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1. Log in to the My UW System portal at https://my.wisconsin.edu/. Click the University of Wisconsin — Green Bay
radio button, check the Remember Me checkbox (optional — this will save this setting for future use if cookies are
enabled) and then click the Select button. It is recommended you use Internet Explorer 8 as your browser.

WO ST PN A =
A UW SYSTEM @b Fne T A aue =

L Systerm Home -- Authentication Redirectar

Select your institution

UW System Home
This service requires you to authenticate with your local institution, please select it from the
Campus Login Help list below,
O University of Wisconsin - Colleges
Search UW System O University of Wisconsin - Eau Claire
O University of Wisconsin - Extension
m 1 @ University of Wisconsin - Green Bay

O University of Yisconsin - La Crosse

O University of Wisconsin - Madigon

O University of Yisconsin - Mitwaukes

O University of YWisconsin - Oshkosh

O University of Wisconsin - Parkside

O University of YWisconsin - Platteville

O University of YWisconsin - River Falls

O University of Wisconsin - Stevens Paint
O University of Wisconsin - Stout

O University of YWisconsin - Superior

O University of Wisconsin - System Administration
O University of Wisconsin - Whitewater

2 IE Remember Me (requires cookies)
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2. On the next screen, enter your UW-Green Bay username and password and then click the Login button

UNIVERSITY of WISCONSIN

GREEN BAY

Please enter your Username
(Need Help?)

) Student Employees — use your
: student account & password

Username

Password

WISCONSIN FEDERATION
IDENTITY PROVIDER
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3. Click the Timesheet link.

HRS SELF SERVICE LINKS

report and/or approve time.

« Web Clock

further details.

We are experiencing issues with the portal links that were previously communicated. Please use the links below to

s Approve Payable Time (for supervisors only)

Please be aware that in both the portal and the HRS Approve Payable time area only students/employees
that have submitted time that awaits approval will display. Please see the HRS Knowledge Base document for

K&~

4. You will be prompted to login into HRS PeopleSoft. Enter your UW-Green Bay username and password (same as you

entered for the My UW System Portal)

User ID:

Password:

To settrace flags, click here

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:
English

Dansk

Francais

ltaliano
Mederlands

Suomi

Cestina

E=H

it

E

il
B

ibd

Espafiol
Deutsch
Francais du Canada

5. If you have more than one job, you will be taken to a page requiring you to choose which job you want to enter time
for. You should look at the Working Title, Empl Rcd Nbr and Department Description columns to determine which job
to pick. When you have found the job you want, click on the Job Description. If you don’t have more than one job, skip

this step.

@ Ciick to view Additional Information
# Show Schedule Information
Customize | Find First (1] 1.2 or2 [*] Last
Empl Department

Job Description Working Titie Department p
Job Description Working Title Red Nbr Department Description
STUDENT HELP OFFICIAL 0 D0Z1000 Intramurals &

Recreation
STUDENT HELP INSTRUCTOR 1 D091010 Intramurals &

Rec-Lessons

GoTo:  self Service
Time Reporting
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6. The Student Timesheet will appear. All students using a timesheet will use a Punch Positive timesheet. This means

their schedule appears with empty "IN" and "OUT" boxes that must be filled in.

The student must make sure they are entering time for the correct Time Period by adjusting the View By: and Date:

fields. By default, the current Time Period should appear.

Time should be entered in either format: 7:00 AM or 7:00 A (must include colon and period type (AM/A or PM/P))

The four "IN" and "OUT" boxes should be used as follows:
First "IN" - The student should enter the time they first report to their job.

First "OUT" - The student should enter time if they leave their job but plan on returning.

Second "IN" -

The student would enter time in this field when they return from their class or lunch.

Second "OUT" - This field would be filled in with the time the student left their job for the day.

7. You must click on the Submit button

Timesheet
CHESTER EmpliD:
Job Title: STUDENT HELP | Employee Record Number. 0

OCIickfor[nstruclions

View By: ITime Period 'I Date: ID?ﬂ 312011 [31) |2 Refresh | =< Previous Time Period  Next Time Period >>
Reported time on or b

Poptllate Time From: Schedule Information

Second "OUT"
From 02/13/2011 to 02/26/2011
= [ _—

Status In Out In Out Punch Total Time Reporting Code

Reported Hours: 0.00 Hours Scheduled Hours: 0,00 Hours

a prior period.

Timesheet

() New I— [ | | =]
O Mon 2114 New = | I [ =l
b Ne' l’_‘%econd "IN j | =l
(D Wed 2016 New | : | =]
O Thu 7 New I [ | | [ =l
¢ Fri 18 New I | I | | 3
O sat 219 New | | | | | =l
(O Sun 2120 New | [ | [ | =l
O Mon 22 New [ [ [ [ [ =l
O Tue 222 New I | I I I ﬂ
O wed 223 New [ [ [ [ [ =l

Submit |

after each time entry. The Punch Total and Reported

Hours are updated for that day. (NOTE: Your hours will not be calculated if you do not hit the SUBMIT button—
meaning you will NOT be paid for those hours)
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1.Double check that your hours are correct and you have clicked the Submit button.
2.Go to File> Print Preview

File Edit View Favorites  Tools  Help .
Mew Tab Chr+T H t T
Duplicate Tab ChrlHK ow o u rn I n a
Mew Window ChrlHM .
Completed Timesheet
Open... ChrlH0
Edit with Microsoft Office \Word
Save Chrl+5
Save fs,.,
Close Tab Chrl-w
Page Setup...
Print. .. Chrl+P

Send 4
Import and Export. ..

Properties
Work OFfline
Exit

3. Make sure you can see your timesheet in the Print Preview window and click the Print button. If you can’t see your
timesheet, play with the drop down menus to set them as follows:

/2 Print Preview

@ |@ [a3 | e} ‘ I:l ‘ = ‘1Page\l\ew V‘||A5 laid out on screen VlHShnnkTo Fit V‘| once everythlng IOOkS

T o good, click the Print
Timeshest Fageloil button .
ORACLE ‘ﬁ some | weeers: | AsasEaveeses | Sgnos
- ot | s B Once you have printed
Times heet your timesheet
o res s properly, click the Sign
ﬂ:n:x forinstuct) H H
vy vate:  [EETEE |W Erenen) simmss e sess heatme O_Ut link in the upper
T T i e right hand corner and
eberisd s o o Lol XSS Tt 1 s close the web browser.
:::Ilb I\n ”DHI III|| HDul ‘PunchTWIE
N el I [ oomen] soo[
e [ Il 1L i ] —
suommes [ zom00AM]| 1L | [F1oomAN] 200
New [ 1[ 1l I[ ] |-
summms [ eaacan] | [i |[oooew] soo[ |
new [ 10 Il Il ] —l
new [ 11 1[ I[ ] —
New [ 11 1[ 11 ] —
suomme | Il Ii Ii ] =zcr
nEw [ Il 1L i ] —
new [ [ 1[ 11 ] —
wew [ 1[ 1l I[ ] [
new [ 1[ 1[ I[ ] —
new [ | 11 11 ] —

cnnr

®  summanoteous
@ Absznoe Suent sl view
o

"
[

6. You will need to sign and date your timesheet & get the proper signature from your approved supervisor.

7. Your supervisor is now in charge of turning in your timesheet to UW-Green Bay’s Human Resources Department.
Timesheets can be faxed to HR at (920) 465-5104 or an electronic copy can be emailed to payroll@uwgb.edu.
Timesheets must be turned in by 9am on the Monday following the last day in the pay period.
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