Where’s My Time Sheet?
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To begin Web Time Entry, you'll need to find your time sheet.
Everyone should open their time sheet at the beginning of each
pay period to verify that they have one. If there is a problem,
you will need to contact HR. This will help ensure that you DO
have a pay check on pay day.

Start by opening a web browser and navigating to BengalWeb,
ISU’s new web portal, your entry point to the university’s
electronic resources. The address is www.bengalweb.isu.edu.

Secure Access Login
User

Hame: |

Password:
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Your ser Name and

Password
ara the same as for your
15U emat.

Don't know your User Name or

rassword?

Having problems logging in?
Click here:

Alwrays Log Out

Always log out of DengalWeb
and close your browses windows
50 that na one else has access
to your personal records. To log
cut, click the Logout con 3t the
top af your pertal,

BengalWeb s I5U's new web portal, a place to access the unmersity’s
electronic resources and services from one convenient location.

s BengalWeb is personalized - £'s tadored Lo present the information
and services you need.

+ BengalWeb is customizable - you can change your layout and add
content that matters to you.

What's Inside?

Announcements, ¢-mail, calendar, groups, easy actess to 15U electronic
services and resources, and much mare..

Help & Information - check the “How Do L..” tab mnside of BengalWeb!
Introductory Video
User's Guide to BengalWeb

* How to Get Around m BengafWeb
= How to Customize Your View (add/delete channels & tabs. and
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Password: |
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Your Wser Name and

Password
ara the same a8 for yeur
15U emat.

Don't know your User Hame or

rassword?

Having problems logging in?
Click here:

Alwrays Log Out

Always log out of DengalWeb
and close your browses windaws
50 that no one else has access
to your personal records. To log
cut, click the Logout con at the
top af your pertal,

| Welcome 1o BengalWeb!

BengalWeb s I5U's new web portal, a place to access the unmersity’s
electronic resources and services from one convenient location.

* BengalWeb is personalized - 's tadored to present the information
and services you need.

+ BengalWeb is customizable - you can change your layout and add
content that matters to you.

What's Insi
Announcements, ¢-mail, calendar, groups, easy actess to 15U electronic
services and resources, and much mare..

Help & Information - check the “How Do L..” tab mnside of BengalWeb!
Introductory Video

User's Guide to BengalWeb

* How to Get Around m BengafWeb
= How to Customize Your View (add/delete channels & tabs. and

When the login page appears, sign in. Your Username and

If you have any problems logging in, click the “Having
Password are the same as for your ISU email.

Problems?” link to find out how to get help.
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After you sign in, you'll be taken to your BengalWeb homepage.

If you haven't used BengalWeb before, you can click on the

“How Do | ...?" tab
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To proceed with Web Time Entry, click on the “Employees” tab
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and locate the Time Reporting channel. click on the Bi-weekly Payroll period for which you wish to

report your time. If you have more than one job, be sure to
select the payroll date directly below the job you are reporting
time for.

This is where you'll go to enter your time and later check that
it's been approved. Let’s scan this channel for a moment. First,
we’ll confirm that the information about your job is correct.

Notice that your job title and related information appear above
the payroll dates. If you have more than one job, both will be
listed, and available payroll dates will be listed below each job.

To access your time sheet,
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Time Sheet

Tithe and ] Coordinator -- 135400-00

Department and Numbser: ITS Customer Service 1 -- T202

Time Sheet Perlod: Mar 08, 2009 to Mar 21, 2009

Submit By Date: Mar 25, 2009 by 11:59 P.M,

Farning Shill Defaull Tolal Total Sunday Monday Tuesday Wednesday Thursday Friday &
Hours Hours Units Mar 11,
or Mar Mar 09, Mar 10, 2009 Mar 12, Mar N
Units 08, 2009 2009 2009 13, E

2009 2009

Your time sheet will appear.

Confirm again that your job information is correct, along with
the pay period.

The Submit By date is really important. This is the date by when
your time sheet needs to be submitted to the payroll
department, so that means you need to submit it to the person
approving your time with enough time for it to be approved and
submitted to payroll by this date. Generally, the Submit By date
will be a Tuesday. If you don’t work on the weekend, you
should submit your time sheet on or before the previous Friday.

Now that you've located your time sheet, the next step is
filling it out. To find out how, continue to the next section of
this tutorial.
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