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Click on Quick Links from ODU’s homepage, and select ODU Online.
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Login with your ODU issued user ID and password. Ifyou hav forgotien or need to change your password click
Please call the ODU Helpdesk at 614-253-3633, or oll free a1 838-251-0773,ifyou need assistance. Thank 0u.

Welcome Guest!

2015-2016 Course Catalog: Click Here
2014-2015 Course Catalog: Click Here:
2013-2014 Course Catalog: Click Here
2012-2013 Course Catalog: Click Here
For catalogs dating back to 2005: Click Here [Search for Sections

Click on Log In.

LOGIN | MAINMENU | CONT/

Lo6m | MR | CONTACT
b [ [ [

Logim

Enter ODU User ID and password, then click Submit.

o framm
s ’—_ This is your ODU User ID and password.

LOGIN | MANMENU | CONTACT US
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Wlcome Guest!

30152016 Course Catalog: Click Hate
2014-2015 Course Catalog: Click Hera

20122013 Course Catalog: Click Here
Foreatalogs daling back Io 2005 Click Here:

Click on the purple “Employees” tab above.

LOGIN | MANMENU | CONTACT US

OO
DM.QJC:AN LOG OUT | MAINMENU | EMPLOYEES MENU |
UNIVERSITY"

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU

The following links may display confidential information

Elpployee Biofle) Time Entry and Approval

Position Summary . .

Wy Sipends Tmeeny mmmmmm  Click on Time entry.
W-2 Electronic Consent Time history

Time approval (for supenisors)

W-2 Statements N !
T4 Electonic Consent Employee history {for superdsors)

T4 Slips . . §

Leawe Plan Summary Financial Information

Pay Advices Bank Information - Accounts Payable Only

Alert System Information

Budgeting
Budgetselection
Budgetsummary

LOG QUT | MAINMENU | EMPLOYEES MENU |
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Choose Only One Pay Period Start Date Pay Period End Date _Position Title StartDate Department Supervisor  Location Complete By Date

l 12615 121215 Adminiswaive ASsiS@nt 1211206 Anletcs Krystna M Lamb 1211515 06:00PM

-_— o

LOG OUT | MAINMENU | EMPLOYEES MENU | HELP | CONTACT

1. Click box for “Choose Only One”. This is to select the timecard you would like to modify.
2. Then click the Submit button.

Note: There can be more than one time card to choose from if
you have more than one position (usually students), and /or if

you have not completed your time card from the previous pay

period and it is the beginning of a new pay period.

. OHIO
DL?NZI;HAIC:{‘.;N LOG OUT | MAIN MENU | El

Time Entry
Note: Enter Time In and Time Out with either an "AM or P, —
Position Title Pay Period End Date Pay Cycle Department Location Supervisor Complete Entry By
Administrative Assistant 1201245 BiWeekly  Afnletics Krystina M. Lamb. 12/15/15 06:00PM
Leave Type Leave Balance
Annual Leave 187.50
Sick 29500 Deadline for time card to be
ers o) Doy Z7Ali2 Hours = completed and submitted.
Date Day Time In  Time Out Annual Leave Hours Sick Hours Other Time Hours Other Time Types Insert Line
11129115 Sunday | [ I | | | O
112915 Sunday | | | | | [ O
1113015 Monday | | | | | | M O
1130115 Monday [ [ I | | | O
120115 Tuesday | [ [ | | [ O
1200115 Tuesday | | | | | | M O
1200215 Wednesday [ [ I | | | M O
120215 Wednesday | [ I | | [ m}
1200315  Thursday | | | | | [ O
1200315 Thursday [ I r I T [ o
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Date Day Time In Time Out Annual Leave Hours Sick Hours Other Time Hours Other Time Types Insert Ling
1285 Sunday | [ | | [ [ M O
RIS Sunday | T ' I | \ I M O
TIRONS - NonSE [550a [12:30p I | | | M0
s wena, i3 [ip | J | M O
OIS Teesdar | I I I T I ™ O
120115 Tuesday | I I | ‘ I E a
el M | I | | I | MO
12015 Wetnesday | [ [ [ \ [ M O

In this example, the employee worked 8:30a.m. to 4:30p.m. and took
one hour lunch from 12:30p.m. to 1:30p.m. for a total of 7 hours
worked.

You must enter an “a” for a.m. and a “p” for p.m. for the system to
calculate appropriately.

