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Getting Started: Logging On

STEP 1:

Using either browser: Internet Explorer or Netscape Communicator access the University’s
home page: http://www.towson.edu

<~ Towson University, a public universi

File Edit ‘iew Go Communicator  Help

iﬁﬁi_ﬁ%z@i@.jf.aﬁ;ﬂigé

Back Forward  Reload Haome Search  Metzcape Print Security Shop Stop

(Search) ((Site Map ) (_ Request Info )

News & Events

UMIVERSITY

Information For...
Prospective Students 2 o
Current Students ' 2 —
Alumni

Business : support the Unitas Stadium Project
Faculty & Staff Prospective Students Click Here

Meore Information...
About TU
Academic Programs

Campus Life

Step 2:

Choose one of the following options to access the Intranet:

1. Contingent: Enter the Intranet URL (Web Address): https://inside.towson.edu
Student: Enter the Intranet URL: https://student.towson.edu

2. Click “Faculty & Staff” on the navigator bar then click Inside@Towson
Click “Current Students” on the navigator bar then click Students@Towson



http://www.towson.edu/
https://inside.towson.edu/
https://student.towson.edu/
mailto:Inside@Towson
mailto:Students@Towson
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STEP 3:

For Contingent Employees:

2§ Towson University - Microsoft Internet Explorer 10l =|
J File Edit Wiew Favorites Tools  Help i

4=Ezck - = - (D) at | ‘Qisearch [fFavorites £ AHistory | -5 0 -

|
JAddressI hitps: finside. kowson.edu j @Go
|

Links 4]CANS 42]CookLibrary 47U Directory  42]TU Inside  427]TU Outlook  42]TU Timeshest  42]TU Webcam 427 TU Webmail

~N NS R owson |
TOWSON

UNIVERSITY

Under the heading “Hot Topics” Click the “Timesheet” link

For Student Employees:

41~ students@Towson - Netscape == x|
File Edit WYiew Go Communicator Help
| 4 ¥ 4 4 = wW o F A 3 @
Back Fopward  Reload Home Search  Metzcape Frint Security Shop Stop
v JvBookmarks & Goto:Ihttps:.-".-"student.towson.edu j @'W’hat's Related
i S orucans H TUlnside S TUwebMal S TU Outlack =) TUWebCam S TU Timeshest S Caok Library S Fac/Staff Ditec
} STUDENT.
N ToWSoN
TOWSON
UNIVERSITY ome Calendars | LeamOnline Online Services | Wieb Mail |
Under the heading “Resources” Click “Jobs & Careers” link

When the “Towson University Authenticated Login” screen appears:

Towson University Authenticated Login

Enter your Username and Password:

Username: |

Password: |

Click the Login button

NOTE: A valid Userame and Password, provided by Computing and Network Services (CANS), may be obtained
for you by your supervisor. For instructions and forms, go to the TU Home Page, click on “Library & Computing” then
“Computing and Network Services”. Choose “For Faculty/Staff’ or “For Students”, then “New Accounts”.
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Completing Contingent & Student
Employee Time Sheets

Contingent and Student employee timesheets must be completed and approved by noon on the
Friday of each pay period end date. If you make a mistake, you can correct your timesheet
anytime until your supervisor has approved it.

o Refer to Page 12 of this manual for how to make corrections after supervisor approval.

¢ [f the Payroll Office does not receive an approved timesheet, the contingent or student
employee cannot be paid.

¢ Due to State of Maryland restrictions on the Working Fund Office, employees not paid
because of missing timesheets, will not be able to get salary advances through the
Working Fund.

Step 1: Select Timesheet by Job or Department

N

‘ TOWSON

UMIVERSITY = hlain Menu = [nactive Timesheets = | gave Statement = Pay Periods = Administrative

Employee Timesheet

Good Evening, YourMName [(Employee ID: )

Listed below are your active timesheets. Please choose one.

