


Student/Temp Digital Time Log Instructions 
 

Biweekly Payroll Dates:  http://www.muw.edu/hr/employees/compensation/payroll 
 

1. Please save a master copy and create a new record for each biweekly payroll. If you re-use the same time sheet, it’s important not to delete any columns 
with formulas. Delete the entry not the total columns.   

2. Enter your name, department name, department ORG # and your MUW ID (950 #). 
3. Enter the correct payroll dates in “Payroll Period From” and the dates will pre-fill on the left.     

Note: a new payroll period begins on a Sunday, not a Monday. 
4. Do not pre-fill your work schedule! 
5. This is a time entry time log that will calculate hours worked, automatically compute quarter-hour rounding (see chart below), and convert time to the 

correct decimal format.  
a. There are examples on the time log of the correct time entry format.  Enter the exact time in and time out for each day worked.  

 You MUST use am and pm! 
b. You have space for multiple in/out each day. 
c. If you see #VALUE! in a column, you have an incorrect format for a cell.  For example, you CAN NOT enter text or symbols in any of the columns. 

Only enter the allowable format so the formulas will calculate correctly. 
6. At the end of the pay period or after your last working day during the pay period, print your time log or email your time log to your supervisor. Each 

department may have a different preference.  
7. Both you and your supervisor will sign and date it. You MUST physically sign your time log, electronic signature not allowed.   
8. Time logs that are not submitted to your supervisor by their payroll deadline preference will not be paid until the following payroll.  
9. Incomplete time logs will require you to come to the Human Resources Office to complete and will not be paid until the following payroll. 

 

Quarter Hour Conversion Chart: 
Minutes Hour 

0 – 7 minutes 0 hour 

8 – 22 minutes .25 hour 

23 – 37 minutes .5 hour 

38 – 52 minutes .75 hour 

53 – 60 minutes 1 hour 

 

 
Time examples: (a) In at 8:07am out at 9:53 am = 2 hrs worked (b) In at 8:08 am out at 9:52 am = 1.5 hrs worked.  Explanation: Starting at  
8:07 calculated as starting at 8:00 and starting at 8:08 is calculated as 8:15. Leaving at 9:53 is calculated as leaving at 10:00 and leaving at  
9:52 is calculated as 9:45. 
 

*Students must be enrolled in 6 or more hours to be a student worker.  
Student workers cannot work more than 20 hours total in 1 week in all campus jobs combined. 
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