You must also be sure to type a colon between hours and minutes
(unless recording whole hours).

This is the bottom half of the web time card.

121015 Thursday ’— ’— ,_ l_ ’— l—z ]
121115 Friday | ‘ ,_ l_ '_ I E O

121115 Frigay ‘ [ ,_ l_ [— I MO .

i s I i — E_mployee signs the
i Seuwtay | ‘ — — = lE time card here by

check marking box
Avoid signing until

Do not use! This function is not used to enter
previous hours!

all hours for the
Checing i bxcacomes o ; e anaeaay o supenisrappomt [ — Day period are

Supenisor Detision  Pending Approval recorded.

Supentsor Comments [
Supersors E-mail Address  [ambk@ohiodominican edu

Click Submit to record time! Hours are not T _
submitted until this step is completed.

Addiional Time(Prior Period) [




MPLOYEES

Please be aware that you have not marked your ime entry as complete

PayPeriod End Date 121215
Time EntryStatus  Not Complete

Confirmation

. Indicates employee has not signed time card.

Current Pay Period Hours

Regular Hours 7.00
Annual Leave Hours 0.00
Sick Hours 0.00
TToalHous  7.00

After clicking on Submit, the system records your hours

appropriately.

OK

LOG OUT | MAINMENU | EMPLOYEES MENU | HEL

Date
112915

112015
113015
113015
120115
120115
120218
120215
1200315
120315
12004115
120415
1200515
1200515
1200615
1200615

120715

Day

Enter
vacation
hours in
this
column.

Enter
sick
hours in
this
column.

11

Time In Time Ont_ Annual Leave Hours Sick Hours _Dthlr Time Hours Other Time Types)

Enter applicable
other times in the
“Other Time Types”
column and label
with appropriate
leave type from the
drop down menu.

Sunday [

[ [

Sunday [

Monday [og:30AM | [12:30PM

Monday |

o1:30PM | [oda:30PM

Tuesday |

Tuesday |

Wednesday [

Uniersity Closed
Jury Duty

Wednesday |

Thursday |

Special
Holiday Overtime
University Closed Crertime

Thursday |

Friday. |

Friday |

Saurday |

saturdzy |

Sunday |

sunday |

Monday [

[l el [<] Lel <] L] <] (<]

Insert Line

m}

Oojoolooooooooooooo
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. Date Day nime In Time Out Annual Leave Hours SICK Hours ) Other TIMme Hours Other TIme Types

1129015 sunday [ [ [ [ [ [ [~]
1172815 sunday [ [ [ [ [ | Il
113015 Mondsy [gasoaM | [1z30PM [ [ [ [ [~
113018 Monday [g1.30PM  [04.30PM [ [ [ [ =
1201145 Tuesday [ [ e [ [ [
12ons Twesaay [ [ [ [ [ | Il
120215 Wednesday [5a [i2p [ N [ [ [~
1200245 Weonesday [ [ | I [ [ [ =
1200315 Thursday [sa [ip [ [ 5] [Personal Time [~]
1Zmans Thsaay [ [ [ [ [ [
12104115 Friday | [ [ [ [ [ I~
12004115 Faday [ [ [ [ I I =
120515 Sabrday [ [ [ [ [ [
1210515 sawrday [ [ I [ [ [

Employee will not be able to go into a negative leave balance. From the
example above the employee cannot use more than 7.5 hours of personal
leave or the time card will error out.

Leave balances do not apply to students.

PayPeriod End Dale 1212115

Time Enry Status ot Complele

" not marked your §me enfr

Regular Hours

Annual Leave Hours

Sick Hours
Personal Time:
Total Hours:

Current Pay Period Hours

16.00
800
4n
3

3100

This is the summary confirmation screen that will reflect all
hours entered for the pay period.

LOG OUT | MAINMENU | E
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Overview

This is not a timeclock system. A.M. and
P.M. are critically important!

There is no military time used.

Remember to click the “Submit” button at
the bottom of your time card to record
your time appropriately.

For hourly staff, please record to the
nearest quarter hour (15 minute
increments, i.e. 8:07a would be 8:00a and
8:08a would be 8:15a.)

Avoid signing time card until it is
completed for the entire pay period.

A
OIC

Contract Katie Farley, Payroll Administrator
farleyk2 @ohiodominican.edu
614.251.4748
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