
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student WebTime Entry 

A Step-by-Step Guide for the 

Student Worker 



Login to Time Entry  

▪ Via your student PiratesNet Account… 
Click “Current Students” to proceed.  

  

DEADLINE:    

▪ Students Entering Time will have until the 18th at 
midnight of each month to enter time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Student Worker Info Page 

▪ To Enter Time Select “Time Entry”. 

▪ To Print Select “Time Entry Report”. 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Time Entry 

▪ Choose Only One assigned 
Position ID & “Submit”. 

 
▪ “Pay Period” select one. 

TIPS:    

▪ Need Position ID? – Contact your hiring department.  
▪ More than one position? – Enter your time for the first 

position, “submit”, then return to this screen to “choose” 
another position, enter time, and “submit”.   
*Remember you must “submit” for each position 
separately.  

▪ Pay Period Dates – Ensure you are selecting the correct 
position ID within the correct pay period dates.   



  
 

 

 

 

 

 

 

 

Time Entry  
▪ Enter the number of hours worked 

each day in “Hours Worked” and  
“submit”. Time can be entered daily. 
 

TIPS:    

▪ Only time from current pay periods can be entered. 

▪  Time from previous pay periods must be submitted 

on a paper pay claim. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign & Submit 

▪ When all time is entered, click the “check 
box” this serves as your electronic signature.  

▪ Only “submit” your signature when all time 
has been entered for the pay period.   

 TIPS:    

▪ Once you electronically “sign” your 
payclaim, you will not be able to re-enter 
time.  

▪ Time from previous pay periods must be 

submitted on a paper pay claim. 



 

 

 

 

 

 

 

 

Print Option (Optional) 

▪ Return to your PiratesNet Page.  

▪ Select “Time Entry Report. 

https://www.bing.com/images/search?view=detailV2&ccid=exNaODAO&id=748BE14C2AD5FEEB63B8CFDF18BFDCEB97BE5AF3&thid=OIP.exNaODAOY7xUFsJY918XNwF1Cn&q=printing&simid=608009264386016949&selectedIndex=78


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Print Option @ PiratesNet (Optional) 

▪ “Complete & Submit”  Time Entry 

Report Login. 



  
You will be notified via your student 
email when:  
 

   

• Your hours are “approved” by the assigned manager  

  

• Your hours are “modified” by the assigned manager  

  

• Your hours are “rejected” by the assigned manager  

Step-by-Step Summary  of 
Student WebTime Entry  

TIME ENTRY MUST BE COMPLETED BY THE 18th AT MIDNIGHT OF EACH MONTH. 
– If time is not submitted prior to this deadline, hours will not be paid until the following pay period. 

  
 

 



INSTRUCTIONS 
• Login to PiratesNet  

• Select “Current Students”  

• Select  “Only One” Position ID (Position ID is available through your department)  

• Enter “Hours Worked” each day  

– Time may be entered daily and saved, remember to “submit”  

– Entries should be in .25 hour increments  

– Time may be entered for current pay period only. (Time for a previous pay period must be submitted on a paper 

pay claim)  

• To electronically sign your Time Entry form, you must “check the box” provided at the bottom of the 

form.  

– Clicking this box indicates that your time entry is complete and ready for approval.  

– Once electronically signed and submitted, there is no way to modify hours entered.    

• Your may “Print” your Time Entry Detail (payclaim) by selecting “Time Entry Report” on your Student 

Page”.  

• An email will be sent to your email account when:  

– Management approval has occurred  

– time is “rejected” or “modified” by the assigned manager  

• If Time Entry is “rejected” by the assigned manager, you will have a very short time period to re-enter your time.   


