Datatel/Colleague HR and Payroll
St. Lawrence Portal



Access On the Web

e From Office or using VPN at Home

e Using Internet Explorer go to St. Lawrence University
home page -www.stlawu.edu

e Click on Faculty and Staff tab
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Portal Web Address

Click on St. Lawrence Portal
Alternatively, go to https://saints.stlawu.edu
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Links for Faculty and Staff

LOGIN® %y
Welcome to the page with links collected especially with faculty and staff in mind. This page { SLUPOVW J

connects you to all parts of the University's programs and sernvices.

# Links inthe blue navigation bar connect you to most frequently accessed pages.
» Cuick links is an alphabetical listing of most links on this page.
» Topical links arganize pages according to themes.
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Enter Network User Name and
Password (if accessed using Firefox)

Links for Faculty and Staff

Welcome to the page with links collected especially with faculty and staffin mind. This page connects you to all parts of the
University's programs and senvices.

» Links in the blue navigation bar connect you to most frequently accessed pages.
s Cluick links is an alphabetical listing of most links on this page.
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St. Lawrence University - Portal

Access to Datatel/Colleague functions that you are authorized for will
show in the Colleague Web Access tab
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Presenter
Presentation Notes
If you don’t have access to everything you think you should, contact Peter Feickert (x5559).


Web Time Entry



Enter Time

Click on Time Entry and Approval

Colleague Web Access

(2

Employee Profile

- Time Entry and Approval

T Mv Bookmarks



Enter Time

Click on Time Entry

" Colleague Web Access |

2

- Main Menu

0|

(+) | {+)

. Time Entry and Approval

Time entry

Time History

Time approval (for supenvisors)

Employee History (for supemnvisors)




Time Entry Record

*Each Employee will usually have one timesheet, but there may be
more than one pay period or position.
*Select the position/pay period you wish to enter and hit submit

Time entry

Choose Only One Pay Period Start Date Pay Period End Date Position Title Start Date Department Supervisor  Location Complete By Date

1011 10124110 | Confidential 3 Business Office | 07001181 | Business Office | Ms. Carol T, Gable 12123110 11:00AN
1023110 110710 ( Confidential 3 Business Office | 07101/31 | Business Office | Hs. Carol T. Gable 0110611 11:00AH
11108110 1112110 | Confidential 3 Business Office | 07/01/81 | Business Office | Ms. Carol T, Gable 01720111 11:00AN
121 120510 ( Confidential 3 Business Office | 07001/31 | Business Office | Hs. Carol T. Gable 02003111 11:00AH

SUBMIT
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Presentation Notes
Normally a single timesheet for each employee is available to select, but there may be occasions in which two timesheets are available for additional pay periods or positions.  Select the timesheet you want to complete.  The deadline by which the timesheet must be completed is indicated in the column headed Complete By Date


Time Entry Record

*Each Employee will have a record with benefit bank balances listed
*The deadline by which the timesheet must be approved is indicated
in the “Complete By Date” column

*“Annual Leave” = vacation

Time Entry
Position Title Pay Period End Date Pay Cycle Department Location Supervisor Complete Entry By
Confidential 3 Business Office 10724110 | Biweekly Buziness Office Ms. Carol T. Gable 1272310 11.004M
Leave Type Leave Balance
Annual Leave 145.50
Sick 692.00
Personal Business 7.5HR 20.00
Extra Holiday 7.5 Hrs Pay 0.00
Czea Comp Holiday 0.00



Presenter
Presentation Notes
The benefit banks, current as of the previous payroll processing, will be listed.

The deadline by which the timesheet must be completed is indicated in the column headed Complete By Date
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Presentation Notes
.
 
Supervisors should review timesheets before approving them.  Once the appropriate timesheet has been selected, Submit should be clicked to view the timesheet.

Regular Hours
The number of hours worked by employees should be reported in the column headed Regular Hours.  If an employee worked a holiday, the hours should be in this column and Holiday should be indicated in the Other Time Type column.
 
Leave
Any vacation or sick time taken by employees should be reported on the appropriate date in the columns headed Annual Leave Hours and Sick Hours, respectively.  Other types of leave such as bereavement, holiday, etc. should be reported in the Other Time Hours with the Other Time Type indicated in the next column.
 
Employees are able to insert lines when more than two types of leave are used in a single day.
 
For employees normally scheduled to work a standard number of hours each week, the total amount of hours entered should be at least equal to the total amount of scheduled hours.  If an employee has not worked a full schedule and has insufficient accrued leave to reach the total of normal scheduled hours, hours should be entered on the required date with leave type of Absent Authorized No Pay or Absent Unauthorized No Pay, whichever is appropriate.
 
