
Web Time Entry (WTE)

Instructions for entering employee 
time using goNSU
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Select period from the drop-down menu
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Click the clock icon to clock in or out
Note the date
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Time is rounded
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Verify the Total Hours
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Successfully submitted time sheet
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Notice the Status says Returned for Correction
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Notice if the approver rejects (returns) 
the timecard
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Notice Summary and Detail lines. Also notice 
Comments.
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Comments are required when manually entering time.
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Comments are required when manually entering time. 

Another example.
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Click Submit for Approval when time sheet 

corrections have been made.
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Time Sheet submitted, waiting on approval.
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Approved Time Sheet
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Approved with Comments
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