T o e L e e Pay Period
Department Internal Title Approval Group End Date

Mgr, Accounting Asst. Dir. Fin. 3ystemns & Tech Caomptroller's Office 08/06/2002
Financial Services hgr, Accounting Asst. Dir. Fin. Systerns & Tech Comptroller's Office 05/28/2002
Accounting Regular Student Accounting 07/26/2002
Bursar's Office Account Clerk | Bursar's Office 07/26/2002
Human Besources hgr, Employrment OHR Director's Office | 07/26/2002

Open your timesheet by clicking on the name of your Department.

If you work in multiple jobs and/or departments, you must complete a timesheet for each
department or job worked in the pay period.
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Step 2: Contingent Level | Employees and Student Employees
...Time Entry for “Week One” and “Week Two” ...

Enter time Sat Sun Mon Tue Wed Thu Fri e
(Use DO:00 format)  07A13 07/14 07/15 07/16 07/17 07418 07/419 | Enter time in regular
Shift Hours | I | | | | | time format: 8:00 to
- - - 5:30 unless your hours
E_tarl."l‘imi | | 800|800 800 |00 [1800 | ool S midnight,
Time Out | | 1200 [100 1200 [1:00 2300 | Then, time must be
Time In | | 1230 [130 [1230 [130 [2330 | entered in 24-hour
Time Out | ] | | | | [24.00 format (Military Time).
Time In | | | | | | j00:00 & Ex: working from
StopTime | | 530|530 |5:30 [6:00 [0300 | 6 pmto 3 am would be
Total Hours o 0 & [¢ & [ss [ss  |¢cntered asshown.
: (See Friday)
Enter tirme Sat Sun Mon Tue Wed Thu Fri
© (Use DO:00 format)  07/20 07/21 07/22 07/23 07/24 07/25 07/26 _ y
Shift Hours | | | | | | E N g(}’oﬁ_f?lé?f'f'fy f°[_ 2|
' : : - _ - . or 3" shift differentia
Start Time | | 500 |so0 [so0 [s00 1500 pay, enter eligible
‘Time Out | | o0 |00 |00 [1:00 [19:00 | hours on the
Time In I | 30 [i3o [130 [130 [1330 | appropriate days.
' Time Out | | | | | | |
Time In 1 1 1 I |
' Stop Time | | l#30 430 430 430 2330
| Total Hours o o B B 5 5B s

Timesheet hours will round up to the nearest 1/10" of an hour.
(i.e. If you work from 7:59 to 9:00 then you earn 1.1 hours)

Contingent Level Il Employees — See Page 7 for Leave Options
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Step 3: Completing the Totals Section

A shestos Pav Hours

A shestos Pav Honrs

Ei1 Weekly Keg Pay Hours

o iZall Houars 1N0n Zall Hours

[Total Hours 45Total Hours 40

[Twro WK Total Hours 85

BiWeekly 1.5 OT Hours 3
20

Eemarks

e Asbestos Pay Hours: If you qualify for asbestos pay differential (paid an additional 2 of

your hourly rate), enter the eligible hours for Week 1 and Week 2.

e On Call Hours: If you qualify for an on-call differential, enter the eligible hours for Week 1

and Week 2.

e Total Hours & Over Time Hours: Both of these totals will fill in automatically.

e Remarks: Type in any explanatory information that you feel necessary to communicate to

the Payroll Office.

STEP 4: Approve and Save Entries — then Logout

¥ Click here to approve your timeshesat

Sawve Entries |

Frintahle Timesheet

< Click the box to approve your timesheet.

< Click the “Save Entries” button to save the
time/hours you have entered on your
timesheet.

Click “Logout” at the top of the screen to
exit the timesheet.

