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Web Time Entry Overview

Web Time Entry (WTE) allows employees to enter time worked on a web-
based time sheet in PipelineMT.

WTE Time Sheets are available on the first workday of each pay period.

Pay periods begin on the 16™ day of each month and run through the 15
day of the following month (ex: May 16 — June 15). The submission
deadline is two working days after the 15%.

Meet your submission deadlines. This is how you get paid!
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PipelineMT Login Page

www.mtsu.edu/pipelinemt

Log in to your account by using your MTSU
username and password

If you need assistance contact the MTSU Help
Desk at help@mtsu.edu or 615-898-5345
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Find Your Time Sheet

MIDDLE TENNESSEE Ppe||neMT

SSTATE UNEVIERSIERY

A » Employees

Home

2

_— Pay and Job Information
Registration & Student

e @ @
« Jobs Summary

Academic Resources « Eamings Hj Leave Report Time Entry Leave Balance Update Direct Deposit
Allocation

()

A%

Billing & Payment

Employees

[E]

Update W-4
Withholding
Finance
o Resources
Electronic Personn
« Deductions Histol
« Miscellaneous Benefits - EPAF Approver Summary
« Benefit Statement « EPAF Originator Summary
- New EPAF
= EPAF Proxy Records
= Actas a Proxy
ATREA -7 at ¥ L Lt - ——
- -



Time Sheet Selection Page

*  Select your time sheet by clicking the button next
to the title and department under “My Choice”

* If you have multiple positions MAKE SURE

Time Sheet Selection

@ Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

P>
you select the correct department to enter your e ————
hours - : .
Title and Department My Choice Pay Period and Status
*  Select the pay period for the department in Coordinator-Payroll, 609290-00 ® [Apr 16, 2018 to May 15, 2018 In Progress V|

which you have hours to enter by clicking the Human Resource Services Payroll, T2090A

dropdown box.

*  The default “Pay Period and Status” is the latest

month. You will have access to three previous '
months’ time Sheets from thls page R ELEASE: 8-12.1-5 pROD v SSBPRODZ

4
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Choose Department then Pay
Period then click TIME
SHEET button

*  Choose your time sheet period and click the
TIME SHEET button
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Entering Hours on Your

Click the “Enter Hours” link under the

Time Sheet

appropriate date

Leave Request

¥ select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period.

Time Sheet
Name: | Student Name
Title and Number: Student Help-Ticket Office -- 518880-00
Department and Number: Ticket Office - T20210
Time Sheet Period: Feb 16, 2018 to Mar 15, 2018
Submit By Date: Mar 20, 2018 by 12:30 PM

Total
Hours | Units

Shift | Default Saturday Sunday Monday Tuesday Wednesday | Thursday

Feb 17, Feb 18, Feb 19, Feb 20, Feb 21, Feb 22,

Friday
Feb 16,

2858 2018 2018 2018 2018 2018 2018
Campus Student 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
W/O FICA
Total Hours: 0 0 0 0 0 0 0 0
Total Units: 0 0 0 0 0 0 0 0
Previous Menu ” Preview ” C H Submit for Approval ” Restart ” Next ]

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Time In and Out
Time In and Out Page ¥ Enter time in intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours.
Date: Friday , Feb 16, 2018
Earnings Code: campus Student W/O FICA
Enter each work session at the same
$ % > v v 0
time, i.e., enter the time you began L] ] ] [ [V
5 o 5 1 AM Vv AM VvV 0
working and the time you ended on line
G X 1 AM v [am V] 0
one before beginning a new line. - YRS TR .
g S 1 AM V AM V 0
If you work a split shift, have a class ,
between work hours, take a lunch break,
etc. enter these sessions separately. L Previous Monu. || Next Do |
| Add New Line H Save ” Copy Il Delete |
Hours are entered in the 99:99 format at
15 minute intervals, 1.e., 10:00, 04:30, etc.
)

BIPS o ¢ o o g s e~ 3 -y 2 e > T — 2 o = B e
- - F

L



)

Time In and Out

P Enter time in intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:3
l Date: Friday, Feb 16, 2018 ]
arnings Code: campus Student W/O FICA

Entering Hours Continued. ..

