
West Valley-Mission CCD
WTE SSB 9 Training - Payroll Department



Web Time Entry
SSB 9 ●Employees

●Approvers, Proxies, and Supervisor.

●Questions



Employees
Student Worker & Short Term



Self-Service Banner (SSB)



Employee’s Name

Employee’s Name



Employee’s timesheet (WTE)
Employee’s Name



Start Timesheet

● Job description

● Department

● Hourly Rate (New)

● Pay Period

● Status



Employee’s Name



Employee’s Name



Employee’s Name



Employee’s Name



Employee’s Name

Meal break

3:00 – 3:30 pm



Employee’s Name



Sick Time



Employee’s Name

Employee’s Name



Employee’s Name

Do not use







Making Changes on WTE



Edit Hours



Copy Hours



Delete Hours



Adding Comments on WTE



Adding Comments on WTE

07/05 – basketball practice

07/24 – overtime because tournament



Submitting Timesheets



Submitting Timesheets



WTE Timesheets & Approval Deadlines 

MidMonth (MM) Payroll



Approvers & Proxies



Approvers and Supervisors’ Responsibilities 

● Designate at least two (2) Proxies

● Train hourly employees to utilize WTE

● Verify employees open their timesheets

● Remind employees to submitted their 

timesheets for approval by WTE deadline



Employee Cannot Find Timesheet in WTE/SSB

Contact Human Resources 

Danielle Ramirez-King

Human Resources Specialist II

Danielle.Ramirez-King@wvm.edu

(408)741-2171



Employee Cannot Open Timesheet

Contact Payroll Department

Tuyet Nguyen

Financial Technician

Tuyet.Nguyen@wvm.edu

(408)741-2090

Betty Pap

Financial Technician

Betty.Pap@wvm.edu 

(408)741-2118



Approvers & Proxies Responsibilities 
- Approval Deadline-

● Submit timesheets for approval

● Verify employee entered hours accurately 

● Make corrections on the timesheets

● Notify your Proxy to review and approve Time 

Sheets on your behalf 

● Approve all timesheets by the Approver 

deadline



WTE Timesheets & Approval Deadlines 

MidMonth (MM) Payroll



Assigning a Proxy





Proxy

Must be a Full Time 
Employee at the 

same level or higher 
than the Approver’s 

position.

● Enter the name of the employee

● Find the name and select



Approving Timesheets



If you are a Proxy
Proxy name







Employee 1

Employee 2

Employee 3

Employee 4



Approving In Progress Timesheets



In 
Progress 

Timesheet
Summary

&
Submit

Employee Name



Approving Pending Timesheets



G#       Employee Name

Pending 
Timesheet
Summary

&
Details



G#     Employee Name 

Reviewing and Modifying Employee’s timesheet





G#    Employee Name



WTE Timesheets & Approval Deadlines 

MidMonth (MM) Payroll



ANY QUESTIONS?