If a Printout is desired, click the button for Printable Timesheet then the printer icon.
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Contingent Il Employee Time Sheets
Have Additional Lines for Leave

time/hours entry for

Enter time Sat Sun Mon Tue Wed Thu Fri
(Use 00:00 format) 073 07414 0715 07/16 07/17 07/18 0719
Shift Hours | | | |
StartTime | | |g:00  f18:00
Time Out | | [1:00  f23:00
Time In | | [1:30 [23:30
Time Out | | | |24:00
Time In | | | ||:||:|;|:|-| The difference in
L
I
|

UL N (CET Contingent Level Il
Work Hours 95 |85 Employees is the
Annual Leave Hours ED | | availability of leave.
Holiday Leave Hours | [ i ﬁgﬁg:;
Leave Code /IsLCTLY | | | & Sick
Leave Hours Ne_ A | | I
Leave Code | | | | |
Leave Hours | | | | |
Total Hours 0 o 8 |8 |8 [a5 [85
: Click on the “Lookup”
button to bring up the
Lookup Leawe Codes | Sawve Entries | leave codes available

to you.

¢ Annual and Holiday Leave can be recorded by entering the hours on the appropriate days
as shown above.

e To access the “Leave Codes” click into the box for the appropriate day, then click on the
“Lookup Leave Codes” button. A listing of leave codes available to you will display. Click
on the desired code and it will fill into the box on the timesheet.

o After the Leave Code shows on the appropriate day, enter the Leave Hours in the box
immediately under it.
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Approving Time Sheets

Each department has designated Supervisors with the responsibility:

¢ To verify that the employee has properly recorded hours worked
and leave used (if applicable);

e To make corrections as necessary;

o To approve the timesheet by the due date and time. Calendars showing pay dates are
available under the “Pay Periods” link on the navigational bar.

o If the Payroll Office does not receive an approved time sheet, the contingent or
student employee cannot be paid.

Due to State of Maryland restrictions on the Working Fund Office, employees not paid because
of missing time sheets, will not be able to get salary advances through the Working Fund.

STEP 1:

The “Employee Timesheet” page will display after following the login procedures as defined on
Pages 2 and 3 of this manual. To approve timesheets in your assigned approval group:

Ty, INSID@QWSGN
TOWSON :

URIVERSITY

= Madn Fage = Fary Feniods =Adrmin=rathve

Employee Timesheet

Good Afternoon

Listed belpw ars your acive fmeshects

Fay Period

Ervd E1ate

Department AJaix Title

Click on the “Administrative” tab located near the top of the page
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STEP 2:

At the Employee Timesheet Administrative Module, select Supervisor or Timekeeper option.

TOWSON

UNIVERSITY = filain Menu * [nactive Timesheets = | pave Statement

Employee Timesheet Administrative Module

Administrative menu

Approve Timesheets for group as a Supervisor

Sign Off On Timesheets for group as a Timekeeper

STEP 3:

Approval (supervisor) Approval (timekeeper)

Select Pay Period to A
Select Pay Period to Approve elact Pay Feriodito Approve

Select Pay Type: C Regular & Contingent
Select Pay Run ID: ICD?EEDE - Con PR 0713402 - 07/26/02 j

Select Pay Type: C Regular # Contingent
Select Pay Run ID: ICD?EEDE -Con PR O7/13/02 - 07/26/02 j

All recards:

Froceed to Approvals Screen
Only unapproved records; ©

Froceed to Approvals Screen |

Depending on the option chosen in Step 2 (Supervisor or Timekeeper), the appropriate screen
will display allowing the selection of:

e PayType: Regular or Contingent/Student
e PayRun ID: Pay Period defined by start and end dates

e Proceed to Approvals Screen
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STEP 4 - Option 1: Approval for Employees as a Group

Timekeeper: this screen lists all employee timesheets you are authorized to review.

Approval Search

Selact Al

Desalact Al

You are a Timekeeper for Group 104 - Financial Services

Fesetto Onginal Values

Submit Changes

2285 |Cele Cont i FRS T 40.00 40.00 0.00 |0.00 0.00 ¥ M I
Management 1
1765 |Ree caontl & Arcounts A 0.00 0.0o0 0.00 0.00 0.00 M M -
Stu Payable 1
°

Approval; or click on the employee’s name to access the actual timesheet.

