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eTime Help - Mobile TimeKeeper Application

We have designed our mobile eTime website for a wide range of mobile devices. You can save this website to your smart phone
by adding it as a bookmark. Then you can easily access it by selecting it from your favorite bookmarks.

Logging In
o To access the mobile site, visit metime.passhe.edu (M[obile]leTime).
... ATET = 9:31 AM 890 % &=

Mobile eTime

Welcome, please login below with
your PASSHE account.

Webtest3@sytecpa.org

Logon eTime

Eull Site
& 2012 Pennsylvania State Systern of Higher Education.

<

Homepage

o After you log in, you'll see a screen similar to this. If there are important messages, they are displayed at the top.

9:55 AM

eTime Home

Oct 9, 2012
Feedback ¢
Welcome Timekeepers to Mobile eTime!
If you have feedback (positive or
negative) please take 5 minutes to fill
out our survey!

LY

Payroll Calendar

https://etime.passhe.edu/help/mobile TK.aspx

ﬂ Help Home
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m—— Today
Tuesday, Oct 2

w=== Time Entry Period 0
Sat, Sep 22 - Fri, Oct 5

< Pay Date
Friday, Oct 19

Students with Unapproved

Time
Student, Eric X s ©
Student, John Z 1) ©

Active Students

© Click to display...

Search students...

Student, Eric X ©
Student, John Z e
User, Robert A ©

Eull Site | Logoff eTime
@ 2012 Pennsylvania State System of Higher Education.

Student Timesheets

o Whether you click on a student under the "Unapproved Time" or "Active Students" section, it will always display by
default All Unapproved Time and the Current Pay Period.

If there is unapproved time in a department you work in, it will display checkboxes next to each unapproved entry.

All past pay periods which the students has time entered can be viewed as well (but no actions can be taken on past
timesheets).

9:55 AM 4 90 [}
&8 eTime
I devetime.passhe.edu/'n & r 1
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Timesheets

Student, Eric X (soo1234s)

All Unapproved Time and ... &

Sep 8, 2012 - Sep 21, 2012

D 09/10/2012 PASSHE Student
B00AM-2-30AM £9.00/hr (20000010 | DUC - STUDEN. ..

1.50 3 Not Signed!

D 09/12/2012 PASSHE Test Cost Center
200PM-2:15PM  §7.10/r (30000002)

0.25 ¥ Not Signed!

09/14/2012 PASSHE Student
3:00PM-3:15PM  $9.00/hr (30000010 | DUG - STUDEN.....

0.25 ¥ Mot Signed!

D 09/17/2012 PASSHE Student
9:00AM-10:00AM  $9.00/hr (30000010 | DUC - STUDEN. ..

1.00 ¥ Mot Signed!

D 09/17/2012 PASSHE Student
12:00PM-4:00PM  $9.00/hr (0000010 | DUC - STUDEN. ..

4-00‘ x Mot Signed!

09/19/2012 PASSHE Test Cost Center
2:00PM-3:00PM  $7.10/hr (S0000002)

1.00 ¥ mot Signed!
' v F '3 1]
B.00 0.00 0.00 0.00

Submitted Signed Approved To Be Pald

Sep 22,2012 - Oct 5, 2012

D 09/24/2012 PASSHE Student
7:00AM-8:30AM  $8.00/hr (0000010 | DUC - STUDEN. ..

1.50 3¢ Not Signed!

[:] 09/24/2012 PASSHE Student
10:00AM-10:15AM $8.00/hr (30000010 | DUC - STUDEN. ...

0.25 X mot Signed!

[:] 09/26/2012 PASSHE Student
8:00AM-12:00PM  $9.00/hr (20000010 | DUC - STUDEN. ..

4.00 ¢ Mot Signed!
W X m

- —— o o o
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2./ u.uu u.uu u.uu
Submitted Signed Approved To Be Paid

Delete Approve

Select All & Approve

Add Time

v

Approve Time

o To approve time, select the entries you want to approve, then select the Approve button.
NOTE: There is no warning, or popup to verify that you want to complete this action, be careful when tapping, as to not
accidently approve time you didn't want to approve.

9:55 AM

09/24/2012 PASSHE Student
TO0AM-8:30AM  $9.00vhr (30000010 | DUG - STUDEN...

.50 ¥ Mot Signed!

0924/2012 PASSHE Student
-10:15AM  $9.00/hr (30000010 | DUG - STUDEN....

