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How to Access Web-Time Entry Timesheets 

 

1. Log in to your TopNet account.  Click on the Employee Services option 
under the Main Menu or the tab at the top of the page. 
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2. Next, click the Employee Dashboard option. 

 
3. The new, updated Employee Dashboard will be displayed. 
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How to Start a Timesheet for the Current Pay Period 

 
4. Click on the “Enter Time” button as circled below. 

 
 

5. Your Position, Position Number, Index, Index Name, and Rate of Pay will 
be displayed.  Click “Start Timesheet” to begin entering time. 
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6. A calendar for the pay period will appear.  Select the date you wish to 
enter time.  Below the calendar, a drop-down menu will show Earnings 
Code options.  For part-time employees, Part Time Hourly will be the 
only option and should remain selected.  For full-time employees, 
Regular Pay will be the option that should be selected if you are working 
a typical workday.  If you are entering time for vacation, you will select 
Vacation.  If you are entering time for a paid holiday, you will select 
Holiday, and if you are entering time for a sick day, you will select Sick. 
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7. Once you have selected the date you would like to enter time for, you 
may enter your “Start Time” and “End Time” for the day.   

 
8. Manually entering time in the box is tricky so we highly recommend 

clicking the clock on the right-hand side of the box. 
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9. A drop-down list will appear.  You must scroll through the list and select 
the time you are looking for.  You can also change the “AM” and “PM” 
selection, if needed.  Please note that the minutes are in 15-minute 
increments, so be sure to round accordingly.  Once you have entered 
the desired time, you will click “Set”. 
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10. Repeat steps 8 and 9 for the “End Time” box.  You will notice that 
the “Hours” box automatically entered the calculated time worked. 

 
 

11. To save your progress, click “Save” in the bottom right-hand 
corner of the page. 

 



 
 

 

10 
 

 
12. A green box will appear in the top right-hand corner indicating the 

Timesheet data successfully saved.  You may exit and return later to 
complete and submit your timesheet. 

 
 
**Important Note: If you take a lunch break during your shift, you 
must enter your end time as the time you left for your lunch break.  
Select “Add More Time” and enter the start time as the time you 
returned from your lunch break and the end time as the time your 
shift ended for the day.  It is very important that start and end times 
match your entire workday and account for lunch breaks taken. 
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How to Submit your Timesheet for Approval 

 

13. To submit your timesheet, click “Preview” in the bottom right-
hand corner of the page. 
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14. A detail summary of your timesheet will be displayed.  You will 
notice your approver’s name shown in the box highlighted in yellow 
below.  
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15. You may make comments in the “Comment (Optional)” box at the 

bottom of the page.  Comments are highly recommended for any 
additional information including time worked on a holiday, etc.  

 
16. If you need to make changes before submitting, click “Return” in 

the bottom right-hand corner of the screen.
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17. If your timesheet is correct and ready for approval, check the box 
that says “I certify that the time entered represents a true and accurate 
record of my time.  I am responsible for any changes made using my ID.” 
Then click “Submit”. 
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18. A green box will appear in the top right-hand corner of the screen 
that says “Timesheet successfully submitted”.  You will also notice the 
“Routing and Status” box will indicate the date and time you submitted 
the timesheet and will show your timesheet is now pending approval 
with your approver’s name (in the box highlighted in yellow below). 

 
 

19. Your timesheet has been submitted and is now awaiting approval.  
You may exit Web-Time Entry. 
 
 

**Important: The timesheet submission deadline is always Noon the Monday 
after the pay period ends unless a holiday impacts the payroll deadline.  
Timesheet approval deadlines are always posted on the Payroll Office website 
for the year. 
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How to Approve Timesheets in Web-Time Entry 

1. Log in to your TopNet account.  Click on the Employee Services option 
under the Main Menu or the tab at the top of the page. 
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2. Next, click the Employee Dashboard option. 

 
3. The new Employee Dashboard will be displayed.
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4.  Click on “Approve Web-Time Entry” as circled below. 

 
 

5. All employee timesheets awaiting your approval will be listed under 
“Pending”.  You will see the employee’s name and WKU ID in the 
highlighted areas below. The hours reported for the pay period are 
listed, as well. 
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6. To see a Detail Summary of the employee’s timesheet, click on their 
name.  The Timesheet Detail Summary will appear. 
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7. From this page, you can make a comment in the “Comment (Optional)” 
box, you can make a Confidential Comment by checking “Confidential 
Comment” below the box, you can return the timesheet to the 
employee for correction by clicking “Return for correction” in the 
bottom right-hand corner, or you can click “Approve” in the bottom right-
hand corner to approve the timesheet. 
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8. To approve multiple timesheets at once, from the Approvals Page you 
can click the checkbox next to each employee’s name and then click 
“Approve/Acknowledge” or you can select the checkbox next to 
“Pending” and then click “Approve/Acknowledge” to approve all 
employee timesheets at the same time. 
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9. Once approved, a green box will appear in the top right-hand corner of 
the screen that says “Timesheet(s) successfully processed.  (#) 
Timesheet(s) approved.” You will also notice that the employee’s 
timesheet moves to the “Approved” category. 

 

10. Once all timesheets are approved, you may exit Web-Time Entry. 

 

**Important: The timesheet approval deadline is always 6pm the Monday 
after the pay period ends unless a holiday impacts the payroll deadline.  
Timesheet approval deadlines are always posted on the Payroll Office website 
for the year. 
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Frequently Asked Questions 

1. What do I do if I miss the deadline to submit my timesheet? 
You will need to complete a paper timesheet as soon as possible.  Send to your 
supervisor for approval and then submit to payroll.info@wku.edu (Student 
Employees) or payroll.bwpay@wku.edu (Biweekly Employees).  The pay will be 
processed on the following payroll.  Failure to submit hours worked in an accurate 
and timely manner may result in delayed pay. 