1 | [08:30 | [AM V] [03:00 lpM V| 6.5
1 AM Vv AM Vv 0
Look at the “Date” to verify you are on the 2 | | > o
]| | [am v AM V 0
Enter Time In (time work session began) and ] | | [ T X
Time Out (time work session ended) in correct : L
format 6.5
Make sure you choose AM or PM | Previous Menu || Next Day |
AM = 12:00 midnight to 11:59 AM | Add New Line || Save || Copy || Delete |
PM = 12:00 noon to 11:59 PM
Account Distribution

Enter each day’s work session on separate line

Earnings Code Shift Hours

Once hours are entered click the SAVE button Campus Student W/O FICA | 1 6.5 | [ Account Distribution
(Total hours will calculate once saved)
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Time In and Out Navigation

Buttons Explanations

Previous Menu — Returns to the Time Sheet
Selection page

Next Day — Time In and Out page for the
tollowing day will appear

Add New Line — Adds an additional line

Save — Saves entered hours and calculates
totals for each line and day

Copy — Can copy same hours to other days
at one time

Delete — Deletes hours entered for this day

Time In and Out

P Enter time in intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:3

Date: Friday . Feb 16, 2018
Earnings Code: campus Student W/O FICA

Total Hours

1 | [08:30 | [AM V] [03:00 lpM V| 6.5
I Y [ ] @y 0
L] | [am v [am V] 0
L] | lam v [am V] 0
L || | lamv] [ [ [am V] 0

6.5

| Previous Menu H Next Day |
| Add New Line “ Save “ Copy H Delete I

Account Distribution

Earnings Code Shift Hours

Campus Student W/O FICA 1 6.5 Account Distribution
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When you work the same
exact hours each day...

If you have a standard work schedule the
copy feature will allow you to enter
hours for one day and then copy the
hours to other days at one time

Enter hours as previously discussed

Select the COPY button once you have
saved your hours

Time In and Out

P Enter time in intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:3

Date: Friday . Feb 16, 2018
Earnings Code: campus Student W/O FICA

Total Hours

1 | [0s:30 | [AM V] [03:00 lpM V| 6.5
I Y [ ] @y 0
L] | [am v [am V] 0
L] | lam v [am V] 0
L || | lamv] [ [ [am V] 0

6.5

| Previous Menu H Next

Add New Line || Save | Copy ||} Delete

Account Distribution

Earnings Code Shift Hours

Campus Student W/O FICA 1 6.5 Account Distribution
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Copying the same exact
hours to different days...

Only use this feature if you have a standard
work schedule from day to day

Click the box under each day of the week
for the days that the hours are the same.
Do not click the box for the day that you
used to enter hours to copy

Click the COPY button to save your hours

Click the Time Sheet button to return to
the time sheet and make sure hours appear
and are calculated

Copy

? Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are cog
select Copy, Hours or Units and Account Distribution is also copied.

Earnings Code: Campus Student W/O FICA

Feb 16, 2018, 6.5 Hours
Copy from date displayed to end of the pay period: O

Date and Hours to Copy:

Include Saturdays: O
Include Sundays:

Copy by date:

| O d O

Time Sheet Previous Men‘




Hours Have Been Entered and Calculated

Submit By bate:

Default
Hours or
Units

Campus Student

Total

Hours | Units | Feb 16,

Total

Saturday
Feb 17,
2018

| Mar 20, 2018 by 12:30 PM

1 6.5 6.5 Enter Hours Enter Hours Enter Hours

W/O FICA
Total Hours: £5 6.5 0 0 0
Total Units: 0 0 0 0 0




)

O

“w Default Saturday Sunday Monday Tuesday Wednesday | Thursday
Hours or Hours | Units | Feb 16, Feb 17, Feb 18, Feb 19, Feb 20, Feb 21, Feb 22,
. . . Units 2018 2018 2018 2018 2018 2018 2018
Preview — Opens a preview page that will allow Fomm—T—— ‘ A e == ey o 25 eeiiom || it
you to view your time sheet for the entire e — - - - - - -
month. Use the scroll bar at the bottom of the page to Forar e . . 0 0 0 0 0
revien 677177"6 flﬁ% J‘beet Previous Menu H Preview H Comments H Submit for Approval ” Restart ” Next ‘ L
Comments — You and your supervisor can enter Approved by: I
comments. Comments are NOT confidential e o
Submit for Approval — Submits Time Sheet to
supervisor for approval
Restart — Clears all entries made on each day
Previous/Next — Click this button to go to the
next or previous seven days of the pay period
3 for entering hours %
/’a \ '/h

Time Sheet Buttons
Navigation Explanations

Previous Menu — returns you to the Time Sheet
Selection Page

¥ Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Name:

Title and Number:
Department and Number:
Time Sheet Period:

Submit By Date:

I Student Name

| Student Help-Ticket Office -- 518880-00

Ticket Office -- T20210
Feb 16, 2018 to Mar 15, 2018

| Mar 20, 2018 by 12:30 PM
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Submitting Your Time Sheet
For Approval

The “Submit By Date” is the date your
supervisor must have your time sheet

¥ Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Name: Student Name
Title and Number:

Department and Number: Ticket Office -- T20210

Student Help-Ticket Office -- 518880-00

e

Submit By Date: Mar 20, 2018 by 12:30 PM

Earning Shift | Default Total | Friday Saturday | Sunday Monday Tuesday Wednesday | Thursday

approved and submitted to Payroll Services e e P o o Y Pl Y P P P Yo
Crpetiget | § ‘ o| 405 65| EnterHours | Enter Hours 35 Enter Hours | Enter Hours

If you do not submit your time sheet Fotal Hours: ws 5 : ) o 0 0

and/or it is not approved by the listed e : d ° Z d g C

deadline you Wi]_l not get Paid! In thls Previous Menu || Preview \.[ Comments || Submit for Approval || Restart || next |

case, 2 back-hour manual time sheet must S |

be completed by you and submitted to Wik i boproudlFrome

Payroll Services by your supervisor. You

will be paid the following month provided

you meet that submission deadline

- -



)

Submitting Your Time Sheet
for Approval

PREVIEW...PREVIEW.. . PREVIEW!!!

¥ Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Name: I Student Name
Title and Number: | Student Help-Ticket Office -- 518880-00
Department and Number: Ticket Office -- T20210

Time Sheet Period: Feb 16, 2018 to Mar 15, 2018

Submit By Date: | Mar 20, 2018 by 12:30 PM

Default Total | Total | Friday Saturday Sunday Monday Tuesday Wednesday | Thursday
N S Hours or Hours | Units | Feb 16, Feb 17, Feb 18, Feb 19, Feb 20, Feb 21, Feb 22,
V ‘X 7 b Units 2018 2018 2018 2018 2018 2018 2018
Cth the PRE IE utton tO Verlfy that Campus Student 1 0 405 6.5 Enter Hours Enter Hours 35 Enter Hours Enter Hours
W/O FICA
you have entered all of your hours worked ot ours e : : " " "
Total Units: 0 0 0 0 0 0
and that the dates and hours are correct -
Previous Men rPrewew ‘ mments H Submit for Approval || Restart ” Next ‘
Submitted for A| |
Approved By:
Waiting for Approval From:
Ty
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Submitting Your Time Sheet
¥ Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period.
for Approval
Name: I Student Name
Title and Number: | Student Help-Ticket Office -- 518880-00
Department and Number: Ticket Office -- T20210
After you have reviewed and determined :':msthay‘:t" |;“2‘; e
that your tlme Sheet ls CorreCt Cth the Default Total Tot_al Friday Saturday Su'l;day Mo;lday Tu:sday W(l:)dnesday Th:rsdav
SUBMIT FOR APPROVAL button i el | il st e s i e s i
Campus Student 1 ‘ 0 405 6.5 Enter Hours Enter Hours 35 Enter Hours Enter Hours
W/O FICA
Once you have submitted your time sheet FotalHours: s 5 ; ; 5 0 0
for approval you no longer have access to - < g ° g ) ° d
make any changes. If you need to make a s":"f:(":"f""“” — ” mmw“ [ et I‘
. ubmitte: 'or Approva y:
change contact your supervisor and ask to approved oy }
have your time sheet returned for WiapucirAuoroniifran
correction. Make your change immediately
and resubmit for approval.
Remember, deadlines are in effect and this
is how you get paid!
/'(’Q, \ '/6
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How to Verify Your Time
Sheet Has Been Submitted

In the top left-hand corner of your time
sheet look for “The time sheet was
submitted successfully” statement

On the “Submitted for Approval By:” line
you will see your name and date of
submission

On the “Waiting for Approval From:” line
will be your supervisor’s name

If you do not see these check for an error
message and/ot contact yout supervisor

/L The time sheet was submitted successfully. ]

Time Sheet

)

Name:
Title and Number:
Department and Number:

Time Sheet Period:

Submit By Date:

Campus Student
W/O FICA

Default
Hours or
Units

Total | Total
Hours | Units
0 6.5

Friday
Feb 16,
2018

Student Name

Student Help-Ticket Office -- 51

Ticket Office -- T20210

Feb 16, 2018 to Mar 15, 2018

Mar 20, 2018 by 12:30 PM

Saturday
Feb 17,
2018

Enter Hours

Sunday
Feb 18,
2018

Enter Hours

8880-00

Monday
Feb 19,
2018

Enter Hol

Total Hours:

