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EMPLOYEE OVERVIEW 

 

The following instructions will walk you through how to use WebTimeEntry@UNB.  If you have any 
questions or encounter problems with the software, please email WebTimeEntry@UNB.ca 
  
Note:  You will not be able to use WebTimeEntry@UNB until the required employee hire forms 
have been signed by your supervisor and processed by Human Resources.  Please contact your 
supervisor if you are unable to access WebTimeEntry@UNB to confirm your paperwork has been 
processed. 
 
***If you have regular hours for prior pay periods you will be required to fill out a Late Timesheet 
Payment Request form found in e-services on the UNB website under the Financial Forms or by 
clicking the link below.*** 
 
http://www.unb.ca/financialservices/_resources/pdf/payroll/late_timesheet_payment_request.pdf  
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WebTimeEntry@UNB Login 

 

 
 

 

Step 1 
 
Login to 

 
For non-students, 
timesheet entry is an 
option under the 
“Personal tab” 
 
 
 
 
 
 
 
 
 
 
For students, timesheet 
entry is an option under 
the “Employees” tab. 
 
 
 
 
 
 
 

 
 

 

Step 2 
Login to the 
WebTimeEntry@UNB 

system using your UNB 
user login and UNB PIN.   
 
If you do not have a UNB 
user login or PIN or have 
never activated it, please 
access 
https://eservices.unb.ca/ 
to activate your account. 

https://eservices.unb.ca/
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Step 3 
 
Click on Time Entry to 
enter your hours. 

Entering Regular Work Hours 

 
 

 

Step 1 

You may have one position or several.  You can choose only one at a time to enter hours worked.  Be very careful to 
enter your hours worked on the correct position and for the correct pay period.   

 

 

 
 

 

Do not enter hours under shift hours unless eligible                        

See page 6 below for additional information. 

 

Step 2 
You can enter your hours each 
day or all at once at the end of 
the pay period.  Your supervisor 
may have a preference, so 
please verify with them if they 
prefer you to enter your hours 
after each shift or at the end of 
the pay period. 

 
To enter hours, enter your total 
hours worked in the “Hours 
Worked” column that 
corresponds to your work date. 
In the example at the left, a 
total of 4.00 hours were worked 
on Wednesday. 
Increments can be entered as 
.25, .50 or .75 for 15, 30 and 45 
minutes respectively. 

Click the box to choose the position 
to enter your hours then click the 
submit button 

Complete your timesheet 
by the date and time 
found in this box 
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If you are entering your hours at the end of each shift, enter the hours next to the day worked and 
click the submit button.  This will provide you with a summary of your time to date.  DO NOT put a 
check mark in the “electronic signature” box until you have entered all your hours for the two week 
period and you are prepared to send your final timesheet to your supervisor for approval.  
 

Entering Overtime Hours for the Current Pay Period 

 
The WebTimeEntry@UNB system will automatically calculate the amount of overtime you are eligible 
for based on the terms of your employment contract.  Therefore, enter your total hours worked per 
day and WebTimeEntry@UNB will calculate your overtime entitlement.    For example, you normally 
work a 7.25 hour work day, however on Friday you worked 2.00 hours of overtime.  Enter 9.25 as your 
total hours worked for Friday as illustrated below. 
 

 
 
 
 

Only check this box when you have 

entered all your hours for the pay 

period.  Once checked and 

submitted you lose access to your 

timecard.  An email is then sent to 

your supervisor requesting 

approval. 
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When you click the submit button, a summary report is provided showing your total hours entered to-
date.  Your calculated overtime hours will be displayed. 

 
The summary report displays the total for regular, overtime, and any shift hours you work (i.e. shift 
premium or on-call premium where applicable). 
In order for overtime to calculate correctly, you can enter only current overtime in the current pay 
period.  To enter overtime from the last pay period refer to the section on “Entering Unreported 
Overtime for the Last Pay Period”. 
 

