Web Time Entry

Training for Hourly Employees
(formerly green timesheet users)
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Log Into M

Go to myMU at
myMU.marshall.edu,

Enter your MUID
(901....#) and PIN.
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http://www.marshall.edu/�

The MyMU page
displays. Click on
“Employee” tab.

From the “Time

Reporting” channel,

click on the link for
the pay period you
want to update.
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The “Time and Leave
Reporting” page will
display.

Locate the specific
day you want to
update. Click “Enter
Hours” link directly
elow that day.
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Time and Leave Reporting

P Salact the link undar 3 date to anter hours or days. Salect Naxt or Pravicus to navigats theough the dates within the periad.
Time sheet
Title and Number: 164300-01

Student Employes --
C ler's Office --

Department and Number:
Time Sheet Period:

Submit By Date: M.
Wadnasday  Thursday

SITE MAP  HELP

EXIT

Eaming Shift Default Total Total Sunday Monda Friday Saturday
Hours or Units  Hours Units Aug 01, 2010 Aug 02, 2010 Aug 03, 2000 Aug 04, 2010 Aug 05, 2010 Aug 06, 2010 Aug 07, 2010
Student Assistant Hourly 1 o ] Entier Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total rs: o L] o o o o o [
Total Units: o o o o o o
Pesition Selection Comments Praview Submit for Appraval | Restart | Next
Submitted for Approval By:
Approved By:
Waiting for Approval From:
RELEASE: 8.1
(=5 e Intermet , 100% -
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Input Your Hours

Fill in the Time In and
Time OQOut fields iIn HHMM s
format. Click on “Save”. I

F inter tima at intarvals of 15 minutes in the 99:99 format, For example, 10:00, 10:15, 10:30, 10:45. Select Save to daplry Total Hour.
u
Date: Tuesday, Aug 03, 2000
Earnings Code: Exira Help Houry
shift Thne In Tima Out Total Hours
1 aml=] Mz
vl ) 0
1=l = 8
ays.

Click on Timesheet to P i
feturn to summary page. |
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Once all hours for the
pay period are entered,
click on the “Submit for
Approval’ button.

You will be required to
re-enter your PIN to
confirm your time sheet
submission.
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Time and Leave Reporting
Select the hnk under a date to enter hours or days. Select Next or Previous to navigate through the dates within the penod.,

Tirme Sheet

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

Casual Hourly -+ 144200-01
Time Sheet 3 - Bursar's Office
Aug 01, 2010 10 Aug 16, 2010
Aug 18, 2010 by 05:00 P.M.

Earning shift Default Total  Total Sunday Monday Tuesday o
sorUnits  Howrs Units Aug 08, 2010 Aug 09, 2000 Aug 10, 2010 Aug
|| Fxtea Mol Hourdy 1
0 a Enter Hours Eritar Hours Enter Hours
Total Hours:
L] 0 o L]
I
Total Units:
0 0 o L]

Position Selection | | Comments | | Preview | | Submi for Approval | | Restart | | Previcus | | Mest
Submitted for Approval By:
Approved By:
‘Waiting for Approval From:

SITEMAR  HELP  EXIT

T34200

. Thursday Friday Saturday
11,2010  Awg 12, 2000  Aug 13, 2010 Aug 14, 2010

Enter Hours Ertar Hours Enter Hours Entar Hours

L] ] 0 o

L] 0 0 ]

RELEASE: 8.1

D Jetemet | Pecaected Mode: On G or W% - l

8/18/2010




Exit Time Reporting

Click on “Exit” in upper
right hand corner.

Any problems, go to
www.marshall.edu/wte
for troubleshooting
iIdeas and more info.
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SITEMAR  HELP  EXIT

Time and Leave Reporting

¥ Select the hnk under a date to enter hours or days, Select Next or Previous to navigate through the dates within the penad,

Tirme Sheet
Title and Number: Casual Hourly -~ 144200-01

Department and Number: Time Sheet 3 - Bursar's Office -- T34200
Time: ericd: Aug 01, 2010 to Aug 16, 2010
Submit By Date; Aug 18, 2010 by 05:00 P.M.
Earning shift Default Total  Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units  Hours  Units Aug 08, 2010 Aug 09, 2000 Aug 10, 2000 Aug 11, 2010 Aug 12, 2000 Aug 13, 2010 Aug 14, 2010
|| Fxtea Halp Hour 1
t ! "' o a Enter Hours Eritar Hours Enter Hours Enter Hours Ertar Hours Enter Hours Entar Hours
|
Total Hours:
L] 0 o L] L] ] 0 o
I
Total Units:
0 0 o L] L] 0 0 ]

Position Selection | | Comments | | Preview | | Submi for Approval | | Restart | [ Previeus | | hest
Submitted for Approval ty:
Approved By:
Waiting for Approval From:
RELEASE: 8.1

Ietarmat | Prctacted Mode: On G v WM0K v
Iy
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http://www.marshall.edu/wte�

Tips & Recommendations

IMPORTANT:

Always use the navigation buttons in MyMU and the

Employee Self Service module, instead of the
Forward & Back buttons in Internet Explorer.
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