Electronic
Timesheet

(Graduate Assistants)



TIME SUBMISSION DEADLINE:

10:00 AM on Monday of pay week



Please visit the Payroll Department’s website.
Payroll calendars, with applicable deadlines
are available for review.

HTTPS://WWW.SOUTHALABAMA.EDU/DEPARTMENTS/FINANCIALAFFAIRS/PAYROLL


https://www.southalabama.edu/departments/financialaffairs/payroll

Once logged into PAWS, you should have a menu similar
to the one above. Click on “Employee Services”.



2015 Ellucian Company L.P. and its affiliates.






Title and Number:

Department and Number:

Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00
Payroll Accounting -- 172400
Feb 07, 2016 to Feb 20, 2016

Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
Enter Hours| Enter Hours Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours|
Total Hours:
0 0 0 0
Total Units:
0 0 0 0 0

Position Selection || Comments || Preview || Submit for Approval || Restart || Next |

Submitted for Approval By:

Approved By:

Waiting for Approval From:

REVIEW OF BUTTON OPTIONS

FOLLOWS

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00
Payroll Accounting -- 172400
Feb 07, 2016 to Feb 20, 2016
Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
Enter Hours| Enter Hours Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours|
Total Hours:
0 0 0 0 0 0 0
Total Units:
0 0 0 0 0 0 0 0

| Position Selection || Comments || Preview || Submit for Approval || Restart || Mext | "POSItIOI’] SeleCtlon” - SeIeCt to go baCk tO preViOUS SeleCtlon Opt|0n

Submitted for Approval By:

Approved By:

Waiting for Approval From:

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00
Payroll Accounting -- 172400
Feb 07, 2016 to Feb 20, 2016
Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
0 Enter Hours Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours| Enter Hours

Total Hours:

0 0 0 0 0 0 0
Total Units:

0 0 0 0 0 0 0

Position Selection Comments || Preview || Submit for Approval || Restart || MNext |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

“Comments” — Available for free-form comments.

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00

Payroll Accoun

ting -- 172400

Feb 07, 2016 to Feb 20, 2016
Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
Enter Hours| Enter Hours Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours|

Total Hours:

0 0 0 0 0 0 0
Total Units:

0 0 0 0 0 0 0

']

Position Selection || Comments || Preview || Submit for Approval || Restart || Next | “Preview” — For a “Cleaner" V|eW Of hours |nput

Submitted for Approval By:
Approved By:
Waiting for Approval From:

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00

Payroll Accoun

ting -- 172400

Feb 07, 2016 to Feb 20, 2016
Feb 23, 2016 by 10:00 AM

Position Selection || Comments || Preview || Submit for Approval || Restart || MNext |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

“Submit for Approval” — Used when ready to submit time to
your supervisor. User certification will follow, using PIN.

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
0 Enter Hours Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours| Enter Hours
Total Hours:
0 0 0 0 0 0
Total Units:
' 0 0 0 0 0 0

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.






Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00
Payroll Accounting -- 172400
Feb 07, 2016 to Feb 20, 2016
Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
Enter Hours| Enter Hours Enter Hours| Enter Hours| Enter Hours Enter Hours| Enter Hours|
Total Hours:
0 0 0 0 0 0 0
Total Units:
0 0 0 0 0 0 0 0

Positon Selection || Comments || revien | Submitfor Approval || Restart |[ et | g Click to advance to next week, or go back to previous week

Submitted for Approval By:

Approved By:

Waiting for Approval From:

(the button will toggle between “Next” and “Previous™)

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Title and Number: Graduate Assistant -- 666007-00

Department and Number: Payroll Accounting -- 172400
Time Sheet Period: Feb 07, 2016 to Feb 20, 2016
Submit By Date: Feb 23, 2016 by 10:00 AM
Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
0 0 Enter Hours ‘ Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours| Enter Hours
Total Hours:
0 0 0 0 0 0 0 0
Total Units:
0 0 0 0 0 0 0 0

Position Selection || Comments || Preview || Submit for Approval || Restart || MNext |

: Click on a day to record hours worked.
Submitted for Approval By:

Approved By:
Waiting for Approval From:
RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Submit By Date:

Earning:
Date:
Shifi:
Hours:

| Save || Copy || Account Distribution |

Hours Worked (ACA Tracking)

Feb 08, 2016
1

L 1]

Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 132, 2016
Hours Worked (ACA Tracking) 1
0l Enter Hours| Enter Hours| Enter Hours| Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours:
4] 0
Total Units:
1] 4] 0

Position Selection || Comments || Preview || Submit for Approval || Restart || Next |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

Enter hours, then either click on “Save”, or press

the Enter key on your keyboard.