Entering Unreported Overtime Hours for the Last Pay Period 

 
To enter overtime for the last pay period, click on the “Additional Time (Prior Period) button and click 
Submit. 

 

 

 
Please note this option is only applicable 
to overtime as the hours entered in this 
section is paid at the overtime rate 
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Enter the date you worked the overtime in YY/MM/DD 
format and record your overtime hours.  You will receive 
an error message if the dates are outside the eligible 
range. 
 
If you need to add additional overtime hours, place a 
check mark in the bottom “Insert Line” box and click 

Submit. 
 
 

 

 Note:  total overtime to be paid in this period is 
reported in the Calculated Overtime section.   
 
Your 9.5 hours of unreported overtime entered above 
will show as “Previous Pay Period Hours”.   
 
***All overtime hours prior to the previous pay period 
must be entered on a Late Timesheet Payment 
Request Form found in e-services under Financial 
Forms. *** 
 
 

 

Entering Shift Premium Hours 

If you are eligible for shift premium 
pay, enter the hours eligible for 
premium pay under the “Shift Hours” 
column. Only certain employees are 
eligible. Confirm with your supervisor. 
In the example to the left, 7.25 hours of 
regular work was eligible for shift 
premium pay, therefore 7.25 hours was 
entered as shift hours and the  
premium type was selected. 
 
If only some of your regular hours are 

eligible for premium pay, enter the total eligible hours and select the appropriate premium pay code.  
In the example above, only 4 hours are eligible for shift premium pay.  
 
If you add shift hours you are not entitled to, simply click the empty box at the top of the drop down 
and then remove hours from the ‘shift hours’ box. 
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Entering On-Call Premium Hours 

 
If you are eligible for On-Call Premium 
pay, enter the hours eligible for premium 
pay under “Shift Hours”. 
 
Select the appropriate premium pay type 
from the drop down menu. 
 
In the example to the left, the employee 
worked 8 hours on call, and 1 hour of 
pay will be compensated.  If the 8 hours 
entered were eligible for the 2 hours on 
call pay, the “On Call                                 
Premium (2 for 8 hrs) would have been 

selected.    
 
If only some of your regular hours are eligible for premium pay, enter the total eligible hours and 
select the appropriate premium pay code.   
 
If you are on call for 8 hours on Saturday or Sunday, enter the 8 hours of on call in the Shift Hours 
column and select the appropriate on-call premium code.  Regular hours in this case will be blank. 
 
If you receive a call entitling you to overtime compensation, enter the number of overtime hours in 
the Regular Hours column.  For example, on Friday during your on call shift, you received a call that 
required 30 minutes to resolve entitling you to one (1) hour of overtime.  In the Friday column, change 
the 7.25 hours to 8.25 hours to reflect the additional hour of work.  This extra overtime hour will be 
compensated at time & a half. 
 

Your total shift hours to be paid this period 
will be with your Pay Period Confirmation.   
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Entering Holiday Pay Hours 

 
Enter Holiday Hours in WebTimeEntry@UNB if you meet the following criteria: 

 You worked during the holiday and; 

 You are eligible for holiday pay compensation at either time and a half or double time; 
 
If you work the holiday and are only eligible to receive regular time, enter the hours worked in the 
regular hour’s column. 
If you are uncertain as to whether you are eligible to receive holiday pay, please confirm with your 
supervisor.  
 
In the example below, the employee worked the November 11th holiday and is eligible to receive 
compensation at time and a half.  The 7.25 hours are entered (or default) into the Hours Worked 
column.  To receive the time and half compensation, the total number of hours worked on the holiday 
is entered in “Shift Hours” and the appropriate pay code is selected from the drop down list. 
 

 
 
 

Viewing Prior Hours Worked and Paid 

 
WebTimeEntry Employees can view hours submitted and paid from prior periods through e-services.  
Follow the links in e-services until you reach the ‘UNB Web Advisor Main Menu’.  Click the link called 
‘Time History’.  To access your prior hours choose the year and pay you wish to view. 
 

 