2. How do I get paid for a previous pay period missed (Backpay)? 
You will need to complete a paper timesheet and follow the same steps as 
previously mentioned in Question #1.  The pay will be processed on the following 
payroll. 

3. Where do I find the Payroll Schedule? 
Payroll Schedules can be found on the WKU Payroll Office’s website in the middle of 
the page.   

4. What do I put on my timesheet to receive Holiday Pay? 
For full-time employees who receive Holiday Pay, you will need to select the 
“Holiday Pay” earn code from the dropdown menu on the designated holiday. If you 
do not enter Holiday Pay information on your timesheet, you will not be paid for the 
holiday. 

5. What do I put on my timesheet if I worked on a holiday? 
WKU Policy 4.4001 states that there are two options available in instances where 
employees are required to work on a holiday: a) Employee is paid at the straight time 
rate for all hours worked plus the designated holiday pay OR b) The department/unit 
has the authority to pay the employee at the straight time rate for all hours worked 
and no holiday pay and allows the employee to reschedule the holiday at a later 
time not to exceed 90 calendar days.  If you are receiving holiday pay plus the pay for 
hours worked, you will need to enter the time worked as “Regular Pay” for the day 
and enter Holiday Pay for the day – please be sure that holiday hours total your 
normal workday hours (7.5 or 8.0 depending on your department’s normal daily 
schedule). 
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6. What do I put on my timesheet if I worked on a snow day (University is closed 
and you are an “Essential Worker”)?  
You will need to enter your normal workday hours as “Snow Day” and enter any 
hours worked for the day as “Essential Pay”.  This will ensure you receive your 
normal pay for the day plus time and one-half for any hours worked. 

7. How do I complete my timesheet during accelerated Payroll deadlines? 
You will complete your timesheet as you normally do and estimate hours for days of 
the pay period that fall after the deadline day.  Please make any catch-up 
adjustments on a paper timesheet at the end of the pay period and submit to 
payroll.info@wku.edu (Student Employees) or payroll.bwpay@wku.edu (Biweekly 
Employees). 

8. I am an approver, and I will be out of office during the upcoming deadline.  How 
do I get the timesheets approved? 
It is very important that all approvers designate a Proxy to approve timesheets on 
their behalf.  Please notify your proxy of any deadline days that you will be out of the 
office and will need them to approve timesheets.  It is the responsibility of the 
employee to submit timesheets, but it is the responsibility of the approver to ensure 
they are approved.  Failure to approve timesheets may result in delay of pay. 

9. Do I need to turn in a paper timesheet to my approver in addition to my 
electronic timesheet? 
No.  Effective November 2nd, 2026, all student and biweekly paid employees will not 
be required to complete both a paper timesheet and an electronic timesheet.  The 
electronic timesheet now meets the FLSA and Kentucky labor law requirements for 
recordkeeping, eliminating the need for additional paper timesheets.  Paper 
timesheets are only necessary if the employee has missed the deadline to submit 
an electronic timesheet. 

10. Do I need to complete a separate leave report?  How do I report my leave time? 
No. Effective November 2nd, 2026, biweekly paid employees will no longer need to 
complete a separate leave report.  Vacation and sick time to be paid should be 
reported under the appropriate earn code for the designated day.  Leave balances 
reflected in TopNet are updated based on the earn codes reported on your 
timesheet. 
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11. What if I made a mistake on a timesheet I already submitted? 
If the timesheet approval deadline has not passed, you may be able to “recall” your 
timesheet.  An employee in the Payroll Office or your approver should be able to 
“recall” or “return for correction”.  If the approval deadline has passed, you will need 
to submit a paper timesheet for any changes to the submission. 

12. How do I handle time reporting if I have multiple job positions on campus? 
Each hourly position that you have on campus, will have a separate timesheet to 
complete.  Please double check the position number and title to ensure that you are 
reporting time under the correct position. 

13. How do I input my overtime? 
Overtime is automatically calculated during the payroll process.  It is no longer 
necessary to enter overtime separately on the timesheets. 

14. How do I report hours for my “Summer Day”? 
During the summer work period, full-time employees work a total of 34 hours, with a 
“Summer Day” off. To account for the remaining 3.5 hours of the normal 37.5-hour 
workweek, employees should report 3.5 hours as “Summer Day” on their timesheet. 
If you are required to work additional hours during a summer week: Summer Day 
hours are only used to bring your total reported hours up to 37.5 for the week.  If your 
actual hours worked total 37.5 hours or more, do not report any hours as “Summer 
Day”.  If you work more than 34 hours but fewer than 37.5 hours, report enough 
Summer Day hours to bring your total reported hours to 37.5, up to a maximum of 
3.5 hours. 
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Contact Us 
 

For questions regarding Web-Time Entry Timesheets, please contact us 
via email or telephone. 

 
 

Student Employee Timesheet Questions: 
(270) 745-2609 

payroll.info@wku.edu 
 

Biweekly Employee Timesheet Questions: 
(270) 745-5365 

Payroll.bwpay@wku.edu 
 
 
 

Western Kentucky University 
Payroll Office 

1906 College Heights Blvd. 
Wetherby Administration Bldg., G-10 

Bowling Green, KY 42101 
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