
Late Time-sheet entries/policy 
 
 
 
For students that missed the deadline date for entering their hours for the current pay 
period, hours can be entered under the ‘WS Late Time-sheet School Year’ line of the 
following pay period.  Pay entered on this time-sheet will be added to and paid with the 
student’s regular pay from that pay period.  
 
 
 

 
 
 
 
Please enter your hours as if you were entering them for the current weeks (if you worked 
M, W, F…enter your hours under the Late Time-sheet line under M, W, F), and follow 
up by entering the dates of the missed pay period in the ‘comment’ screen.  Example:  
Late time for Sept 4 through Sept 14, 2007.  If dates aren’t entered, then the hours will be 
deleted…and you will need to start over. 
 
 



 
 
 
 
Only hours missed from the previous pay should be entered into this field.  If you missed 
more than one pay period, please make an appointment with Roberta Oberpriller to get 
the remaining late pay corrected.  Students can expect to have a one month delay in their 
checks for late hours reported through Roberta, due to verification and approval of time  
through several sources. 
 
As always, if you have problems accessing your time-sheet, entering hours or receive 
errors on your entries, please contact the Student Employment Office at 723-6051 
(Jonna) or 723-6726 (Holly), or contact the Payroll Office at 723-6127 (Roberta). 


