
WTE
Web Time Entry

Your guide to entering and submitting 
your time card on the Web



Web Time Entry (Entering Time via the Web)
You can enter your time starting from the beginning of the Pay period to the “Submit Date”.  You must 
submit your time for approval by noon of the “Time Sheet Period.” Your Dept may have an earlier 
submission day. Be sure your time is submitted by their due date!

DO NOT submit your time sheet until all your hours have been entered for that Pay Period.  If you do 
and need to correct the Time sheet you will need to call Payroll or your supervisor to return your 

Time sheet for correction.
1. Log into URSA :  https://ursa.unco.edu/cp/home/displaylogin
2. Click the Employee tab

a.  If  you are a student click on Student tab
Then registration status
Then your employee tab will appear at the top of the page

3. Select the pay period you are currently entering time for
4. Click Time Sheet
5. Click the blue  “Enter Hours” for the day you need to enter time.  

Do NOT change the Shift.  It needs to remain as 1 
6. Time must be in quarter hours ; entered in this format  4.25 for 15 minute intervals. (Samples for 

rounding are found on your Time sheet page)
7. Click Save and proceed to the next day (Click N EXT to see the next week)

You can click Copy  if you have the same number hours for most of your days.
Click on all the days that have those same number of hours and then Time sheet.

8. Click Preview and make sure that you see the hours you entered and the total is correct.
9.  Click Submit for Approval.  Once you’ve submitted your time sheet you cannot

change the record.  If a change is needed call Payroll or your supervisor.  
NOTE: If you do not enter your time and submit it by your Dept submission’s due date,  you will 

NOT get paid for these hours.  You will have to enter them as Retro hours on the next pay period.
12. Make sure it says your time card was submitted successfully (Yellow triangle will appear)



1. Sign into URSA
• Faculty/Staff use Firstname.Lastname
• Students use your Student login – (smit1234)

Password Help:  Click on “Forgot Password” or call 351-HELP



2. Click on Employee Tab
• Banner Self Service Folder
• Employee folder
• Time Sheet

• To view your pay stub  click on Pay Information
• To view your W2 click on  Tax Information

Students: (to find Employee Tab)

• Click on Student Tab
• Click on Registration Status (in Registration Tool box)

• Employee tab  will be there now
• Banner Self Service Folder
• Employee folder
• Time Sheet

• To view your pay stub  click on Pay Information
• To view your W2 click on  Tax Information



3. Time Sheet Selection
• If you have several jobs make sure you check the circle by the 

job you want to enter time on
• Then choose the pay period  in which you need to enter your 

time.
• Click “Time Sheet” box



How to enter your time:
•You will only enter time on only these lines: (additional lines appear DO NOT ENTER on any other lines!)

•“Reg Student Earnings” 
•“Reg Classified Hourly Earnings”
•“Retro Current Year”  - used only if there are hours you haven’t been paid for.

•Click on the blue “Enter hours” under the day you worked
• You will then enter total hours for the day or use Time In and Out .

•Total hours :  Shift will default as “1”  Do not change!
Hours – put total hours work in the empty box and SAVE

•Time In and Out:
•See sample

Time In 
and Out

Time entered in 00:00 format; 
rounding to the quarter hour

Click “Save” or “copy” if you 
have days with the same time.



YOU MUST SUBMIT YOUR TIME FOR 
APPROVAL 

OR YOU WILL NOT GET PAID FOR THIS TIME 
ENTERED!



What each Selection tab does:

Position Selection:  
Takes you back to the first screen where you select what job you want to enter under.  

Comments:
Generally, comments are used to explain Retro Hours or for the Supervisor to tell the 
employee what needs to be corrected.  Payroll will comment in this screen also.  This is a 
free form page. All comments ,unless marked “confidential” are displayed for all viewers.

Preview:
This allows you to view all your entries on your Time and Leave Reporting screen and any 
comments that are not “confidential”.

Submit for Approval:
After all time has been entered for the pay period – this tab is clicked to submit your time 

to your department for approval.  Once you submit your time, you cannot touch this time  
sheet again unless you ask Payroll or your Dept to Return it for Correction.

Restart:
This will re-initialize the Time Sheet, which erases all previously saved data and allows you 

to start over entering your time.  A Restart Confirmation page is displayed so that the 
employee can confirm this action.

Previous / Next:
Select to navigate through the dates within the  period.  (Changes to the next week).

Copy:
When entering your time you can choose “COPY” and all the weeks within that 

pay period will  be shown.  You can click on a box by each day that has the same hours.  This can be time 
saving if your hours are the same for most of the days you work.  Then click “Time Sheet” to review 
house.



Questions

Contact your Dept Or          Payroll   351-2700


