
Employee
Web Time Entry (WTE)

INTRODUCTION:

• Working  together, Banner Web Time Entry and the Banner HR systems enable 
employees to enter their time via the Web and submit the time transactions to 
their supervisor who will review and approve the transaction.

•Once approved, the Web transaction will follow the normal payroll process flow 
and be processed in the normal Banner payroll cycle.



Web Time Entry (WTE)

Process Flow



Web Time Entry (WTE)

• Web Time Entry – Must enter “Time In” & “Time Out” 
• Time must be entered and approved in order for employee to be paid
• No Default Work Schedules

• Deadlines
• Employee Submission - Normally 2:30pm on Monday following Pay Period

end date
• Approval - Normally 9:00pm on Monday following Pay Period end date

• Email Notifications to Employees, Approvers, & Proxies
• Pre-Deadline
• Outstanding Timesheets 
• Return for Correction
• Special Notices



Web Time Entry (WTE)
Time Entry

1. Go to the WISE website – https://wise.unh.edu

Click to Login

https://wise.unh.edu/
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Enter User ID (full 9 of USNH ID) & PIN
Click Login
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Select Employee Tab
or Employee Services
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Select Time Sheet
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Select  Pay Period from Dropdown List
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Click intersection of day 
and desired earn code
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Verify Date and Earn Code Selected

Enter Time In and Time Out  for hours worked that day
• Leave gap for unpaid periods like

Lunch or split shifts

Click “Save” to total hours entered per shift and day

“Time Sheet” will enable you to select different Earn Code or Day 
the from Time Sheet 

“Next Day” will retain the same Earn Code and proceed to next day

“Copy” allows you to copy hours to selected day in pay period



Web Time Entry (WTE)
Timesheet

Example: OS Hourly Earnings (Regular)

Display of Hours Entered for Week

Comments – To add comments to time Sheet
Restart – Deletes all Time entered
Next – Displays 2nd week of Time SheetClick to submit Time for Approval
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Example: OS Regular Earnings (Hourly) & Comp Time Usage
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Example: OS Hourly Earnings (Regular) & Holiday Leave
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Example: OS Hourly Earnings (Regular) & Earn Time Usage

Note:  Hourly Earning entered for second week of Pay Period



Web Time Entry (WTE)

Example: OS Hourly Earnings (Regular), Earned Time Usage, Sick 
Pool Usage, & Holiday Leave


