WebAdvisor Student Time Sheet Instructions

1. After logging into WebAdvisor, select “Enter Student Time Sheet”
under the heading Student Time Sheets.
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WebAdvisor Student Time Sheet Instructions

2. Select the current academic year. If you are working during the
summer, keep in mind it runs July 15t to June 30™. May and June
hours fall in the previous academic year, while July and August
hours will be under the upcoming academic year.

ALLEGHENY COLLEGE

WebAdvisor

CURRENT STUDENTS

View/Enter Time Sheet

* = Required

Select the Academic Year~ | 2017/2018 Academic Year ¥

SUBMIT

| LosOur | ManMsw SwosnsMeny  Hap Cowmact Us

WebAdvisor 3.0

FOWERED BY DATATEL

3. You may work more than one job, or the same job during
different periods of the year (i.e. summer, academic year, or
winter break), so you need to watch the job title or fall start date
to select the correct job.
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Please select the job for which you wish to enter hours

Select GL Numb Rate Pay Code Job Title Supervisor Department Fall Start Date Fall End Date Spring Start Date Spring End Date
24 Summer Intemn | Eckart, Natasha N. | Financial Aid 7 7 7 08/28/2017
1 Student Intern | Eckart. Natasha N. | Financial Aid 08/2912017 121182017 01/18/2018 05/08/2018
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WebAdvisor Student Time Sheet Instructions

4. Make sure to select the correct month to report your time, even if
you are submitting them late. For example, if it is March and you
are logging January hours, enter them in the January time sheet.
Do not add them to your March hours.

You can also track your earning limits on this screen to make sure
you don’t reach the limit too early in the year. Remember the
Earned Year to Date figure is as of your last payment, so it will be
behind any hours you have worked since last month.
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Rate Job Title Department
* [ StudentIntern [ Financial Aid_ |
Supervisor Name

dit Ddte aDdle
07/01/2017 | 07/31/2017
No Hours 08/01/2017 | 08/31/2017 | 09/15/2017
No Hours. 7 7 | 101132017
No Hours 10/01/2017 | 10/312017 | 11/1572017
No Hours 111012017 | 11/30/2017 | 1211572017
No Hours 12012017 | 12/31/2017 | 0111212018
No Hours 01/01/2018 | 01/31/2018 | 02/15/2018
No Hours 02/01/2018 | 02/28/2018 | 03/15/2018
No Hours 03/01/2018 | 03/31/2018 | D4/13/2018
No Hours 04/01/2018 | 04/30/2018 | 05/15/2018
No Hours. 05/01/2018 | 05/31/2018 | D6/15/2018
No Time Sheet | 06/01/2018 | 06/30/2018 | 07/13/2018
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5. You may enter and edit your hours whenever you want as long as
you only click on the “Submit” button. Once you check the box
“Submit to Supervisor” and click the “Submit” button, you can no
longer edit your time sheet. It has gone to your supervisor for
their approval, so if you need hours revised, you can tell them.
Once they approve the time sheet though, there are no further
changes they can make, so contact the Financial Aid Office at
fao@allegheny.edu and copy your supervisor with any revisions.

Time is reported in 15 minute intervals. For example, if you work
one hour and ten minutes, you would round to one hour and
fifteen minutes, which is reported as 1.25.

The Notes section is helpful to remind yourself and your
supervisor of any changes to your schedule or exceptions in your
time reporting.
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Week of:  Sun Mon Tue Wed Thur Fri Sat Week Total
07/30R2017 0.00

08/06/2017 0.00

081312017 0.00

081202017 0.00

987207 0.00 0.00 0.00 0.00

0.00

Monthly Total 0.00
Submitted [  Submit to Supervisor

Approved N Approved by Supervisor
Current Status No Hours

Notes
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