Quick Reference Guide: WaveWorks

Student Employees - Navigating Your Timecard TRANSFORMATION IN MOTION

Purpose:

This Quick Reference Guide (QRG) provides student employees with step-by-step
instructions to access WaveWorks, review their timecard, make any necessary edits, and
submit their timesheet.

Students can update their time directly on the timecard—there is no need to submit a
Time Change Request. After making changes, select Save and Close. Once all time for
the pay period has been entered, complete the attestation and submit the timecard.

After submission and approval, student employees will receive a Tulane email and a
notification in the bell notification area in WaveWorks. Line Managers (supervisors) will
receive audit reports for submitted timecards.

Note: A timecard is automatically generated with the first Web Clock punch of the pay
period.

Step-by-Step:

. Gibson tome  Student
1. Login to Tulane’s

Gibson portal and Services _
navigate to the aaar;nze,rzl\gzaéntenanc
WaveWorks menu ; -

tem. -

2. Signinto Sign In
WaveW?rks using Oracle Applications Cloud
Single Sign-On
(SSO0). Since you're

already logged in to
Tulane Gibson, SSO
will sign you in

automatically - no
need to re-enter your
username or
password.
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Good afternoon, Beaton Limbaugh

Me My Team My Client Groups Help Desk Projects General Accounting Procurement My Enterprise >

QUICK ACTIONS APPS

pa Personal Details

e o © t¥
3. Toclockin/out use the u s o -

Directory Journeys Pay Time and Career and
Absences Performance
Web Clock icon. B dentfication Info
Contact Info () - E
) | [
M —

&2 Family and Emergency Contacts Personal My Activity Learning Benefits Opportunity
w3 Information Center Marketplace

st My Organization Chart

- J— .o
@ Document Records 5 G &) B
Web Clock Roles and Expenses Hiring Report Check
B oocument Delivery Preferences Delegations

B employment info

S5y Eligible Jobs +

4. When prompted,
select Allow for
location access.

© Know your location
Allow while visiting the site
Allow this time

Never allow

Current Time

6:07 PM
5. Select Clock In or o

Clock Out icon.
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6. Note: if you have
more than one

student position,

after clicking the

appropriate clock ciockin

in/out icon, select * Posion| Marage [Bascavae

YOUI'. . e S:::JV:: L\:arl:ergradua(a Tutor 1 - Academic Learning and Tutoring Center|Yu, Samarah
POSltlon/M anager Student Research Aide 1 - Newcomb Institute|Calico, Zion Robert Joseph
from the dropdown PN A A V.
menu.

7. Select Student Pay
under Hours Type
and click Submit to
complete the clock
in/out process for
multiple student

Clock In

* Position | Manager  Shudent Reseach Ade 1 - P

positions

Good evening, Thien An Dresser
8. Verifying Your Time Me Help Desk Procurement Tools Others

(optional): Return to e - \

the WaveWorks o 2 & P 1

Homepage. o oacy s ~ B ]
: Contact Info e
S Family and Emergency Contacts & E @ m
22, My Organization Chart mm WD:‘!:W Learning mm Web Clock
B emoiopment o
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9. Select Time and
Absences icon and
review your
timecard (updates Time and
within 2 minutes). Absences

< [Time and Absences

10. The Time and

Absences page e

displays.

Sanaa Bonolo

Select the Current
Time Card.

Add Absence
and submit for

Request an a
approval

11. View your Web
Clock punches on
Current Time
Card.

Vednesday, March 18 Thur:

P Quantity Start Stop Quantity Sta

6:07PM h
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me Card

Cancel Save and Close Save
1 Demskie

116403 Time Card Period 04/03/2026 to 04/16/2026

192. In Current Time B | ViewTime Totals View Calculated Time
Card, you can review, - - - —p——
e dit OI' Submit your ger * Hours Type * Lunch Hours Start Stop Quantity Start Stop Quantity Start Stop Quantity
A hide 1- Student Pay 1004AM  1058AM 0905 303PM  4S1PM 179 1S7PM 310PM 1219
tlmecard. Jide 1 - Student Pay 136 PM 1:55PM 0.317 9:46 PM 10:20 PM 0.573
juate Tutor 1- Student Pay 300PM  336PM 0603
1.825 hours 1.796 hours 1.792 hoy
13. Before making any
edits, close all —
. = TULANE
attestation and = UNIVERSITY ae »

Warning messages on tp Time Card
the timecard by Fo e
clicking the X.

