UNIVERSITY OF I B
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HRS Student Web Clock

1. Go to http://www.uwgb.edu/hr and click the HRS Web Clock (Student Only) link.

Employees Forms Payroll s & Procedures Search & Screen

Welcome to the Human Resources Website! Office Hours:
< Monday - Friday
Our Mission 7:45 a.m. to 4:30 p.m

Office Locatio
o The University of Wisconsin-Green Bay's Human Resources Office E !

who meet the needs of a dynamic academic institution. We provide
strategic planning, offer administrative semnvices, promote employee
needs, and facilitate organizational change.

News & Announcements Employee Quick Links

Benefits & Wellness Fair [M

T. Rowe Price Free Webinar

Health Insurance Changes I HRS Web Clock (Student Dﬂ\‘ill

Upcoming Legal Holiday

Budget Repair Bill Update HRS Timesheet (Student Only)

HRS Reports Timesheets Thanksaiving Day: Thursday,
r November 24, 2011
Act 10 Update Address Change
more legal holidays

Vacation Carry Over Reminder Payroll Schedule

Summer 2011 Training Employee Resources

more news & announcements Frequently Asked Questions

Volunteer Opportunities

) | hri@uwab.edu
Finance Area
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UW System Home — Authentication Redirector

UW System Home Select your organization

Campus Login Help ) ) ) . - .
This semvice requires you to authenticate with your local organization, please select it from

Troubleshooting the list below.

System Outages ) University of Wisconsin - Colleges
University of Wisconsin - Eau Claire
University of Wisconsin - Extension

Search UW System
Sy University of Wisconsin - Green Bay

m 2 University of Wisconsin - La Crosse

University of Wisconsin - Madison

University of Wisconsin - Milwaukee

University of Wisconsin - Oshkosh

University of Wisconsin - Parkside

University of Wisconsin - Platteville

University of Wisconsin - River Falls

University of Wisconsin - Stevens Point
University of Wisconsin - Stout

University of Wisconsin - Superior

University of Wisconsin - System Administration
University of Wisconsin - Whitewater

[T Remember Me (requires cookies)

© 2009 Board of Regents - University of Wiscongin System. All Rightz Reserved
Accessibility Policy | Privacy Policy | Contact Webmaster
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Seaving our mast Impoetant resource - People

3. Onthe next screen, enter your UW-Green Bay username and password and then click the Login button

GREEN BAY
Plzase enter your Usemame
/] (Need Help?)
Username
Password

WISCONSIN FEDERATION
IDENTITY PROVIDER

Student Employees — use
your student account &
password (same account as
SIS, D2L, Outlook)

Grad Assistants — use your
faculty/staff account &
password (not your student
account and password)

4. 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.

GCIiCKIO View Additional Information

Job Description Working Title
STUDEMT HELP OFFICIAL
STUDEMT HELP INSTRUCTOR

Empl
Red Nbr Department

0 D091000

1 091010

E'I Show Schedule Information

First [4] 1-2 of 2 [ Last
Department
Description
Intramurals &
Recreation

Intramurals &
Rec-Lessons

GoTe:  saff Service

Time Reporting
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Serving our most impartant resource - People

HRS Student Web Clock

5. Select the appropriate punch type from the Punch Type drop down menu.

o In: Select "In" to clock in.
o Out: Select "Out" to clock out.

Web Clock

Enter Punch
NAME

Punch Type:

Time Zone:

Day:

Taskgroup:

Task Profile 1D:

Time Reporting Code:
Rule Element 1:

Rule Element 2:

Comments:

GoTo.  Self Senice

JobTitle:  STUDENT HELP

Employee ID:

Employee Record Mumber. 0

Enter a Punch Type and any relevant task information. When finished, click the Enter Punch button.

Meal
Out

Wednesday

UW_DEFAULT

Time Reporing
Reguest Overdime

View Holiday Schedule

| Enter Punch | |

Central Time
[T gillable Indicator
Q UW Default

Q

Q

6. Click the Enter Punch button.

7. You will be brought to a confirmation screen, click the OK button:

L% Report: Single Punch Time

Web Clock

Date:

Day:

Punch Time:
Time Zone:

Punch Type:

Save Confirmation

“ The Save was successiul.
The following punch has been recorded

042002011
Wednesday
259 31PH

coT
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Senving our most important resource - People

8. You will then be brought back to the Punch Screen, scroll down and click the Self Service link

Punch Type: e - Enter Punch |

Time Zone: csT A central Time

Day: Thursday [ Billable Indicator
Taskgroup: W _DEFALILT Q UW Default

Task Profile 1D: Q

Time Reporting Code: hd

Rule Element 1: o'}

Rule Element 2: QL

Comments: :

Go Ta
Time Reporting
Reqguest Overtime
Wiew Holiday Schedule

9. IMPORTANT - Click the Sign out link in the upper right hand corner (pictured below) and close this web browser.

%Y Base Navigation Page |_| ﬁ A > 3 @ v Page~ Safetyr Tools— @*
oracLe

Search:

[ My Favorites

+ Salf Service Navigate to your self service information and activities.

> Time Reporting %‘ Time Reporting Personal Information P" \. Benefits
[+ Personal Information Report and review your time, schedules, request absences Review and update your personal information. . Review health, insurance, savings or other benefits.
[» Benefits and more. =l Personal Information Summary information. Review and update dependent and personal
[- PeopleTools 3 Report Time =] Release Home Information information.
— My Personalizations 5 View Time =l Home and Wailing Address [ Benefits Information
~ My Dictionary =] Phone Humbers 3 Dependent Information
= EPM [E] Email Addresses ] Benefits Summary
— =] Emergency Contacts =] Dependent Information
=] Marital Statug El inzurance Summary
=l Coordination of Benefits =] Benefits Enroliment

=] Medicare Information

IMPORTANT — MAKE SURE TO SIGN OUT OF THE HRS SYSTEM AND CLOSE OUT OF THE WEB BROWSER

***Repeat these same steps to Punch Out (make sure to select the Punch Type of Out in Step 5)
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