MEMO

To:
Student Assistants

From:
Financial and Accounting Services

Subject:
Instructions for On Line Student Payroll

Date:
May 8, 2000

____________________________________________________________________________
Effective May 2000 the student time sheets are available on-line for student employment exclusive of Federal Work-Study and international employment.  Federal Work-Study and international student time sheets are estimated to be on-line in August 2000.  Until then, continue to complete the paper time cards as you are currently for Federal Work-Study and international employment.  More information related to the Federal Work-Study and international student participation on the On Line Student Payroll will be provided at a date closer to its availability.

Important details and instructions for this procedure are listed below:

State and Federal Tax, I-9, and Employment Status Forms
1.
Financial and Accounting Services requires that you have a W4, NC4, I-9, and an Employment Status (New Hire/Change of Status) form on file in their office.  Without this information, you will not have access to the on-line student time sheets.

The tax and I-9 forms will be given to you at the time of your initial employment with the department.

Your department supervisor or Administrative Coordinator for the department will complete the Employment Status form where you are employed upon your initial employment.

On line Student Time Sheet
The Student Time Sheet may be accessed through WIN.  You should fill in time worked every day – do not wait until the end of the month to create your time sheet.


Procedures:


a.
After logging onto WIN, you will need to click the Personal tab.


b.
Once there, you will click on the word Time Card in the square to the left.


c.
You begin by using the pull down screen under the heading Date.  Please choose the date for hours worked (1st, 2nd, 13th, 26th, etc.)



Notice that only the current month is available (i.e., once it is April 1st, only April will be available on the drop down menu until May 1st).



In addition, you may submit hours for more than one time per day.  For example: If you work from 10:15 - 11:45 AM and then 2:30 - 3:20 PM the same day, you will note these hours on a separate line for each day.



The system accepts hours until midnight (11:59 PM) of the system date but does not accept hours for a date beyond the current system date.  For example: If the current system date is May 3, 2000 and it is 3:00 PM, you can add hours all the way until a time of 11:59 PM for May 3, 2000, but you cannot add hours for May 4, 2000 until the system date is May 4, 2000 at 0:01 AM.
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d.
Then type in your starting time.


e.
Tab over and fill in your ending time including whether it was AM or PM.



You do not need to round your time to the nearest ¼ hour.  For example: you may begin working at 2:46 and stop working at 3:29.  The program will automatically calculate your hours (see Total Time Worked at the bottom of the screen) as well as your total monthly pay to date (see Pay at the bottom of the screen).



You must include whether the hours worked are in the AM or PM.


f.
You may make a notation concerning the hours you worked in the Comments section of the time sheet, i.e., if you are working for more than one faculty member or graduate student, then you can note this in the Comments section of the time sheet.  The Comments area provides additional information for your supervisor and is not forwarded on to Payroll.


g.
Once you have finished logging in your time for that day, you must click on the Save button.  Once you have clicked on the Save button, it will take you out of the time sheet screen.


h.
Each day you work you will need to add hours to your time sheet.  To add another line to the same day, click the Update button at the bottom of the form.  This will automatically add a time slot for that day’s hours and saves the time sheet.


i.
When you have finished working for the month (either the last working day of the month or the last day you have assigned duties), you must submit your time sheet to me.  In order to do this, you will click on Submit.



If you click on Submit before you are ready to, don’t panic.  Email your department supervisor or Administrative Coordinator for the department to Reject the form.  This will send it back to you and you can continue to update the form until the end of the month.



YOU MUST SUBMIT YOUR HOURS BY THE END OF EACH MONTH!  Once the month is over, you may not submit your hours.

SPECIAL ATTENTION!

You must submit hours worked each month.  In the past, you have been able to turn in time sheets late.  That is no longer possible.  If you do not submit the form by midnight of the current month, you will not be paid for these hours.


You must have all tax forms, etc. filed with Financial and Accounting Services before the link to the time sheet is available.  If you do not have the link, you cannot submit hours worked.  Therefore, you will not get paid.


If you have trouble with the student payroll process, call the Information Systems HELP desk for assistance.  The HELP desk can be reached at extension 4357 or email issc@wfu.edu.


The On Line Student Payroll has an on line HELP that explains each button and its function.

