
Electronic 
Timesheet 
(Student Assistants) 

RECORDING TIME USING TIME IN / TIME OUT 



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”. 



Click to access Time Sheet 



Choose the proper pay period 



REVIEW OF BUTTON OPTIONS FOLLOWS 



  “Position Selection” – Select to go back to previous selection option. 
Student assistants with more than one job should ensure that the 
proper job is being selected for time input. 



“Comments” – Available for free-form comments. 



“Preview” – For a “cleaner” view of hours input. 



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



“Restart” – Will completely re-start the timesheet, clearing all 
fields. 



Click to advance to next week, or go back to previous week 
(the button will toggle between “Next” and “Previous”) 



Click on a day to enter time 



 
 

Enter time in and time out. T ime MUST be entered to the 
nearest quarter hour, using the “7 minute rule”.  See the 
following two pages for an explanation of the “7 minute rule”. 







 
  

Enter time in and time out. T ime MUST be entered to the 
nearest quarter hour, using the “7 minute Rule”. 



 
  

Enter time in and time out. T ime MUST be entered to the 
nearest quarter hour, using the “7 minute Rule”. 

Click “Save” to save time entered. 



Total hours will calculate based on Time In and Time Out. 

Click on “Next Day” to advance to next day, or click on 
“Timesheet” to choose a different day. 



 Time MUST be entered to the nearest 
quarter hour, using the “7 minute Rule”. 



The system will not accept any time that is 
not rounded to the nearest quarter hour. 



Adjust the time as appropriate, then save. 



The system will accept time that is 
rounded to the nearest quarter hour. 

Click on “Time Sheet” to return to the 
time sheet. 



Click on “Preview” to 
view full timesheet. 



 Click on “Previous Menu” Daily time in and time out will be viewable 
to return to timesheet. on the timesheet in preview mode. 



Once timesheet accurately reflects time worked, click on “Submit for Approval” 
in order to submit time to your supervisor for approval. 



Entry of your PIN will again be required in order to certify your time. 



Once timesheet has been certified, you will get the message “Your time 
sheet was submitted successfully”. 



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



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

When e-mailing, be sure to 
include your J number and name 

in the text of the e-mail. 
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