Person Number 116403 Time Card Period 04/03/2026 to 04/16/2026

A The i need to be leted. (HWM-3750211)
View Attestations  Cancel
&
04/03/2026 -04/16/2026 Friday, April 03 Saturay, Apel 04 Sunday Ape 05
Totals
Position | Manager * Hours Type * Lunch Hours Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Sta
‘Student Research Aide 1 - Student Pay 1004 AM 1058AM 0905 303PM 451PM 1796 1:57PM 3:10PM 1219 11: 7316 hou
Student Research Alde 1 - Student Pay 136PM LssPM 0317 946PM  1020PM 0573 71 232hou]
Student Undergraduate Tutor 1 Student Pay. 300PM  336PM 0603
Ohou
0hou
0hor
0 hou
Total Hours 1825 hours 1796 hours 1792 hours

14. In the Current Time .
Card, review your Sunday, April 12
time and make edits as
needed. If any In or

Out punches are v Start Stop Quantity

missing, use the

following steps. Select 5:25PM 5:44 PM 0.326
the cell for the time

entry you want to 6:10 PM 6:44 PM 0.558
update.
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Sunday, April 12
15. Double-click the cell ntlty Start Stop Quantlty
that needs to be
edited. 5:25PM 5:44 PM 0.326
6:10 PM | 6:44 PM 0.558
Sunday, April 12 Mol
16. Delete the incorrect ity Start Stop Quantlty St4
punch time.
5:25PM 5:44 PM 0.326
6:10 PM 0.558
Sunday, April 12
17. Enter the correct I:y Start StOp Quantity :
punch time.
5:25 PM 5:44 PM 0.326
6:10 PM ‘ 7:00pm)| 0.558
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WaveWorks

TRANSFORMATION IN MOTION

Delete Row

18. To add a comment for Sunday, April 12 snday, 4
your Line Manager
and University Payroll, . Ungroup Entries -
right-click the cell to Quantity Start Stop 8 art
open the menu, then . .
select Add 5:25 PM 5:44 PV
Comment. 6:10 PM 7:00 PN  Add Comment

19.

Enter your comment
message (see sample)
and click Save.

When all edits have
been made on the
Time Card,

select Save and
Close.

Row 2, Student Research Aide 1 - Pediatrics -

Adolescent Medicine|Behrs, Shivani Janae
Sunday, April 12

2

required to stay an additional 16 minutes by line

managerl
bunday, April 12

Totals

btart Stop

5:44PM 7.316 hours

| 7:00PM  2.595 hours

1.113 hours

5:25 PM
6:10 PM

20.

To remove a lunch
deduction, click the
drop down under
Lunch Hours and
select No.

Click Save and Close.

View Time Totals | | View Calculated Time | | Attestations

08/02/2026 Frdey Morch 20 Soturdy; March 21 Sunday, March 22 Manda, Morch 25

estion | Manager*  HowsType*  LunchHows St Stp  Quntty St Stp  Qunty St Stp  Quonty St Stop
© NEm— gl ~Jsooms o om o0

1 1002aM 07
2

3 No

4

B

21.

To review your
timecard before
Payroll is due, scroll
through the pay period
to check your hourly
totals and punches. As
a best practice, review
your timecard daily
or at least one day
before the end of the
pay period.