MK Mot Signed!

012 PASSHE Student

8:004M-12:00PM  59.00/hr (20000010 | DUC - STUDEN...
.00 3 Not Signed!
v B 5 in
5.75 0.00 0.00 0.00
Submitted Signed Approved To Be Pald

Delete Approve

Select All & Approve
! > =2 Mm D
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Approve All Time

o To approve all time, select the Select All & Approve button. It will verify that you meant to click this button to approve
all time. Click OK to continue and approve all time.

https://etimev2.passhe.edu

Are you sure you want to approve
all of the entries?

© TN T T o n ) T

Cancel (0] .4

Add Time

o NOTE: On the Saturday, Sunday, and Monday of a new pay period, the system will NOT auto-select entries that are to
be approved for the next pay period. The popup message will confirm that you want to approve only the selected
entries.

https://etimev2.passhe.edu
Are you sure you want to approve
all of the entries?

NOTE: Entries that are to be
approved for the NEXT pay period
were NOT selected.

Cancel

o When you have finished approving all the time for the student, click the button, Next Unapproved Student -
<STUDENT NAME>, at the bottom, which will take you to the next student with unapproved time.

v

Mext Unapproved Stud...

Add Time
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o To add time, click the Add Time button. Once selected, a new page will popup which looks like this:
9:55 AM < 909%; (=}

» Add Entries
Department

Select... v,
Date
Start Time
End Time

Total: 0 hours

<] Email a Student O
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o Choose a department:

9:55 AM

Add Entries

Department

Select... (v

Date

J Select...

PASSHE Student (80000010 DUC -
STUDENT WORKER) $9.00

PASSHE Test Cost Center (90000002) $7.10

o Select the date from the calendar that is displayed. You will notice that as you enter time some days will be colored
blue. Those days are days you have already entered time in. This should assist you as you enter your time to know what

https://etime.passhe.edu/help/mobile TK.aspx 7114
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days you have already entered hours.

9:55 AM
Add Entries

< 909, (=)

° September 2012 o

Su Mo Tu We Th Fr Sa

End Time

Total: 0 hours

——

o Also, after you select a blue colored date, you will notice that in yellow, below the date, it will tell you the start time that

was previously entered.

https://etime.passhe.edu/help/mobile TK.aspx
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Department

PASSHE Test Cost Cen... &

Date
9/26/2012 (352)
Time already entered for: 8:00 AM
Start Time
()
End Time

Total: 0 hours

— ———— —
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o Selecting the start and end times by using the plus and minus signs.
ATET = 9:55 AM < 90%; (=}

Add Entries

9 30 AM

End Time

(i)

w
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o Sample error message about a time conflict:

9:55 AM

Timesheets

Time conflict found!
PASSHE Student:
Sep 26 8:00AM to 12:00PM

Student, Eric X (s0012346)

All Unapproved Time and ... &

Sep 8, 2012 - Sep 21, 2012

09/10/2012 PASSHE Student
B:00AM-3:30AM  $9.00/hr (30000010 | DUC - STUDEN...

1.50 M not Signed!

09M12/2012 PASSHE Test Cost Center
200PM-2:15PM $7.10vhr (20000002)

<« 2 m O
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o Entry was successful!

9:55 AM 7 909%; [w=

Timesheets

Time was successfully added for
9/26/2012
from 12:30 PM to 2:30 PM.

Student, Eric X (s0012346)

All Unapproved Time and ... &

Sep 8, 2012 - Sep 21, 2012

09/10/2012 PASSHE Student
B:00AM-3:30AM  $9.00/hr (30000010 | DUC - STUDEN...

1 .50‘ x Mot Signed!

09M12/2012 PASSHE Test Cost Center
200PM-2:15PM $7.10vhr (20000002)

< " =2 M O

Email Students

o You'll find the button to email students on the Add Time screen.

<] Email a Student ©

o By default it will select the student that you were currently viewing to email. If you wish to change to a different student
to email, you can as well, by selecting the student from the dropdown.
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9:55 AM

Email Students

Student:

Student, Eric X (v

Subject:

Select a Student...

v Student, Eric X
Student, John Z
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o Enter a subject, your message, and send your message to your student.

9:55 AM

Student, Eric X (v

Subject:

Deleted time

Message:

Eric, | deleted your time since you
we're sick those days and didn't work
them.

-Jonathan

<« 2 m O
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