Web Time Entry for Hourly Employees SPIRIT Online Documentation

Entering your own time via SPIRIT Online — Hourly employees

Below is what the SPIRIT Online timesheet looks like. You will need to fill out one of
these per pay period and electronically submit it to you supervisor for approval.
Your pay period normally ends on SATURDAY, or WEDNDESDAY for student
workers
Your timesheets must be completed and submitted by 11:30 PM on the
TUESDAY before the pay period ends. (For non-student workers, you must
estimate your work hours for Thurs and Fri.)
Your supervisor has until 11:30 PM on WEDNESDAY to approve your
timesheet. If there are problems you may get an email from your supervisor
asking you to correct and resubmit your time sheet.
Payroll is completed and distributed on the following FRIDAY

You can get to your timesheet by the following steps:
From the SPC home page, go to Quick Links and choose SPIRIT Online.
Click LOG IN, then enter your User ID and Password, then click SUBMIT.
This will bring you back to the SPIRIT Online main menu, but now your are
logged
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Click the “Time Entry” link

This will bring you up a list of all the available timesheets that you can work on.
(This will usually be only the pay period that you are currently working.)

Click the check box next to the pay period that you want to enter and click
SUBMIT

The top porition of the timesheet has your job position, then pay period end date that you
are entering time for, and the name of the supervisor who will be approving your
timesheet.

Time Entry
Note: Enter Time In and Time Out with either an "AN" or "PI".
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Below that, is the main section of timesheet, with 2 LINES for each day in the pay
period. If you worked from 9am to 4:30pm with an hour for lunch, on the first line you
enter Time In 9:00 am and Time Out 12:00 pm. On the second line enter Time In 1:00
pm and Time Out 4:30 pm, see Monday’s entry below.
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If you took a vacation day, do not enter anything into time in and time out, but enter your
regular number of hours in the “Annual Leave Hours” column, no need to use the 2" line
for that day See Tuesday’s entry above.

Likewise, if you take a sick day, do not enter anything into time in and time out, but enter
your regular number of hours in the “Sick Hours” column, no need to use the 2™ line for
that day See Wednesday’s entry above.
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After you have entered some of your days, click SUBMIT at the bottom of the form.
This will save your entries.

After you click SUBMIT, your entries are validated and if there are any errors, you will
be returned to the Time Entry form with red error messages at the top of the page,
explaining what the problems are:
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Simply correct the errors and click SUBMIT again until your entries are accepted. You
will know you entries have been accepted when you see a confirmation page the looks
like:

Confirmation

Pleaze be aware that vou have not marked your time entry as complete
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You do not have to enter all your time at once. You can enter a few days, click submit,
then come back and enter some more days. Please note above a time entry status of “Not
Complete” This means that although your entries have been accepted and recorded, your
time sheet is still open for additional entries or corrections.

Once you are done with the timesheet entirely and you wish to submit it to your

supervisor for approval, you must check the “electronic signature” box before clicking
SUBMIT.

Checking this box becomes your electronic signature acknowledging your submitted time a= accurate and ready for supervizor approval [

Supervizor Decizion Pending Approval

Supervizor Comments
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After checking this box, click SUBMIT and you will see a confirmation page that looks
like this:

Confirmation

Thank you. Your time entry iz complete and ready for approval.
Pay Period End Date  0419/03

Time Entry Status Complete
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