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LOGGING ON: 
 

 SITE URL:  http://www.hawaii.edu/sece   
 

 
 
 

 Login as a Student (STD) using your UH username and password. 
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 Once logged on, you see the Main Student Menu page. 
 Click the “TIMESHEET” tab to get to the Online Timesheet’s Main Menu. 
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CREATING A NEW/LATE TIMESHEET: 
 

 Click “Create a New/Late Timesheet” link to start a NEW timesheet for this pay period.   
 Click “Newly Created” link if you already created (either New/Late) one and want to EDIT it.  
 Click the “?” to read details about the status flow your timesheet will follow. 

 

 
 

 
 Clicking on the “Create a New/Late Timesheet” link displays the following page: 

o Student must fill out 1 timesheet, per job, per pay period. 
o Use drop down menu to select a “Job Title / Pay”.  Note:  you only see this if you work 2 or 

more on-campus jobs. 
o Use drop down menu to select a specific “Pay Period”. 

 The list defaults to the current pay period and ordered backwards until the oldest.  
 Once a pay period is used, it is removed from this list. 

o Click the “next >>” button to create the timesheet. 
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 The HEADER section of the timesheet page (as shown below) has many features to be aware of. 
o This top section of the page gives you job info, status info, and important due dates. 
o The “Timesheet Summary” is blank here, but will show a list of all flags that the validation 

process catches.   
 Ex.  If you work more than 8+ hrs in the same day, an icon representing this will show. 

o Save a personal note or a message for your SUP and BO staff to read.  The “Student Notes” box 
is only editable by you and serves as a permanent note attached to timesheet. 

 Use the notes section to explain a flag: 
Ex.  If your supervisor asked you to stay late and you ended up working more than 8 hrs. 
        Type>  0720/2007 (fri):  8+ hr flag is due to working late as requested by SUP. 

 Use the notes to remind everyone why you were not at work when you were scheduled. 
Ex.  If your supervisor granted vacation time, you can note it here as a reminder. 
        Type>  07/20/2007 (fri):  I will not be working. 
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 Scroll down to the DAILY WORK HOURS section to input hours worked. 
o Click a date from the left column to input your work hours.   
o Use the drop down menu to select your start and stop times.  
o A checkmark in the “WAIVE” column removes the night differential from your pay for the 

hours worked between 6 PM and 6 AM. 
o Click the “Save” button or click on another date to save your changes. 
o The grayed out rows are dates from the previous or next pay period.   
o WEEKLY-TOTALS also include hours from the grayed out dates, but grayed out hours will 

NOT be included in the final summary and payments. 
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 Scroll down to view the TIMESHEET SUMMARY section. 
o This section simply shows the totals for this CURRENT pay period 
o The GRAND TOTAL includes any RECONCILED HOURS for a historical timesheet and any 

LATE timesheets now being submitted. 
o Note:  Only your SUP or BO staff can reconcile hours for you. 

Ex.  If you forgot to add 2 hrs to your last timesheet, you must notify them verbally or via the  
“Student Notes” box to make the corrections.  After they correct things, you will see it 
summarized here. 

 

 
 
 
 

 Scroll down to view the APPROVAL INFO section. 
o This section ONLY shows up after you submit the timesheet for approvals.  It allows you to see 

who can approve your timesheet in the event that you notice your timesheet just sitting around. 
o A checkmark and datetime to the right of the approver’s name will appear to show who and 

when the person approved your timesheet. 
o Only 2 approvals are required. 

 1 from someone in the Supervisor group. 
 1 from someone in the Business Office group. 

o The approval due dates are shown at the top of the timesheet page. 
 

 The buttons allow the following actions: 
o Click “Delete” to completely erase all data associated with this timesheet. 
o Click “Save” to preserve data from session timeouts or computer crashes.  After saving, you can 

logout and login whenever you want to continue entering hours or to check on anything. 
o Click “Submit to Supervisor” when ready to turn-in for approvals. 

 

 
 

 
 

 



 8

README NOTES: 
 

 To GET PAID ON TIME, pay close attention to the due dates for YOU and all approvals! 
 

 Only the original creator of a timesheet can delete it.   
o However, once a timesheet enters the approval process, it CANNOT be deleted by anyone. 

 
 An example use of the “delete” function: 

o Delete the timesheet if you created a timesheet for the wrong pay period. 
o Delete the timesheet if you simply want to start over (prior to submitting for approvals).   

 
 When you are ready and click the “submit to supervisor” button.   

o You get a confirmation page that the timesheet has been sent to your supervisor  
o Your supervisor will receive a confirmation email to his/her UH email account 

(username@hawaii.edu). 
 

 Click on the “TIMESHEET” tab to return to the timesheet main menu.  
o Notice that the timesheet status changed from “Newly Created” to “Pending Supervisor 

Approval”. 
 

 Once a timesheet is submitted to the supervisor, the student can only view his timesheet without editing 
it. 

o Click on “Pending Supervisor Approval” from the timesheet main menu to retrieve it. 
o If a correction is necessary, the supervisor may choose make the changes themselves or option to 

“Return to Student” for delegation. 
 Only the person who created the timesheet can modify it until turned over to the next party. 

o Example:  if a student creates the timesheet, that timesheet is only editable by the student and no 
one else. 

o It is then important that the student submits the timesheet to his/her supervisor on time for 
approvals.  If the student fails to do so, the supervisor will not be able to access the timesheet.  
This would result in the student not getting paid! 
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WARNING ICON KEY MAP: 
 Image ICONs represent the visual warning flags to cue us in on a situation that needs closer review. 
 They show up when the system validations finds these warnings. 
 Click an ICON to open this map which shows each icon and its description. 
 Eventually, you will come to know each by sight. 

 

  



 10

CREATING A WORK SCHEDULE: 
 

 Click the “TIMESHEET” tab to get to the Online Timesheet’s Main Menu. 
 Click “View/Edit Current Work Schedule” link to manage your work schedule(s). 

 

  
 
 

 Clicking on the “View/Edit Current Work Schedule” link displays the following page: 
o Student has option to fill out 1 work schedule, per job. 

 If working only 1 job, then you will get the page below by default. 
 If working 2 or more jobs, you will have to select which job you are creating a work 

schedule for. 
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 Clicking on the “Edit” link opens to the details of the Work Schedule: 
o Click a day of the week from the left column to input your work hours.   
o Use the drop down menu to select your start and stop times.  
o Click the “Save” button or click on another date to save your changes. 
o Check your TOTAL HOURS to adhere to your work agreement policy. 

 

 
 
 
README NOTES: 
 

 Filling a work schedule is convenient for students who work a set schedule week after week. 
o Only YOU (the Student) can edit the work schedule. 
o Supervisors and Business Office personnel can view this work schedule but not edit it. 
o Work Schedule changes do NOT affect historical or already created timesheets. 
o Work Schedule changes ONLY affect the next, NEW timesheet you create. 
o Work schedules will pre-populate any timesheet created by YOU or your SUP/BO staff. 

 This schedule defines a week to start on Sunday and end on Saturday. 
 This schedule will be repeated for each week within a pay period. 
 Any Holiday will NOT get pre-populated with work hours from your work schedule. 

o Once pre-populated, the timesheet is still editable for schedule changes within that pay period. 
 Ex.  If need to add/subtract some time for working longer or shorter hours. 
 Ex.  If you are sick and did not work on Monday  
 Ex.  If you actually worked on an observed Holiday. 

 


