
UIW Department of Instructional Technology 

1 

Web Time Entry – Clock In and Out 
 

Clock In and Out 

1. Open Internet Explorer  
2. Go to the UIW Website 

(http://www.uiw.edu/) 
3. Click My Word at the top right of 

the webpage 

 

4. In the Login window, your UIW 
Username and Password (this is 
the same username and password 
used for Blackboard and Cardinal 
Mail) 

5. Click Login  

.  

http://www.uiw.edu/
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6. The My Word Homepage opens 
7. On the menu, click Employee 

information  

 

8. Click Web Time Entry 

 

9. Select the Employee Services tab  
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10. A new Screen opens, select 
Electronic Time Keeping 

11. The Time Sheet Selection Screen 
will open showing either the staff or 
student time sheet 

 
Staff Timesheet  Student Timesheet 

 
 

12. On the Time Sheet Selection Screen,  
Select a time period  

13. Click the Timesheet button  
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14. The Time and Leave Reporting 
Screen opens 

15. Click the Clock In or Out icon  

 

 

16. The Clock In and Out Screen opens 
17. Note that the time and date entries are 

correct and click Save  

18. Click Timesheet  
19. You are clocked in.  Repeat steps 14-17 

to Clock Out  
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Make Changes or Correct Errors 
Sometimes you have to make manual adjustments to your timesheet. This is how to proceed.  

1. Review the Time and Leave 
Reporting Screen to locate errors 
on the timesheet 

2. If an error is detected, click the blue 
link for the time entered in error    
(i.e. 8) 

 

3. Correct the time on the Clock In 
and Out Screen 

4. Add a comment as to explain the 
change in the Comment section 

5. Click Save  

6. Click Timesheet  
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Report Time Other than Regular Hours 
Sometimes you will clock in reporting hours for Vacation Leave, Sick leave, Jury Duty or Bereavement Leave 

1. On Time and Leave Reporting 
Screen Click the Enter Hours Link 
adjacent to the line for either 
Vacation, Sick, Jury Duty or 
Bereavement  

 

2. Enter the time on the Time In 
and Out Screen  

3. Enter time at 15-minute incriments. 
For example; 8:15 in and 10:00 
out.  

4. Click Save  

5. Click Timesheet  

 
 

8:15 10:00 
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Delete Hours 

1. On Time and Leave Reporting 
Screen, locate the date, and click the 
blue link to select the hours to be 
deleted (i.e. 8 ) 

 

2. The Clock In and Out Screen opens 

3. Click Delete  
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4. On the next Screen; Select OK  to 
complete the deletion process. 

5. All changes made to Clock In and Out 
will be removed for the selected date  
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Comments 

1. Open the Time and Leave 
Reporting Screen to review the 
hours entered 

2. Click Comments  

 

3. Enter comment in the Enter or 
Edit Comment field. 

4. Click Save  

 
 

Submit for Approval 
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At the end of the pay period, you must submit hours for approval.  

5. Open the Time and Leave 
Reporting Screen to preview the 
hours entered  

6. If you are satisfied that your time 
sheet is correct, click Summit for 

Approval  
7. Be sure to submit the time sheet prior 

to the Submit by Date 
8. The timesheet will refresh, and the 

statement; Timesheet was 
Submitted Successfully                   

( ) will appear 
at the top of the Screen 

 
 
 

205 
Piazz

a 
Italia, 
San 

Anto
nio 

205 
Piazz

a 
Italia, 
San 

Anto
nio 

 


