  PIN?  
º In the User ID text box, type in your G# for example: G00348584 or your SSN #.   In the PIN text 

box, type pin number, t hen click Login.  
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If you forgot your PIN, click on the 

Forgot Pin button and follow the 

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? 
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WEBSTAR - M AIN  PAGE  
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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.  
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LEAVE BALANCES  
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H OW DO I A CCESS  M Y T IME  SHEET  ONLINE ? 

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

 

 

 

  

 

 

 

 

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

òPay Period and Statusó.   For example:  June 11, 2013 to July 10, 2013 Not started.  Then 

hit the Time Sheet  button at the bottom.  
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M Y ELECTRONIC  TIMESHEET  
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CLICK 

ON THIS 

LINK  

OT  & CO =  enter actual hours worked        Holidays:  Do not enter hours  
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H OW DO I E NTER  ACTUAL  H OURS  WORKED  I N  M Y T IMESHEET ? 

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.  

 

º 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.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

º Click the Next button at the bottom  to take you to the next week of the pay period.  
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H OW DO I S ELECT  AND  COPY  THE  DATE  FOR  ACTUAL  

H OURS  WORKED  I N  M Y T IMESHEET  

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.   
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