
Time Sheet Entry 
 

Faculty and Exempt Staff (paid monthly) -Time Sheet Entry 
 

 

Getting to the Employee Services Menu 

1. Go to my.washburn.edu 
 

2. Enter your User Name and Password then click the Login button 

 

3. Click the Employees tab. 

 

4. Click the Submit/Approve Time Sheets link. 

 
 

 
 
 
 
Make sure you have a popup reminder on your calendar for each months due 
date for timesheets, as the date changes depending on the month. 
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Accessing Your Time Sheet 

1. Select Access my Time Sheet button and hit the select box at the bottom

 

2. Select the appropriate time sheet from the drop down menu (you can see the status of the time sheet 
next to the dates the time sheet covers) and click the Time Sheet button. 

 
 

 

Entering Time on a Salaried Time Sheet 

1. As a salaried employee, you only have to enter any time that you were away from work (using Sick 
Leave or Personal Leave). Click the Enter Hours link under the day you were gone (for example, if 

you were sick on May 4th, you would click the highlighted link below). 

 
 

 

2. Enter the number of hours you were out in the Hours box and click the Save button.
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3. Repeat this process for all leave time used during the month or anticipated to use before the last day of 
the month. When you are completely finished with a time sheet, click the 
Submit for Approval button. Time sheets have to be submitted by a specific date each pay period. Be  

sure to pay attention to what date the time sheet says it has to be submitted. 

 
 

4. After you submit your time sheet, you will see a message indicating it was submitted successfully. If you 
need to make any changes to the time sheet after it is submitted, you can do so, as long as the sheet 
hasn’t been approved by your supervisor, by clicking the Return Time button. 

 

5. Once submitted, your supervisor then either approves your time or sends it back to you for corrections. 
You will be able to view the status of your time sheet in the drop down menu when you are selecting 
which time sheet to edit or in the time sheet itself below the action buttons. 

 
 

Since we have to submit time and leave prior to the actual end of the month, there may be times when 
you actually use time the last week of the month and it was not reported on your timesheet due to the 
date the timesheets where due. If this happens email your supervisor and HR that you need to adjust 
your time used for the dates you were actually absent and how many hours to be adjusted. 