¢ Click on Submit Changes to complete your review process.

Review employee time entry on this screen and check “Time App” for Timekeeper

Supervisor: this screen lists all of the approval groups you are authorized to approve. Clicking
on a group presents a listing of all the employees in that group.

Approval Search

This greup is: CANSDIR - CANS Director's Office

i has the following subgrousys)

sCANSCUSTSUP

CAMS Customer CANS I

SUppoT:
¥ou can approve timesheets for the following aitemathe group: =WoRKINGEURHD -
Selact All Desalect Al

Fiezelto Onginal Yalues

et

0ANSIYSNET
CARN A

o SyetEme =

SarEIng=

Submit Changes

Summary Timesheets for Pay Period Ending: Juty 26, 2002

Emg

R |

Tiil2 | Approval Groug

Sl

Contl & CANS Director's

Stu Office

Review employee time entry on this screen and check “Sup App” for Supervisor

Approval; or, click on the employee’s name to review/approve the actual timesheet.

Click on Submit Changes to complete the approval process.

10
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T | Option 2
Entgr time Sat Sun Mon Tue Wed Thu  Fri Supervisor
Ehlg:;_JtSI-EI 00:00 format) ~ 07/13 0744 0745 07/16 07/17 0718 07/19 Approval for
hers 1 1 1 1 1 | Individual
StartTime | | |g:00  fa00 |s00  fe00  fg:00 Employee
Time Out | | [12:00 f1200 [12:00 [12:00 [12:00
Time In | [iz30 [1z30 [iza0 [1z30 [izao | | I you chose tOfC“Ck
) _ _ _ _ _ _ on the name of an
StopTime | | 430|430 |430 |430 430 individual employee
Work Hours | | E E E E & rather than approve
Total Hours b [ [ & [ [ a group, that
- employee’s actual
Enter time Sat Sun Mon Tue Wed Thu Fr | mesheetwil
(Use O0:00 format]  07/20 07/21 07/22 07/23 07/24 07/25 o726 | aPpear.
Shift Hours | | | | | | |
Start Time | | |s:00  fa:00 |00 fe:00 {800
Time Out | | [t2:00 f1200 [12:00 [12:00 [12:00
Time In | | [12:30 f1230 1230 [12:30 (1230
' Stop Time | | [430 [430 430 (430 430
Work Hours | | B s s |8 s
| Total Hours |0 |0 E E E E E
WK-1 Total [40 [—
WK-2 Total [40
Two WK Total [0
Asbestos Pay Hoursll]
1.5 OT Hours |E| Review the time
entry, and click the
STD Hours foo ~| | box for Supervisor
:Approved by Employee on 03/26/2003 approval.
_ ¥ Supervisor click here to approve timesheet <
Approved by Timekeeper on 03/26/2003 Click the Save
Entries button.
Sawe Entries <
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"

TOWSON

UNIVERSITY

Timesheet Approval

Selected records were updated.

Feturn to Admin Options |

= flain Menu

Employee Timesheet

Note: Once the Supervisor approves the
employee’s timesheet, a message will
display indicating that Records Were
Updated.

NOTE: Timesheet entries can be corrected under certain circumstances.

e Employees can make corrections to the timesheet until the Supervisor has approved it.

o After that, only the Supervisor can make corrections.

e Once the departmental freeze has been applied, only Payroll can make corrections.

o Contingent/Student timesheets must be completed and approved by noon on the
Friday of each pay period end date. Following the deadline, the Payroll Office runs
the departmental freeze function to capture all completed and approved
timesheets for processing. If a correction needs to be made after the freeze is
applied, Supervisors must e-mail the Payroll Office at: payroll@towson.edu

12
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