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Web Time Card 

Training

Content Slide

Click on Quick Links from ODU’s homepage, and select ODU Online.
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Content Slide

Click on Log In.

Enter ODU User ID and password, then click Submit.
This is your ODU User ID and password.
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Content Slide

Click on the purple “Employees” tab above.

Content Slide Click on Time entry.
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Content Slide

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.

Content Slide

Deadline for time card to be 
completed and submitted.
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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.
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Overview
• is is not a timeclock system. A.M. and P.M

After clicking on Submit, the system records your hours 
appropriately.

Indicates employee has not signed time card.

Enter 
vacation 
hours in 

this 
column.

Enter 
sick 
hours in 
this 
column.

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

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

Overview

Questions?????

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

mailto:farleyk2@ohiodominica.edu

