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Entering and Adjusting Work Hours

The Wisconsin Court System uses the Wisconsin Department of Administration STAR system
for payroll, leave and fringe benefit administration. Following are instructions to enter work
hours and to adjust time entries:

From the landing page use the Timesheet link or use the following navigation:

Main Menu~ : Self Service =~ : Time Heporting = : Report Time ~ : Timesheet
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1.

Select the day of the week you wish to report time for by clicking in the box in the First

To enter work hours:

In column under that day.
Enter the time you began working for the day in the First In column. Time entries
must be made on the quarter hour.
To account for non-payable time (for example a lunch break) enter the time you

stopped working in the Out column and then the time you returned to work in the In

column in the same row.

And lastly, enter the time you ended your work day in the Last Out column. You MUST

enter a time in the Last Out column or you will receive an exception error when you

submit.

Acceptable time reporting formats include: 7:45a and 4:30p, 0745 and 1630, & 7.45a and
4.30p. Time entries must be made on the quarter hour to avoid rounding errors.

Do not use the Time Reporting Code field. (If no selection is made and the box is left blank, the
system will default to 01 REGLR-Regular Hours Worked when the timesheet is submitted).
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Do not use the Quantity or Rule Element 1 fields. When you have finished recording your time
for the day, click Submit.
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If everything is entered correctly, a message will appear confirming that the rules have been
applied successfully.

Click OK.

Message

Rules have successfully been applied. (123504,1628)

Press OK to refresh your timesheet with updated payable time.
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system’s Payroll Office.

In the case of an exception error message, shown as a red clock, click the Exceptions tab to
view the error. If you’re unable to resolve the error on your own, please contact the court

From 06/15/2015 10 06/21/2015

o mens D3 Date  Reporied Stats Exception n MealOut  in out Pureh Tine Reporting Cade Quaniity Rule Element 1 Date

O Mon  E/15 Submitted 3:3 800 01 REGLR - Regular Hours Worked - 3, s *] =]
o Tue &M Submitted 900 01REGLA - Reguiar Hours Worked - 2, &6 = =
=] Wed M7 Submitted 9.00 01 REGLR - Regular Hours Worked - A, en7 *] =]
] Thy  EME Submitted 9.00 01 REGLR - Regular Hours Worked - A, eng * =
o Fri 818 Submitted 5.00 01 REGLR - Regular Hours Worked - 2, &1 *] =]
»] St G20 New - Q620 = =)
o Sun 821 Submited 7.00:004M] [12:00:00Pu) [12:30.00Pu | 5.00-00PM| 9.50 01 REGLR - Regular Hours Worked - 2, 621 *] =]

until the error is resolved.

Note: Time reported that results in a High Severity Exception will not be processed for approval
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Exceptions (7 Personalize | Find jL“: |.'J 10f1
Date Exception ID Exception Source Status Exception Severity xplanation Comment
061192015 TLXO1540 Timesheet Unresolved High E;‘ﬂ;'ﬁ;‘;ﬂ?;:w YL
To adjust your reported time, again navigate to the Timesheet page.
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review.

The system will default to the current week/period upon opening the timesheet. Use the
Previous Week/Period and Next Week/Period links to locate the time frame you want to

To make an adjustment, update the time reported in the First In, Out, In, or Last Out field(s)
and then click Submit to save your changes.

Timesheet

Select Another Timesheet

From 10/26/2015 to 11/01/2015
Comments
(®] Mon 10626 Submitted
®] Tue 1027 New

o Wed 1028 New

Submit Clesr

*Date 10262015 |

Reported Hours .00

Day Date  Reported Status  Firstln

Frevious Week  Next Week

Print Timesheet

In Last Out P!Q;’;Tm Reporting Code Quantity Rule Element1  Date
4:30:00PM| 2.00( 01 REGLR - Reguler Hours Worked | e | =
‘ v L ey 3 =
‘ ~] A, 1028 ] | =

Note: The system will only allow you to go back 15 days from the current week to make an

adjustment. If your adjustment exceeds 15 days prior to the current week, contact your
supervisor or the court system’s Payroll Office.

For assistance, contact the Director of State Courts Payroll Office
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