
Time Entry 

The maximum hours worked must not exceed 7 hours per day with a maximum of 6 days per week or less if 

your specific contract states fewer hours per week than listed above.  

1. Click on the link for “Employee Web App” 

https://www.kings.uwo.ca/about-kings/who-we-are/administrative-

departments/finance/payroll-benefits/ 

 

 

 

https://www.kings.uwo.ca/about-kings/who-we-are/administrative-departments/finance/payroll-benefits/
https://www.kings.uwo.ca/about-kings/who-we-are/administrative-departments/finance/payroll-benefits/


2. Sign in using your UWO Windows ID and password

 
3. Click on the link “King’s Employee WebApp Access” 

 



4. Choose Timesheets from the My Self Service drop down 

 

5. When you hover to the right of Open and a blue circle with dots appear click 

on it and the view link will appear 

 

 

  



6. Choose Add Line and a NEW TIME ENTRY screen will open. 

 

7. Choose the Position from the drop down menu and select the 

 Work Type from the next drop down menu and Save

 

 

This Section will autofill 
Then click SAVE 
 



 

8. The position will show up as Work Type and the hours can be entered by 

week there will only be one row per position.  There will be a green code in 

the category column. 

 

 

9. You will need to scroll through the weeks in the pay period to add the hours 

worked for each week 

 

 

 

 

 

 

 

Click Here to move 
 to week 2 



10. When the hours have been entered save the entries at the bottom 

 

 

 

 

 



 

11. When you are entering time for the first week of the pay period only, save the 

information and sign out.  Once you have entered hours in the second week of 

the pay period continue to the next step.   

Do Not Submit Hours until the second week of the pay period is complete. 

 

12. Select Print View to print a copy of your hours to pdf and send to your 

supervisor and  payroll@kings.uwo.ca.  Workstudy, IWE and First Generation 

students must also send to studentfinance@kings.uwo.ca

 



 

 

13. Once you have verified your time you can submit and the timesheet will go to 

payroll.  It will not be paid unless a pdf copy of your timesheet has been 

sent to your supervisor, payroll and student finance.

 

  



14. Your timesheet status will then move to submitted. 

 

15. Once it is being processed by payroll it will then appear as Transferred to 

Payroll 

 


