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BEWARE: Be sure to use navigation buttons within WTE.  Do NOT use browser navigations such as the 

Back arrow.  Do NOT double click WTE navigation buttons.  Failure to properly navigate within WTE 

can result in a time sheet error. 
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When you start a new time sheet, click Preview (and scroll to right) to 

validate all scheduled days for the entire pay period exist.  If not, 

contact supervisor immediately. 

 

 
 

Note:  Be careful to not select the Restart button.  It will wipe out all time for the pay period. 

 

 

• Select appropriate Title and 

Department and Pay Period 

If there is more than one title, 

contact supervisor to determine the 

correct one to use. 

 

• Click Time Sheet. 

 

Time Sheet Status definitions: 

• In Progress – you have started your 

time sheet, but have not submitted it 

for approval. 

• Pending – you have submitted your 

time sheet for approval. 

• Approved – the time sheet has been 

approved by your supervisor and 

sent to payroll. 

• Completed – the time sheet has 

been successfully processed through 

payroll. 

• Not Started – you have not started 

the time sheet process. 

• Returned for Correction – there 

was a problem with your time sheet 

and it was returned to you by the 

supervisor to correct. 

• Error – Contact the Payroll Office 

to resolve the error.  

 

Entering Hours: 

 

•  Click Enter Hours for the day you 

are entering time 

 

  OR 

 

• If you are entering additional time 

for a day where you have already 

entered time, click on the hours for 

that day. 

 
 

 

Comments: 

 

• Click Comments to document or 

explain variances from the schedule 

or any time sheet issues. 
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Entering Hours (cont): 

• NOTE:  Time in/out must be 

entered in intervals of 15 minutes.   

• Enter time in/out (be sure to select 

AM/PM).  Time in/out must be 

entered together. 

• You can enter multiple times in/out 

or you can return later and enter 

addition times in/out for the day. 

• NOTE:  If you have more than 5 

different times in/out you can click 

‘Add New Line’ to add more 

• Click SAVE.   

• Click ‘Time Sheet’ to return to the 

time sheet view or click ‘EXIT’ to 

exit CatPAWS. 
 

• Once you click SAVE your hours 

will be calculated and totaled for the 

day 
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After you enter your hours for the last working day of the pay period you must submit your time sheet to 

your supervisor for approval. 

 

You have until 5 PM of the first business day after the end of the pay period to submit your time sheet for 

approval. 

 

You must review your time sheet by clicking Next or Previous. By clicking Preview you can see the entire pay 

period on one page (you must scroll to the right to see all days for the pay period). 
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•  When you are ready to submit 

your time sheet, click ‘Submit for 

Approval’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• You should see a message at the top of 

your time sheet stating it has been 

successfully submitted. 

 

• At the bottom of the page, the date your 

time sheet was submitted will be 

displayed. It also indicates that the time 

sheet is waiting for approval by your 

supervisor. When your supervisor has 

approved the time, it will be noted on the 

‘Approved By’ line. 

 

• If you realize you need to make 

corrections to your time sheet, you can 

simply click Return Time and make the 

changes if your supervisor has not 

approved your time sheet and it is prior 

to your submission deadline. You must 

then resubmit your time sheet by 

clicking Submit for Approval. 

 

 

 

 

Attention:  It is your responsibility to submit your time sheet by the submission deadline -  

5 PM on the first business day following the end of the pay period. 
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Frequently Asked Questions (FAQs): 

 

1. What if my time sheet is not listed or my Position (Title and Department) is not listed on the 

Position Selection page? 

Please contact your supervisor and/or Human Resources to determine if you have been authorized to 

work and that the appropriate paperwork (I9, W4, etc.) has been submitted. 

 

2. What if all the days I am scheduled to work in the pay period do not show on the time sheet? 

Please contact your supervisor immediately. 

 

3. What if I clicked on Submit for Approval before I was finished entering hours for the entire pay 

period? 

If you have clicked Submit for Approval and your time sheet has not yet been approved by your 

supervisor and it is prior to your submission deadline, you can click Return Time on the Time and 

Leave Reporting page. You should enter corrections and resubmit the time sheet to your supervisor for 

approval. If your supervisor has already approved your time sheet or your submission deadline has 

passed, contact your supervisor immediately. 

 

4. What if I submitted my hours, but I made a mistake? 

If you have clicked Submit for Approval and your time sheet has not yet been approved by your 

supervisor and it is prior to your submission deadline, you can click Return Time on the Time and 

Leave Reporting page. You should enter corrections and resubmit the time sheet to your supervisor for 

approval. If your supervisor has already approved your time sheet or your submission deadline has 

passed, contact your supervisor immediately. 

 

5. Can anyone else access my hours? 

Only your supervisor, their proxy and the Payroll Office can access your hours.   

 

6. Should employees share their username and password with a proxy, approver, other staff or 

friends/parents? 

Due to the confidential and sensitive nature of information that can be accessed through the entire 

CatPAWS system, employees should never share their username and password with anyone. 

 

7. What is the work week at Northwest? 

Monday to Sunday is the work week. 
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Web Time Entry Quick Reference 
 

Time Sheets must be submitted online to your supervisor by 5 PM of the first business day after the end 

of the pay period. 

 

1. Log in to CatPAWS. 

 

2.  Click on the Employee Tab. 

 

3. Select the appropriate Position and Pay Period. 

 

4. Click Time Sheet. 

 

5.  Preview to validate all scheduled days of work exist for the pay period. 

 

6.  Entering Time: 

Click ‘Enter Hours’ for the day you are entering time  

 If you are entering additional time for a day where you have already entered time, click on 

the hours for that day 

Enter time in/out (be sure to select AM/PM) Time must be entered in 15 min intervals 

Click SAVE 

Click EXIT 

 

7. Please enter hours daily. 

 

8.   Preview entire time sheet on last working day of pay period to validate accuracy and completeness. 

 

9. Click on Submit for Approval only after you have completed entering all hours worked for the entire 

pay period. 

 

10. Verify that the time sheet has been submitted by reviewing the bottom of the screen.  The Submitted for 

Approval By… line should display the date. 

 

11. You may login again before the payroll due date to verify that your supervisor has approved your time 

sheet.  Your supervisor is required to approve time sheets by 5 PM of the second business day after the 

end of the pay period. 

 

BEWARE: Be sure to use navigation buttons within WTE.  Do NOT use browser navigations such as the 

Back arrow.  Do NOT double click WTE navigation buttons.  Failure to properly navigate within WTE 

can result in a time sheet error. 

 


