
WTE 
Web Time Entry 

Your guide to entering and submitting 
your time on the Web 



General Overview 
Detailed screens follow 

1. Log into URSA
Login using a Firstname.Lastname will give you an “Employee” Tab 
Login using a Student Login will give you a “Student” tab 

    Both Logins default to the “My Account” tab 

2. Using the “Employee” tab
To Enter Hours; View Pay Stubs or W2’s 

a. In the middle column, under “General Information”, click on Self Service Banner (SSB) proceed to step #4
SHORT CUT TO ENTER HOURS ONLY: 
*.  In the 3rd column, under “Employee Information”, click on Timesheet 
This takes you directly to your timesheet with no option to view paystubs or W2’s. 

  Skip to number 5 if you use short cut 

3. Using the “Student tab”
3. Under “Useful Links” column scroll down to the section called “Student Employees”
4. Click on “Enter Your Time Here
5. Proceed to #5

4. Under Main Menu; Click on Employee and then Timesheet

5. TIMESHEET SELECTION:
a. Select the Pay Period you are entering time for- that period must be OPEN
b. Click on Timesheet

a. Click on the Blue words “ “Enter Hours under the day you want to enter your time
If you enter straight time then a box will populate above the days with a SHIFT 1 above it. 
Enter your hours in that box and Save.   
If you use time in and out; enter your hours using 4 digit numbers. (0800 for 8am) 

b. DO NOT CHANGE THE SHIFT
c. ROUND HOURS TO THE QUARTER HOUR (there are samples on your timesheet how to round)
d. Save the hours and go to the next day

To see the next week – click NEXT 
e. If you have hours worked outside these dates enter them on the 2nd line called “Retro Current Year”.  Put all hours on the first day on the 2nd

line.  Click on COMMENTS and note what these retro hours are for. 
f. When all your hours are entered click SUBMIT.  A yellow triangle will appear with a notice that it was submitted.

If you need to correct your timesheet and its been submitted (and the timeperiod is open) 
Open your timesheet and click on Return Time. 

You are paid SEMI Monthly:  Hours worked 1-15th are paid on the last working day of the month 
Hours worked 16-the end of the month are paid on the 15th of the following month 
If the payday falls on a weekend you will be paid on the Friday before. 

https://cas.unco.edu/cas/login?service=https%3a%2f%2fursa.unco.edu%2fdefault
https://cas.unco.edu/cas/login?service=https%3a%2f%2fursa.unco.edu%2fdefault


1. Sign into URSA 
University Aid use Firstname.Lastname 
Student use your Student login – (smit1234) 



NOTE: you can take a short cut and Click on “Timesheet” under the 3rd column “Employee Information” – this 
takes you directly to your Timesheet. 
You will not have the option to view your Paystub or W2 taking the shortcut. 

Using the EMPLOYEE Tab 





Using Student login 



Time Sheet 
Selection 

• If you have several jobs make 
sure you click on the circle by 
the job you want to enter time 
on 

 

• Then choose the pay period in 
which you want to enter hours 
on.  Use the Drop down arrow 
to find the pay period. 

    NOTE: there could be two pay 
periods open for a brief time.  

 

• Then Click the “Time Sheet” 
Box 



How to Enter your Hours 
• If you use Straight Time your Timesheet will look like this: 

 



If You Use “Time In and Out” 
Your Timesheet will look like this: 

Time is entered in 00:00 format – meaning you need to enter 4 numbers each time and 
round to the quarter hour. 
 
Click Save  
 
Do NOT change the Shift!  All hours need to be entered in Shift 1!! 
 



Need To Correct your TIMESHEET? 
 
If you have submitted your timesheet and you need to correct it -  
If the Time period is still open for entry you can open the Timesheet 
and click on “Return Time”;  this puts it back in your queue to 
correct and then Submit again. 





Contact Payroll 351-2700 
Or  

Your Supervisor 
 


