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Filling Out Form 
This form is to be filled out by Temporary (Non-Student) Employee and Student Employee once the 
deadline for submitting timesheets has passed. 

 

1. Fill out employee information. 
a. Full Name 
b. Banner ID 
c. Cell Number (Best Number To Be Reached At For Questions) 
d. Job Title 
e. Position Number (Completed by Supervisor) 
f. Supervisor ext. 
g. Bi-Weekly Start Date 
h. Bi-Weekly End Date 
i. Department 
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2. Key in dates of the Bi-Weekly payroll. 
 

3. Use drop down box to Key in your Start and End Time for days worked distinguishing AM or PM. 
 

 
4. Key in supervisor name in the “Supv. Printed Name:” field. 
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Submitting Timesheet For Approval 
***The following submission steps should only be done if physical signatures cannot be obtained.*** 

5. Send an email with the attached “Late Hourly Timesheet” to your supervisor with WSSU 
Payroll 2payroll@wssu.edu copied. 

 

6. In order for Payroll Services to process the “Late Hourly Timesheet” the supervisor must respond back 
to the e-mail with their approval. 

 

*Reminder: Timesheets should/must be completed during the scheduled online period. This will eliminate 
the need for a late timesheet and missed wages. 
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