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.

Admin

_@ Unanet — Dashboard [config]

My Reports [config] Active Timesheets & Timesheet How To
# Casual Sick - No hire date - ; N T e e + Customize the contents of the
Time Period Hours Status Controller
« ECRAFT dashboard

Therg are no acliive imesheels. 3
Create a timesheet

Create an expense report

+ Family lliness Hours based on
Employee Type

+ MNon-leave Projects Active Expense Reports 4k Expense + Approve project time and
=~ expenses
Voucher Expense Reimburse Status Purpose z Ap;::lmve ot T A
Quick Links There are no aclive expense repors. expenses
+ Completed Expenses + Create a project
+ Completed Timesheets + Reset Your Password
« Current Timesheet Tips
« Current Timesheet - Mobile + Mews and Demonstrations
« Edit Last Organization from www.unanet.com
+ Edit Last Person + Back huttu:;n usagle
+ Edit Last Project « Refining Search Criteria
+ Notes

+ Knowledge Center
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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".

Home Organizations ‘t People Time Expense Financials

Listi Current ETC My Projects

:i Time — Create Timesheet

Create a new Timesheet

Date:  [1/8201 =

Creale a new timesheet for the time period containing this date.

Save
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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.

anizations Project People E e s Admin R

List Current ETC My Projects

i Time — Timesheet for ESTRELA, JOHN D. (1/8/2019 - 1/19/2019)

Status: INUSE
Pay Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

Project Task Code § 7 2 8 10 11 12 13 14 15 16 17 18 19 Totals
X @& 51084 Armstrong Ops General v || ¥ ||MARATSEA v | 8 8 |8 | e g 8 || | s
X 651084 Armstrong Ops General v |[ v|[MAROT  v][10 (2 2 [t J2 J2 o Jo 2 2 2t 2 [0 58
X & 51084 Amstrong Ops General v || v|[marRee  v| [ [ [ s e | | [ [ [ s Js | |2
SPF = I . | | | 1 I I . | | | _ T
1 g Totais: 10 [10 |10 jo  Jio Jio J1o J1o fio fio Jtio j@ Jio [10 jiaw

Comments: [ -
) “

Save Submit Preview My Projects
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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.

Home Organizations Project People Time Expense Financials Admin Reports

List Current ETC My Projecis

i Time — Timesheet for ESTRELA, JOHN D (1/6/2019 - 1/19/2019)

Status: [NUSE

Pay Sun Mon Tue Wed Thu Fri 58t Sun Mon Tue Wed Thu Fn Sat
Project Task Code ] 7 ] g 10 11 12 13 14 15 16 i 18 18  Totals
X @' 51084 Armstrong Ops General v || ¥ || MARAT-SEA v || |8 | | | L

X 6 51084 Armstrong Ops General ¥ || ¥ | MAROT v [[10 |2 '

X 64" 51084 Amstiong Ops General v || v |[[MaRREG v | |

x "-“' v v = ' l

1 151084 Armstrong Ops General | Totais: 10 10 | | | | | | | | | | | |
58010 Sick Pay R - -

52015 Family lliness = =1

58020 Holiday Pay

58030 Bersavement

52031 Emergency Leave - Weather

58040 Jury Duty Pay s

Save £9335 Casual Sick projects

90000 Vacation
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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.

Home Organizations Project People Time Expense Financials Admin Reports

List Current ETC My Projects

i Time — Timesheet for ESTRELA, JOHN D. (1/6/2019 - 1/19/2019)

Status: INUSE

Pay Sun Mon Tue Wed Thu Fri Satt Sun Mon Tue Wed Thu Fri Sat
Project Task Code ] T t 9 10 11 12 13 14 th 16 17 18 18  Totals

§i| 51034 Armstrong Ops General v || v | MAR-AT-SEA v || |
#a’| 51084 Armstrong Ops General ¥ || ¥ || MAR-OT vlte 2 2
g’ 51084 Armstrong Ops General v || v ||maRREG v || [ ||

oo
=1
o)

LR

x“ v||v| ¥
3 .= o — 27 oM o O Nl ! -
Comments: [ ) I
) #
Save Submit Preview My Projects
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Home Organizations ense  Financials

Project

List Current ETC My Projects

i Time — Timesheet for ESTRELA, JOHN D. (1/8/2018 - 1/19/2019)

Pay Sun  Mon Tue Wed Thu
Project Task Code il 7 b ] 10
&4 51084 Armstrong Ops General v || v ||MAR-ATSEA v | |8 8 |8 |

§' 51084 Ammstrong Ops General v || v|[MAR-OT w10 2 2 1
g 51084 Armstrong Ops General v || v|/MARREG v | | | |

WBBRREE

x H v L ] v _:
x H L v v It
3 Totals:[10 |10 |10 |9 |

Comments: |

Save Submit Preview My Projects
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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.

