STUDENT TRAINING:

Log into Ramlink using your windows login Ex. rcsmith-sw.
Once logged in, click on “Employees”

LoG out

My Ram Mail My Calendar Online Course (My Blackboard)

Welcome to Texas Wesleyan's Ramlink
home page. Ramlink is a web interface that
allows you to securely access the University's

Administrative database. Ramlink provides
direct web access to select portions of
student's academic and financial records. The
faculty component provides course rosters,
grading and advisee information. Ramlink
gives students, staff, and the community
access to our databases.

LOGIN first then select your point of entry to the right.

; nt Information
VeriSign has routed, processed, and secured your payment information.

LoG ouT

Maiv MENU CONTACT Us

Help PeopleFinder M Home

What's My Password?

MaAIN MENU CONTACT Us

WebAdviso




LOG OUT MaAIN MENU EMPLOYEES MENU CONTACT Us

My Ram Mail My Calendar Online Course (My Blackboard) Help PeopleFinder T Home

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Welcome Lisal

Be aware that the links below may display confidential information.

What's my User 107 My Documents
What's My Password

e - Fiencislinformaton
Addrese Change
Budget selection

Leave Plan Summary
My Stipends

Time approval (for supervisers)

Emplovee history (for supervisors

EMPLOYEES MENU CONTACT Us

WebAdVvisor;..

POWERED BY DATATEL ©

LoG ouTt Mamn Menu

Under Time Entry and Approval, click on “Time Entry”



LOG OUT MAmN MENU EMPLOYEES MENU HELP CONTACT US

EMPLOYEES Welcome Lisa!

Time entry

Pay Pay i
Chintes Period Period e ALt Department Supervisor Location E%H;IEE:E

Only One Title Date
e S e o

Start Date End Date

LoG ouT MAIN MENU EMPLOYEES MENU HELP CONTACT US

To enter time into your timesheet, click in the box under “Choose Only One”
Then click on SUBMIT.



LOG OuT MAIN MENU EMPLOYEES MENU HELP CONTACT Us

EMPLOYEES Welcome Desirae!

Note: Enter Time In and Time Out with either an "AN or 'PM".

Pay Period End
Date

Complete Entry

Position Title By

Pay Cycle Department Location  Supervisor

Leave Type Leave Balance

Vacation . Other Time Insert
Sick Hours 2
Leave Hours Hours Line

Date Day Time In Time Out Other Time Types

[nonaina || Mondaw I T I 1 I I v | '—| =

-~ e

€6_%

When entering Time in/Time out, you must enter “a” for a.m. and “p” for p.m...

Please use exact start times in the Time In/Time Out boxes. Ex. Enter 1:03p for Time In
and 4:59p for Time Out. Do not round time up or down.

If you have missed a pay period, you cannot enter a prior pay period electronically. You
must submit a paper timesheet, which can be found on the Main campus webpage under
Quick Links/Business Office/Payroll.

NOTE: Students are not eligible for vacation/sick/break/holiday/funeral hours.
Please do not enter hours into any of these boxes.
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Additional Time(Prior Period) [~

Checking thiz box becomes your electronic =ignature acknowledging your submitted time az accurate and ready for supervizor
approval

Supervizor Decizgion Pending Approval

Supervizor Comments

Supervizor's E-mail Address  cpatton@t<wes. edu

LoG ouTt MAIN MENU EMPLOYEES MENU HELP CONTACT Us

WebAdvisor;.:

POWERED BY DATATEL

STOP - READ CAREFULLY

Once you have entered two weeks of time, click on SUBMIT. If there are errors, a
message will flash up at the top of the screen in red print letting you know what must be
corrected. Once your timesheet is corrected and no error messages have appeared, a
CONFIRMATION screen will appear. This is where you can check your overall hours
entered. If any of the hours are not correct, click “OK” then start the process over to get
back into your timesheet to make any corrections.

Once your timesheet is correct and ready to send to your supervisor, you must get back
into your electronic timesheet and down at the bottom, click on the small box to the right
that says, ‘“Checking this box becomes your electronic signature acknowledging your
submitted time as accurate and ready for supervisor approval.” YOU MUST
CHECK THIS BOX FOR YOUR TIMESHEET TO BE SUBMITTED SO YOU WILL
BE PAID!

Then click on Submit.



NOTE: You may enter time in and time out on a daily basis. As long as you enter all of
your time in by the date/hours notated at the top of your timesheet (Complete Entry By).
You can click Submit and it will save your time entered on a daily/weekly basis. Once the
time to enter has expired, you may not enter time in/time out.

If you click on SUBMIT without checking the box, you still have the capabilities of
retrieving your timesheet to make corrections or additions.

NOTE: Once you have checked the box and clicked on SUBMIT, you canneot retrieve
your timesheet. It has now been sent to your supervisor for approval.

Email Reminders are sent out by Payroll and you may access these emails by logging
onto Outlook Web Access located under Information Resources on the Main Webpage
and entering the same Username/password that is used to log onto RamLink.
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Texas Weslevan University EMPLOYEES MENU MELP || CONTACT Us

Wielcoms: Desirne!
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Once you have entered your time and clicked on Submit, a Confirmation screen will pop
up. Please verify your hours. If correct, then click on OK. If not correct, you will need to
notify your supervisor that your timesheet is incorrect. Your supervisor will need to
REJECT your timesheet. Once rejected by your supervisor, you may then go in and make
any corrections.

NOTE: This screen will let you know if your timesheet is not complete.
(Students do not receive vacation/sick/holiday/break/funeral/overtime hours)

Once you have finished, remember to Log Out of Ramlink.



If you get the following error message, “You are not properly setup to run this process”
You will need to contact Human Resources. Please let them know the error message
you received.

o JLITTH L

EMPLOYLCS Welzome Thomas!

Time entry

You are not properly setup to run this process.

Choose Only One  Pay Period Start Date  Pay Period End Date  Position Title  StartDate Department Supervisor Location Complete By Date

HoLr | CoNTACTUS

WebAavisar,.

ALz af Rliiel

EMPLOYZLS MCHU

LOGOUT  Maw NCvy




If you receive this error message, ““You have already electronically signed all time
entries.”

Veslevan University Enane aveFs Men HELD  CONTACT US

Werlcomme Diiul

Time entry

You have already elecitronically =igned all Lise entries.

Choase Only One  Pay Period Stan Date  Pay Period End Date  Pesition Title  Start Date Depanment  Superisor  Lacation  Complete By Date

EngPL OVEFS MEMT HELP ConwTacT Us

WebAdvisor,.

You have signed your timesheet and it has now gone to your supervisor. Remember, if
your timesheet is incorrect, you need to add more hours, etc., you can ask your supervisor
to REJECT your timesheet so that you can correct it, OR, your supervisor can correct it
for you.



Error for entering time in/time out incorrectly:

LoG ouT Mamn MENU EMPLOYEES MENU HELP CONTACT US

EMPLOYEES Welcome Lisa!

Time Entry

The =start time must be earlier than the end time. Pleaze be sure to specify
either "AN" or "PH" for all times.

Mote: Enter Time In and Time Out with sither an "AN" or PN
Complete Entr]r

Position Pay Period End
Title Date Pay Cycle Department Location Supervisor

Leave Type Leave Balance

| sick I 0.00 |
Vacation Other .
Date Day Time In Time Qut Leave Sick Hours Time Tl Ir!sert
Types Line
Hours Hours
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