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Accessing the Electronic Timesheet System
To access the William Paterson University electronic timesheet system sign on to

WP Connect at wpconnect.wpunj.edu
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Once logged into WPConnect, select Employee Applications.
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Once the Employee Applications page opens select Human Resources on the left;
under timesheets select Part Time Employee Supervisor Approval.
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Part Time Employee Timesheet System:
Below is the main page of the Employee Supervisor Approval Page. You can see the direct reports listed
on the bottom along with the status of their timesheets for the pay period.
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From the main page the supervisor can review previous pay periods and sort by timesheet status.
“Timelocations” is available for people who have direct reports from different areas in the organization.
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You can View and Edit the timesheet for the employee as well as Notify of Issue; which generates an
email to the employee notifying them to review and revise their timesheet.
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Viewing Employee Timesheet:

When viewing the timesheet you can see hours by day, week and pay period. Any comments will be
saved; any comments made by the Employee when submitting the timesheet can be reviewed here.
You can approve the hours submitted at the bottom of the page. You can print a copy of the timesheet
for your records by selecting Print Timesheet on the top left of the page. If you would like to exit
without approving the timesheet select the “X” on the top right of the timesheet.

Part Time Employee Timesheet System

| Details x>
SUBSM . Prit Timeshest k <
Employee: Banner 1D : Key :

Emplc  Supervisors :
Time Sheet Entry Date : 05/29/2013

Date Tre St 1 Teve Skt 2 Tene St 3 Dady Mours
Timel

Sat 05/16/13

Sun 05719/13

Moa 05/20/13 02:00 PM TO: 05:00 PN

Tue 05/21/13 10:30 AN TO: 12:00 PN 1230 PM TO: (500 PN

Statut

o B w

n

Weg 09:00 AM TO: 12:00 PM 1230 PN TO! 02100 PH

05/22/13
Tho 05/23/13 12:00 PM TO: 05:00 PN A
Fan i 08/24/13

e | Total: 20,5
Sat 05/25/13
Sun 05/26/13
Mon 05/27/11
Tue 05/28/13 0845 AN TO: 12:00 PN 1230 PM TO: 0S00 PN 7.75

Wed 01:00 PM TO: 0500 PR 4
0512913

Thu 05/30/13
Fn08/31/13
Total: 11,75

Total Time Worked : 32 25 hours
Total Pald Hours | 22 25 hours

Enter any comments If nessecary



Editing Employee Timesheet:

If an employee is unable to fill out the hours for his/her pay period, the supervisor can select EDIT and
fill out the hours on the employees behalf.
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Notify Employee of Issue with Timesheet:
If there is a discrepancy or an error in the timesheet you can select Notify of Issue and a comment field

will open where you can send the employee a message with any changes that need to be made to the
pay period. After selecting Notify an email will be sent to the Employee who can access their timesheet

to see the comment and make any adjustments needed.
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