Home Organizations P

ETC My Projects

List  Current

Time — Timesheet for ESTRELA, JOHN D. (1/6/2019 - 1/19/2019)

Status: [INUSE
Pay Sun Mon Tue Wed Thu Fri Satt Sum Mon Tue Wed Thu Frn @ Sal
Project Task Code i} 7 8 el 10 11 12 13 14 th 16 17 18 19  Totals
X é'[51084 Amsirong Ops General v |[ v|[mMaRATSEA || s fs s [ | | ' | 24
X ¢ 51084 Amstrong Ops General v |[ v|[maroT  vlfo 2 2 x| [ ] 1 1 1 §8
X @ 51084 Ammstrong Ops General v || v |[MARREG v || | | | ' L
X & L ] | |
o - Totais: 10 J10 [0 8 | 0 0T ] pe
Comments: | '
- B o
Save Submit Preview My Projects
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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.

Unanety.

z Time - Timesheet for ESTRELA JOHN D. (1/20/2019 - 2/2/2018)

Status: INUSE
Pay Sen Mon Tue Wed The Fn Sal Sun Mon Tue Wed The Fn  Sal
Project Task  Code 0 1 2 N U ¥ W T B N W N 1
Ko 51084 Amstrong Ops Ganerst v | v |[MARATSEA v | 1 ' 1T 1T 1T 1 1
K e 51004 Amstong Ops Generst v | v [MAROT v || |
X 6" 51084 Armstrong Ops Genersi v || v |[MARREG v ||
é¢" 58020 Hobcay Pay v || v |[MARHOUDA ¥ |
X L

Comments: pigrmen Lutnar Kng Jr '3 Brmaay

Comments: |martin Luther King Jr.'s Birthday

Save  Submit  Preview My Projects

| £




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.

Home Organizations Projec e Time Expense s Admin Reports

List Current ETC | My Projects

i Time — Timesheet for ESTRELA, JOHN D. (1/6/2019 - 1/19/2019)

Status: IMUSE
Pay Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed Thu Fr Sat
Project Task Code ] 7 2 o 10 11 12 132 14 15 16 17 18 19  Totals
§i' 51084 Armstrong Ops General v || ¥ |[MAR-AT-SEA ¥ || |8 [j8 |8 | | 24
§a" 51084 Amstrong Ops General v || v[[maROT v 10 [2 2 i ' | E
éa’ 51084 Amstrong Ops General v || v|[mMaRREG v [ | ][ | ||
x f"‘ v v | ¥ I
1 [a8 vowms:fto o oo | ] | ] [ | [ | [ ] pe
Comments: | ) I
P
Save Submit Preview My Projects
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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 ">>",

Home Organizations Project Pec Time Expense Financials Admin Re

L

List

Current ETC My Projects

Projects{/Tasks) for: JOHN D. ESTRELA (jestrela}

i Time — My Projects

Search List
Manage Project{/Task) Display

Selected Projects({/Tasks)
Available Projects{/Tasks) for JOHN D. ESTRELA (jestrela)
26168500 — USF Sub#2500-1685:SAL SA Coring [l 51084 — Armstrong Ops General -
| 58010 — Sick Pay
68015 — Family lliness
58020 — Holiday Fay
58030 — Bereavement
68031 — Emergency Leave - Weather
| 58040 -— Jury Duty Pay
158335 — Casual Sick
180000 — Vacation
|ACCOUNT
UNPAID — LEAVE

Tasks are only displayed for those projects defined with the ‘Manage Assignments at Task Level option

Save < Timesheet
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Submitting your timesheet

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

Home Organizations

List Current ETC My Projects

i Time — Timesheet for ESTRELA, JOHN D. (11/25/2018 - 12/8/2018)
Status: INUSE (Adjusiments)

Pay Sun Mon Tue Wed Thu Fni 5at: Sun Mon Tue Wed Thu Fri Sat
Project Task Code 55 925 27 28 29 a3 9 2 3 4 5 5 7 8 Totals
X #d" 51084 Armstrong Ops General v || v |[MAR-ATSEA v || f8 & 8 | L 24
X @ 51084 Armstrong Ops General v || v || MAR-OT o 1 2 2t Jr e | [ Jlos | It 1T e [S48
X & 51084 amstrong Ops General v [ v|[marRee v [ [ [ fs Ja [ || Ja e fs Jg fe | Jss
oy = I | ! | | L | i ! | | | —
1 o= Totals:{10 9 J10 J10 @ 9 8 | B a5 B @ 8 |8 1145
Comments: [ - [
) i
Save Submit Preview My Projects
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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.

List Current ETC My Projects

Timesheet Comments:

Cancel

You have =elecied to submil this imesheel You may optionally include commenis with your submission.
To confirm and continue the submission process, click on the Submit button.

If you have reached this screen in error, simply click Cancel
Copynght © 1997-2016 Unanet
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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".