RELEASE: 8.8

© 2016 Ellucian Company L.P

. and its affiliates.




Submit By Date:

Earning:
Date:
Shift:
Hours:

| Save || Copy || Account Distribution |

Hours Worked (ACA Tracking)

Feb 08, 2016
1

ER—

Feb 23, 2016 by 10:00 AM

Earning shift |Default Total Total |Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
0l 5 Enter Hours| Enter Hours| Enter Hours| Enter Hours Enter Hours Enter Hours
Total Hours:
5 4] 4] 0 o o 0
Total Units:
1] 4] Q0 0 o o 0

Position Selection || Comments || Preview || Submit for Approval || Restart || MNext |

Submitted for Approval By:

Approved By:

Waiting for Approval From:

Click on “Preview” to
view full timesheet.

RELEASE: 8.8

© 2016 Ellucian Company L.P. and its affiliates.







Submit By Date:
Earning:

Date:

Shift:

Hours:

| Save || Copy || Account Distribution |

Hours Worked (ACA Tracking)

Feb 08, 2016
1

Feb 23, 2016 by 10:00 AM

Earning

Shift

Default
Hours or Units

Total
Hours

Total
Units

Sunday
Feb 07, 2016

Monday
Feb 08, 2016

Tuesday
Feb 09, 2016

Wednesday
Feb 10, 2016

Thursday
Feb 11, 2016

Friday
Feb 12, 2016

Saturday
Feb 13, 2016

Hours Worked (ACA Tracking)

Enter Hours]

Enter Hours]

Enter Hours]

Enter Hourg

Enter Hours

Enter Hours

Total Hours:

Total Units:

Position Selection || Comments || Preview || submit for pereval || Restart || Nt | Qe timesheet accurately reflects leave taken, click on “Submit for Approval”

Submitted for Approval By:
Approved By:
Waiting for Approval From:

in order to submit time to your supervisor for approval.

RELEASE: 8.8

© 2016 Ellucian Company L.P. and its affiliates.



RELEASE: 8.9

2016 Ellucian Company L.P. and its affiliates.




Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Graduate Assistant -- 666007-00

Payroll Accounting -- 172400
Feb 07, 2016 to Feb 20, 2016

Feb 23, 2016 by 10:00 AM

Earning

Shift

Default
Hours or Units

Total
Hours

Total
Units

A

Y
Feb 07, 2016

Monday
Feb 08, 2016

Tuesday
Feb 09, 2016

Wednesday
Feb 10, 2016

Thursday
Feb 11, 2016

Friday
Feb 12, 2016

Saturday
Feb 13, 2016

Hours Worked (ACA Tracking)

Enter Hours| Enter Hours Enter Hours| Enter Hours Enter Hours Enter Hours|

Total Hours:
0 0 0 0 0

Total Units:
0 0 0 0 0 0

Position Selection || Comments || Preview || Next || Return Time

Submitted for Approval By:
Approved By:
Waiting for Approval From:

You on Feb 20, 2016

Foghorn Leghorn

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

After time has been entered and submitted, two options are to exit
PAWS, or select another position (if you have more than one job).

Graduate Assistant -- 666007-00
Payroll Accounting -- 172400
Feb 07, 2016 to Feb 20, 2016

Feb 23, 2016 by 10:00 AM

Earning Shift |Default Total Total d Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours |Units |Feb 07, 2016 Feb 08, 2016 Feb 09, 2016 Feb 10, 2016 Feb 11, 2016 Feb 12, 2016 Feb 13, 2016
Hours Worked (ACA Tracking) 1
0 Enter Hours| Enter Hours| Enter Hours| Enter Hours Enter Hours| Enter Hours|

Total Hours:

0 0 0 0 0
Total Units:

0 0 0 0 0

Position Selection || Comments || Preview || Next || Return Time

Submitted for Approval By:
Approved By:
Waiting for Approval From:

You on Feb 20, 2016

Foghorn Leghorn

RELEASE: 8.8

2016 Ellucian Company L.P. and its affiliates.



Contact Payroll at 460-7868, or
payroll@southalabama.edu
should you need assistance.

When e-malling, be sure to
INnclude your J number and name
IN the text of the e-maill.


mailto:payroll@southalabama.edu

	Electronic Timesheet
	TIME SUBMISSION DEADLINE:

