            Procedure for Submitting a Missed Timesheet
 
 
This timesheet procedure should only be used when P/T Hourly Employees and/or supervisors have missed the submission and/or approval deadline.

P/T Hourly Employee:

-
Go to www.ramapo.edu/hr/forms.
-
Click on “Webtime Adjustment”
-
Click on “P/T Hourly Employee Timesheet for Missed Submission” (word.doc)

-
Click on ‘file’ then ‘save as’ (this file must be saved elsewhere i.e.; desktop or disk).

-
Complete P/T Hourly Employee timesheet.  Type your name and date on the ‘Employee Signature’ line of the timesheet and save.

-
Send an electronic copy of your completed P/T Hourly Employee timesheet to your supervisor for approval via email.

Supervisor:

-
Review the word.doc timesheet making any necessary changes to the document.  Type your name and date on the ‘Unit Supervisor’ line of the timesheet and save.  

-
Attach the word.doc timesheet to an email and forward to bring1@ramapo.edu for payment.

Paper timesheets are no longer accepted.