Home [Organizations Project People Expense  Financials Admin Reg

List Cuwrrent ETC My Projects

!, Time — List List for: ESTRELPL .JOHN _[_}___(jgstn_aia_} v

« Active Timesheets gk Timesheet
Time Period Hours Status Controller

Fars f 12002019 — 2272019 INUSE 1/8/201% 12:40 PM  JOHN D. ESTRELA {jestrela)

&a’ f @ 11612019 — 11972019 SUEBMITTED 1912019 2:05 PM | KENT D. SHEASLEY (ksheaslay)

Fers f )( @ 11/25/2018 — 12872018 INUSE (Adjustments) 1/9/2019 1.1 PM | JOHN D. ESTRELA (jestrela)

Py f }( @ 12018 — 112412018 INUSE {Adjustments) 1/9/201% 12:35 PM | JOHN D. ESTRELA (jestrela)

&a’ ‘/ @ 1028/2018 — 1111002018 EXTRACTED 11/9/2018 2:56 PM

& } @ 1014/2018 — 1072772018 EXTRACTED 1029/2018 3:12 PM

« Completed Timesheeis

Time Period Hours Status
There are no completed timeshesls
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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.

Home Organizations Project People Fxpense is Admin

List Current ETC My Projects

i Time — List List for: | ESTRELA, JOHN D (jestrela) v
« Active Timesheets g Timesheet
Time Period Hours Status Controller
Fors f 12002019 — 27202018 INUSE 1/9/2019 12240 PM __JOHN D_ESTRELA (lestrela

&a" f @ WEI2019 — 14192019 SUBMITTED 1/9/2019 2:05PM | KENT D. SHEASLEY {ksheasley)
&’ f x @ 11/25/2018 — 12482018 INUSE {Adjustments) 1/9/2019 1:51 PM 7 JOHN D ESTRELA {jestrela)
&a" ﬂ p @ MM1/2018 — 11242018 INUSE {Adjustments) 192019 12:35 PM | JOHN D. ESTRELA (jestrela)
Farg jf @ 10/28/2018 — 111072018 EXTRACTED 11/9/2018 2:56 PM

&a" j @ 10142018 — 1072772015 EXTRACTED 10/29/2018 312 FM

« Completed Timesheets

Time Period Hours Status
There are no completed timesheels
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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.

tmnetﬁ.

whol.edu says

WARNING: The timesheet for 10/28/2018 has already been extracted. i
I= Time — List Are you sure you want to create an adjustment for this timesheet? A JOHN D. (jestreia) v
«» Active Timesheets g Timesheset
Time PEF'I! “ Cancel |
§a / 112012019 — 2| RELA (jestrela)
&a’ f 162019 — 1ME2019 7 FNETSE™ TR0 TP T TOHN OTESTRELA (jestrela)
Fai's f ')( @ 112602018 — 12/18/2013 INUSE {Adjustments) 192019 1:51 PM JOHN D. ESTRELA {jestrela)
&a’ j }( TMM2018 — 11242018 INLISE {Adjustments) 192018 12:35 PM | JOHKW D. ESTRELA {jestrela)

& /
& /

« Completed Timesheets

. 18 — 11/10:2018 EXTRACTED 11/9/2018 2:56 PM
101472018 — 1002762018 EXTRACTED 10/29/2018 3112 PM

Time Period Hours Status
There are no completed timezheets
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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.

Home Organizations Project

Expense Financials Admin Reports

List Current ETC My Projecis

i Time — Timesheet for ESTRELA, JOHN D. (11/25/2018 - 12/8/2018)

Status: § INUSE (Adjustments)

Pay Sur Mon Tue Wed Thu Fr Sat Sun Mon Tue Wed Thu  Fr Sat
Project Task Code 25 26 27 28 29 30 i 2 3 4 5 6 7 8 Totals
X & 51084 Armstrong Ops General v || v |[MAR-ATSEA v | |8 8 (8 | LI 24
X é¢ 51084 Amstrong Ops General v |[ v|[maRoT w0 |1 2 [z i [1 fl& | Jos T o | s |B4as
X @« 51084 Armstrong Ops General v || v |[maRREG | [ [ | s s [ s e s & s |kes
1 [a= Totals:t0 9 J10 J10 j@ @9 |8 | g g5 8 @ B B |45
Comments: | |
5

Save Submit Preview My Projects
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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.

Log Out

Home Organizations Project People Time Expense Financials Admin Reports e S
~ L FTE Ences

ETC My Projects »"«.E-r::m

List  Current

i Time — Timesheet for ESTRELA, JOHN D. (jestrela) (10/28/2018 - 11/10/2018)

Adjustments - Enter a change reason for all modified entries

Cell Details

' Provide an individual Change Reason for each modified eniry
® Use a single Changs Reason for all modified entries

Change Reason: |worked 1 hour rather than 0.5.

A

Project Time InfQut

Work Non-work
Date Project Task Labor Category Location Project Type Pay Code Hours In—Out Hours Comments
Fri SHIPOPS 51084 05 COSTCTR |MAR-OT 0.5
2 | comments:
SHIPOPS 51084 05 COSTCTR | MAR-OT -0.5
Comments:
Fri SHIPOPS 51084 05 COSTCTR MAR-OT 1

2 comments:

Save
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