Overtime
If supervisors requested an employee work daily overtime, the overtime hours should be reported on the appropriate date with Daily Overtime indicated in the Other Time Type Column. (If they work more than 8 hours in a day to make up for a short day some other time in the week, they don’t use the Daily OT code).   If an employee worked in excess of 40 hours in a week, but does not indicate any Daily Overtime, the hours in exceess of 40 will be automatically paid at the overtime rate in order to comply with state law. 

 
Shift Differential
Shift hours and type should only be indicated for employees who normally work an evening or weekend shift.  Shift differential is paid for several leave types as well as hours worked.   Employees entering shift time will receive a warning message if they indicate shift pay for a type of time not eligible.  
 




Employee Timesheet

*“Regular Hours” column will be prefilled with the scheduled hours for most
employees

|f hours are not worked, the total in the other columns should total this amount
eLeave (vacation), and sick time have unique columns

*If a Holiday is worked, hours should be entered in “Hours Worked” column and
“Other Time Type” should be Holiday; otherwise, Holiday hours should be entered
in “Other Time” column

*Other types of leave should be reported in the “Other Time” column and the
appropriate Type selected (e.g. bereavement, holiday)

eApproved Overtime hours should be entered in the Other Time column on the
appropriate date and Daily Overtime selected in the “Other Time Type” column/If
total weekly hours exceed 40, OT pay will be automatically calculated

*Shift Hours and Type should be used only by employees who work an evening or
weekend shift

Hours Annual Sick Other Time Shift Insert

Date Day Leave Other Time Types Hours Shift Type Line

Worked Hours Hours
| |

10111110 Monday |7 50 | | I I

Hours
| |
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Regular Hours
For most employees, the regular hours column will be prefilled.  The number of hours worked by employees should be reported in the column headed Regular Hours.  If an employee worked a holiday, the hours should be in this column and Holiday should be indicated in the Other Time Type column.
 
Leave
Any vacation or sick time taken by employees should be reported on the appropriate date in the columns headed Annual Leave Hours and Sick Hours, respectively.  Other types of leave such as bereavement, holiday, etc. should be reported in the Other Time Hours with the Other Time Type indicated in the next column.
 
Employees are able to insert lines when more than two types of leave are used in a single day.
 
For employees normally scheduled to work a standard number of hours each week, the total amount of hours entered should be at least equal to the total amount of scheduled hours.  If an employee has not worked a full schedule and has insufficient accrued leave to reach the total of normal scheduled hours, hours should be entered on the required date with leave type of Absent Authorized No Pay or Absent Unauthorized No Pay, whichever is appropriate.
 
Overtime
If supervisors requested an employee work daily overtime, the overtime hours should be reported on the appropriate date with Daily Overtime indicated in the Other Time Type Column. (If they work more than 8 hours in a day to make up for a short day some other time in the week, they don’t use the Daily OT code).   If an employee worked in excess of 40 hours in a week, but does not indicate any Daily Overtime, the hours in exceess of 40 will be automatically paid at the overtime rate in order to comply with state law. 

 
Shift Differential
Shift hours and type should only be indicated for employees who normally work an evening or weekend shift.  Shift differential is paid for several leave types as well as hours worked.   Employees entering shift time will receive a warning message if they indicate shift pay for a type of time not eligible.  
 




Time Sheet Input

Time can be entered daily if desired

Enter hours and click submit at bottom of
timesheet

Review warnings/errors
— Warnings may not require action
— Errors must be corrected before a TS can be submitted

If there are no errors, a confirmation message
will be displayed

Click OK at bottom of screen and Log out



Time Sheet Signature and Submissions

*Sign timesheet electronically clicking the
box on the line displayed at the bottom
the entry screen and clicking Submit.

Checking this box becomes your electronic signature acknowledging your submited time as accurate and ready for supervisor approval |

=upervisor Decizion Pending Approval
Cupervisor Comments

Supervisors E-mail Address

14


Presenter
Presentation Notes
 
A Confirmation message that the timesheet has been forwarded for supervisor approval will be displayed.  Once a timesheet has been signed, it can not be updated unless rejected by the supervisor.
 



Manager Approval

Employee’s supervisor will approve or reject
the timesheet.

The employee will receive a notification email.
If rejected, a reason will be noted in the email

— Employee accesses the timesheet, using same
process as initial time entry, to make the necessary
corrections and resubmit.

A notification email will be sent upon approval.
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Presentation Notes
Once an employee’s supervisor has approved or rejected an employee’s timesheet, the employee will receive a notification email.  If the timesheet was rejected, a reason will be noted in the email and the employee should access the timesheet again to make the necessary corrections and resubmit.  This is done using the same screens as when initially entering time.
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