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Welcome to Web Time Entry!   
 

The Web Time Entry system allows you to log onto the secure website and enter the hours that you have worked for 

a specific pay period.  Your hours are then approved online by your supervisor and sent electronically to Payroll for 

processing.  

 

This handbook outlines how to go about entering the time you worked via web time entry. 

 

 

If you have any questions, please call or email: 

 

Antonia Kananis, Accountant 

ext. 2820 

kananisa@strose.edu 

or 

Christina A. Slezak, Accountant 

ext. 5147 

slezakc@strose.edu 

 

 

Thank you! 
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     Login into Web Time Entry Through Self Service 
 

 Access Self Service by signing onto the internet and going to  

 

https://bannerweb.strose.edu/ 

 

 

 

Click on Login to Secure Area 
  

 



 

 

Key in User ID and PIN 
 

When you have reached this screen key in your User ID (which is printed on your ID card), and then your 

PIN. 

If it is the first time you are signing in then your PIN would be your date of birth. 

(ex. 010175). 

Once you have keyed that in and hit Login it will ask you to change your pin to a new six digit number. 

*If you have forgotten your PIN or your need to reset it please contact the Human Resources office at ext 

5138 

 

 

 



 

 

 

 

    Click on Employee Information  
 

Either click on Employee Information from the main screen or click on the employee information tab at 

the top right hand corner of the screen.   

 



 

 

 

 

  Click on Time Sheet 
 

To begin to enter the time that you worked for a particular pay period you need to click on  

Time Sheet as shown above. 

 



 

 

    Select the Pay Period and Status 
  

At this screen you want to select the current pay period so that you can key in the time that you worked.   

Once you have done that click on the Time Sheet button. 

 

 

 

 

 

 

 



 

    Entering Hours Worked 
 

To enter the hours worked for the pay period, go under the day in which you wish to key in the hours and 

click on  

Enter Hours. 

 

 

 

 

 

 

 

 



 

 

 

    Entering Your In and Out Times 
 

To enter in the time that you worked for the day you have to key in the hour that you came in and the 

hour that you left.  If you happen to come back to work after your last out time you would just enter your 

new start time under the one you had originally keyed in. 

 

 

 

 

 

 



 

 

After keying in your Time In and Time Out you need to go to the bottom of the screen and click on Save.  

Once you have done that Web Time Entry will then calculate the hours keyed in and register them under 

Total Hours. 

 

Click the Time Sheet Button to go back and select another day you worked in the pay period. 

 

 

 

 

 

 



 

 

All hours need to be keyed in 15 minute increments.  Make sure to review all your In and Out Times before 

selecting the Save button. 



 

 

 

 

Once you have completed filling out your Web Time Entry Timesheet for the pay period go back to the 

main timesheet screen so that you can view all the hours that you keyed in to make sure that you are not 

missing any days. 

 

 

 

 

 

 

 



 

 

 

 

 

Submitting Timesheet for Approval 

Once you have finished reviewing your timesheet and you want to submit it to your supervisor for 

approval you want to go the bottom of the screen shown above and click on the button Submit for 

Approval.   

 

 

 

 

 



After Clicking in the Submit for Approval button you will be sent to the following screen in which it 

prompts you to key in your Pin#.  Once you have done so click on Submit.    

 

 

 

 



 

 

Your pin number is the same six digit number you would use when you log into the secure site. 

 

 

 

 

 

 

 

 

 

 



After keying in your Pin# and clicking on Submit it will bring you back to the main timesheet screen. 

Note that on this screen at the top of the page it indicates  

 Your Time Sheet Was Submitted Successfully.   

 

Also at the bottom of the page it now shows that you submitted it for approval and on the date it was 

submitted, as well as indicating that it is waiting for approval from your supervisor.   

 

 

 

 

 

 

 



Once you have submitted your timesheet for approval your supervisor will be sent the email below  advising 

them they need to log in and approve your timesheet. 

 

 

 

 

 

 

 

 

 

 

 

 



 

If you sign back into the secure site you will see that the status of your timesheet says pending.  It will 

remain at the status of pending until your supervisor has approved your time. 

 

 

 

 

 

 

 

 

 



 

 

Log into the secure site before the deadline for your timesheet to make sure the status of your timesheet 

has changed to Approved.  If the status hasn’t changed you will need to contact your supervisor. 

 

 

 

 

 

You have now successfully keyed in your hours via Web Time Entry! 

 


