
Timesheet Training 
  
Sign into Unanet 
  
Login page: https://whoitime.whoi.edu/unanet 
  
Username: use your WHOI network account login account (which is typically the first initial of your first name, and your last name) 
For example, "Peter DuBois" might be "pdubois" 
  
Password: use the 15+ character password the helpdesk assisted setting up 
  
Create a timesheet 
Create a new timesheet with each new time period. Timesheets are created by clicking on the "+ Timesheet" button from the "Home" screen. 
  

 
  



On the resulting screen, enter a date that falls within the time period you wish to create. The system will default to today’s date. 
 
Click "Save". 
  

 
Tip: Missed a timesheet last pay period, or want to create one for the next pay period? Enter another date, or select one using the calendar button to the right. 
  
  



Timesheet data entry 
  
Beginning from the left of the data entry screen, choose appropriate values in each column presented within the timesheet.  
  

 
  
  



The first column is a list of projects that are active and available for time charging. Use the dropdown to select a project or cost center you wish to charge.  
  
If the project or cost center you're looking for is not in the dropdown list, please refer to the below section on "My Projects". If you still do not have the project 
you are looking for, please contact your supervisor, or department administrator to have it assigned. 
  

 
  
For each project row, enter time in the proper date to the right. 
  
  



  
If you need additional rows, enter the desired amount at the bottom of the screen and click the "add row" icon. 
  

 
  



 
  
To remove rows, click the "X" to the left of the "glasses" icon. 
  
  



After you've finished editing your timesheet, click the "Save" button to save your changes. 
  

 
  
  



Hours and Comments 
  
All timesheet cells with a light green flag in the upper right corner require a comment before submission. In most cases, you'll see them on holidays. When you 
create a timesheet in a pay period with a holiday(s), the hour value will be automatically populated with an accompanying comment.  
  

 
  
  



  
My Projects 
  
Additional projects or cost centers may be available that you currently aren't able to see.  
  
To see if there are any available to you, click the "My Projects" button at the bottom of your timesheet. "My Projects" is also available to you under the "Time" 
tab at the top of the screen.  
  

 
  
  



A list of “Available Projects” will be on the left. Select the projects or cost centers you need to add, and move them over to “Selected Projects” using the right 
arrow ">>". 
  

 
  
  



Submitting your timesheet 
  
When you are satisfied that your timesheet is complete, click the "Submit" button at the bottom. 
  

 
  



If you have any comments you would like the reviewer to see, type them in the submission confirmation screen.  
  
To submit your timesheet, click the final "Submit" button. 
  

 
  
  



Edit a timesheet that has already been submitted 
  
You can view a list of your timesheets (active and historical) from either the "Home" screen, or the "List" subtab under "Time". 
  

 
  
  



Once submitted, the "Controller" of your timesheet will change from you to your supervisor. 
  
Note: It is your supervisor's responsibility to review and approve your timesheet before the 12:00 deadline on Monday.  
  

 
  
  



To view the details of any current or past timesheet, you can click the "glasses" icon next to the pay period in question. 
  
Although you may have already submitted your timesheet for approval, will be able to edit any timesheet on the list with a "pencil" icon.  
 
Click the "pencil" icon in the row with the timesheet you're looking to edit. 
 
Caution: Editing a timesheet after submission will restart the approval process. If you are making a correction, or need to edit a timesheet, please advise your 
supervisor (or timesheet approver) to expect an approval request. 
  
  

 
  
  



The "edit" screen should look almost exactly the same as the timesheet data entry screen. The only difference you should note is the timesheet "Status" in the 
upper right corner. Any non-edited timesheet will have a status of "INUSE", whereas an edited timesheet will be "INUSE (Adjustments)" 
  
After making the necessary changes, you will need to submit your edited timesheet for approval. 
  
Click the "Submit" button at the bottom of the timesheet, and again on the next page. 
  

 
  
  



You will be presented with a screen requiring you to specify the reason for your changes. If you've changed multiple entries for the same reason, select the "Use 
a single Change Reason for all modified entries". If you've changed multiple entries for different reasons, select the first option to "Provide an individual 
Change Reason for each modified entry". Specify the reason behind those changes in each of the "Change Reason" boxes. 
  
When you are finished, click the "Save" button to resubmit your timesheet. 
  
  

 
 