6.5

Total Units:

Previous Menu || Preview

Approved By:

Submitted for Approval By:

Waiting for Approval From:

Comments

Approve

Lisa A Mitchell on March 18, 2018

James E Kentfield




Approved Time Sheet

Once your supervisor has approved your
time sheet you will see his/her name on
the “Approved By:” line

Your time sheet has been submitted to
Payroll Services and awaiting processing

o

@

)

/L The time sheet was submitted successfully.

Time Sheet
Name: Student Name

Title and Number:

Student Help-Ticket Office -- 518880-00
Department and Number: Ticket Office -- T20210

Time Sheet Period: Feb 16, 2018 to Mar 15, 2018

Submit By Date: Mar 20, 2018 by 12:30 PM
Default Total | Total | Friday Saturday Sunday Monday
Hours or Hours | Units | Feb 16, Feb 17, Feb 18, Feb 19,
Units 2018 2018 2018 2018
Campus Student 0 6.5 6.5 Enter Hours Enter Hours Enter Hol
W/O FICA
Total Hours: 6.5 6.5 0 0
Total Units: 0 ) 0 0

I Previous Menu ” Preview ” Comments ” Approve ” Next |

bmitted for & al By: Lisa.Additchell o March 18, 2018
Approved By: James E. Kentfield
WaTtIE TOT AP PTOVaAT TN
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Troubleshooting

I have not submitted my time sheet and I
have put time on the wrong day.

Click on the hours under the date that needs
changing

Click the DELETE button and then click the
SAVE button—Do NOT enter zero’s to correct
time

Click PREVIOUS MENU button and click on
correct date and enter time

Time In and Out

@ Enter time in intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours.

Date: Friday . Feb 16,2018
Earnings Code: campus Student W/O FICA

Total Hours

i AM Vv [am v| 0
L] AM Vv [am V| 0
L] AM v [am V| 0
b ] [am V| AM V 0
1 ] AM v AM V 0

0

| Previous Menu H Next Day |

Add New Line || Save || Copyl|| Delete
| I |[ copy

)
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/L The time sheet was submitted successfully.
Time Sheet

Name:

Title and Number: ket Office -- 518880-00

Department and Number:

Troubleshooting

Time Sheet Period:

8 to Mar 15, 2018

Submit By Date: 0,2018 by 12:30 PM

I have alteady submitted by time sheet e E et
> Units 2018
and need to make a correction Campus Student 1 ‘ 0 6.5 Enter Hours Enter Hours Enter Hol
W/O FICA
Contact your supervisor immediately and ask Total Hours: = = 5 =
to have your time sheet returned to you for Total Units: o 0 0 0

correction

Previous Menu ” Preview “ Comments ” Approve H Next |

Make your changes and resubmit for approval Submitted for Approval By: Lisa A Mitchell on March 18,2018

X X Approved By:
Advise your supervisor that you have

;i X Waiting for Approval From:
resubmitted your time sheet

James E Kentfield

REMEMBER DEADLINES!

i
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What else do I need to know?

Student and Temp Houtrly employees are paid on the last
business day of the month via direct deposit.

DO NOT close your checking/saving account until you
have received your last paycheck.

If you change banks you must notify Human Resource
Services no later than the second week of the month,
otherwise keep your old account open and make the
change for the next month. Direct Deposit accounts can be

changed through your PipelineMT account.

Do not wait until the last day to enter your time. Enter
your hours worked throughout the pay period. Do not
submit your time sheet for approval until you have
everything entered and verified.

PREVIEW...PREVIEW...PREVIEW!

Watch deadline dates closely. If your time sheet has not
been approved by the deadline remind your supervisor.

Do not use the BACK arrow of your browser to navigate
through your time sheet

DO NOT give others access to your PipelineMT
username and password. PipelineMT is the gateway to
all of your personal information.

Human Resource Services corresponds with you through
your MTSU email account only.

Always submit your time sheet on time!

You’ve earned your pay!
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For More Information or Assistance Contact

Jamie Parker, Payroll Supervisor
Jamie.Parker(@mtsu.edu

615-898-5727

Additional information can be found at
http:/ /www.mtsu.edu/hrs/leavereporting/web time entryv.php

Revised December 2022
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