MYWC Timecard Approval Instructions

Login to MYWC with your Westminster username and password.
Click on the Employee Info Tab.

Pl'lome RMS || Assessment | Advancement || Education Dept | Apply | AD Admin | New Students | Employee Info

You are here: Home
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Then click on link that says Timecard Approval on the left side of the page.
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Then it will bring you to the Timecard Approval Screen. See below.

Timecard Approval
| Your Pay Groups

Active Periods For Your Pay Groups Current =

Period End Status

Bay Groug,

FULL TIME STAFF EXEMPT |No Active Pay Periods

5. When you select the pay group(s) (because there can be mulitiple) it will take you to your list of employees you

supervise in that pay group(s). See Below.

Timecard Approval - Pay Group Period

FULL TIME STAFF EXEMPT Pay Group

Active Pay Periods Go to: Pay Groups | All Pay Periods

There are no active pay periods for this pay group.

Pay Period Ending: 6/20/2011 (Current)

Employee Info Hours

Name Position Regular Other OFf Total Final Status 2
H\ Harvey, Robert R. Senior Technology Specialist, IT &* 88.00 -~ 24.00 112.00 <" Final
| Q satterfield, Christina May Web Info. Coord V.4 -- == 2400 24.00 Saved

#” Edit All Regular Hours

=< Contac lect mploye

Submit Selected Timecards To Payro

Period closes: 6/23/2011 - Please submit all timecards before 6/26/2011

Go to: Pay Groups | All Pay Periods




6. By clikcing on the employee name it will bring up their information that they intially filled out. Also, below were
it says period ending you can “Reopen it”, which means you can open your employees timecard back up in case
they forgot to add/subtract hours or for anything else that might come up.

Timecard Approval - View Timecard

| FULL TIME STAFF EXEMPT Pay Group

Mr. Rob R. Harvey

Period Ending 6/20/2011 (Current)

%" Robert has marked this timecard as final

Total Period Hours:

Regular Hours: 88.00
Other Hours: 0.00
Time Off Hours (SICK LEAVE): 8.00
Time OFf Hours (VACATION): 16.00
Total: 112.00
Senior Technology Specialist, IT
3 Contact 7

Mr. Rob R. Harvey's timecard for this period:

Hours Worked Othar Hours Time OFf Hours Subtatal

wed 6/1 8.00 == S 8.00
Thu 6/2 8.00 =i ZEE 8.00
Fri 6/3 8.00 — - 8.00
Sat 6/4

Sun 6/5

Mon 6/6 8.00 = s B8.00
Tue 6/7 8.00 e i 8.00
Wed &/8 = — B.00 SICK LEAVE 8.00
Tha &G a8 nn - - ann

7. You can also edit an employees hours yourself.

Timecard Approval - View Timecard
| FULL TIME STAFF EXEMPT Pay Group

Mr. Rob R. Harvey

Period Ending 6/20/2011 (Current)
%" Robert has marked this imecard as final. Beopen it

Total Period Hours:

Regular Hours: BB.00
Other Hours: 0.00
Tima Off Hours (SICK LEAVE): B.00
Time Off Hours (VACATION): 16.00
Total: 112.00
Senior Technology Specialist, IT
2 Contact 7 Edi

Mr. Rob R. Harvey's timecard for this period:

Hours Waorked Cthar Howrs Tine OFf Howrs Subtctal

Wed 6/1 £.00 — pns 8.00
Thu 6/2 8.00 e - 8.00
Fri 6/3 8.00 - == 8.00
Sat 6/4

Sun 6/5

Mon 6/6 8.00 - - 8.00
Tue 6/7 8.00 — - 8.00
Wed 6/8 - e e 8.00 SICK LEAVE .00

Tha Rl e nn SE = ann



8. Then when you are finished going over your employees timecard you can select the “Submit Selected Timecards

to Payroll.” Finished.

Employee Info
Timecard Approval - Pay Group Period
FULL TIME STAFF EXEMPT Pay Group

Active Pay Periods Go to: Pay Groups | All Pay Periods
There are no active pay periods for this pay group.
Pay Period Ending: 6/20/2011 (Current)

Employee Info
Name Position

Q, Harvey, Robert R.
[] Q satterfield, Christina May Web Info. Coord

£ Contact Sel mpl

Hours
Regular Other Off Total Final Status ?

Senior Technology Specialist, IT 4 88.00 -- 24,00 112.00 <" Final

= -- 24.00 24.00 Saved

# Edit All lar Hour:

Period closes: 6/

Go to: Pay Groups | All Pay Pericds