Save and Close

me Card G

1 Demskie

116403  Time Card Period 04/03/2026 to 04/16/2026

=] View Time Totals View Calculated Time

2026 Friday, April 03 Saturday, April 04 Sunday, April 05

ger * Hours Type * Lunch Hours Start Stop Quantity Start Stop Quantity Start Stop

Jride 1 - Student Pay 10:04 AM
136 PM

3:00 PM

10:58 AM 0.905
1:55PM 0317
336 PM 0.603

3:03PM 451PM 1796 1:57PM

9:46 PM

3:10PM
Jide 1 - Student Pay 10:20PM

uate Tutor 1-  Student Pay

1.825 hours 1.796 hours

Save

Quantity

1219
0573

1.792 hoy
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22, Use the View Time
Totals or View
Calculated Time
buttons to review your
hours and totals.

WaveWorks

TRANSFORMATION IN MOTION

¢gp Time Card

Freya Demskie

Person Number 116403

Time Card Period 04/03/2026 to 04/16/2026

View Time Totals J

‘ View Calculated Time

04/03/2026 - 04/16/2026
Position | Manager *

Student Research Aide 1 -
Student Research Aide 1 -

Student Undergraduate Tutor 1 -

B W N R

Hours Type * Lunch Hours

Student Pay
Student Pay
Student Pay

23. The View Calculated
Time buttons allows
you to do review of the
pay period’s calculated
hours and totals.

tp Time Card:Calculated Time

Freya Demskie

Q Search by attribute column

Student Research Alide 1 - Pediatrics - Adolescent Medicine|Behrs, Shivani Janae

View Time Totals
Fridoy, Aprl03 Sotuday,Apeil 04 Sunday Apei05
see o Hours, Lunch Reported  Calculated Reported  Calculated Reported  Calculat
U Tvoe Hours S1rt Stop Quantity  Quantity | S Stop Quantity  Quantity | S Quantity  Quant
1 hedatncs studentay 1004AM  1058AM 0905 | 303PM 4S1PM 179 | LS7PM 310PM 1219 7316 hours
Time Totals x
Toals o, AprO3 Saturday, Apel 04 Sunday, April05 [ Mo amtcs Tuesdoy, Apei 07 Wednesdoy, Apei 08
Reported  Colcuiated | Reported  Calculated | Reported  Calculated | Reported  Calculated | Reported  Calculated | Reported  Calculated | Reported  Cal
Total Hours 10.749 10.749 1825 1825 1796 179 1792 1792 27 27 o ] 1536 15!
Student Pay ) o o 0 o o o o ) o ) o 0 o
Overtime o o o o o o o [ o o o o o [

Student Undergraduate Tutor 1 - Academic Learning and Tutoring Center|Yu, Samarah

24. If the timecard is
correct, click Submit.

Save and Close

Cancel

&
Saturday, April 04 Sunday, April 05 Mon
Totals
Start Stop Quantity Start Stop Quantity Sta
3:03 PM 4:51PM 1.796 1:57 PM 3:10 PM 1.219 11: 7-316hours
9:46 PM 10:20 PM 0.573 7:1 2.32hours
1.113 hourg]
0 hour]
0 hours]
0 hour]
0 hm&sl
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25. When you click
Submit, the
Attestation question

WaveWorks

TRANSFORMATION IN MOTION

Attestations
lof1

estation Generated On

A
04/03/2026 3:06 PM
Aestation Applies To
04/03/2026 t0 04/16/2026
2

Iattest that my time records are accurate and
complete.l have recorded all hours worked, including
meals/breaks and overtime, have had the opportunity
to make necessary changes or have reported any
discrepancies to my supervisor. | understand that
TRpan A s o

and
3 .| that failure to comply with Tulane policies may lead to
Wl appeaI‘. b isciplinary action up to and including termination of
employment.
Yes
Cancel Submit and Close
Attestations ¢ >

26. Select Yes to affirm
the attestation, then
click Submit and
Close.

lofl

Attestation Generated On

04/03/2026 3:06 PM

Attestation Applies To

04/03/2026 to 04/16/2026

| attest that my time records are accurate and
complete.| have recorded all hours worked, including
meals/breaks and overtime, have had the opportunity
to make necessary changes or have reported any
discrepancies to my supervisor. | understand that
maintaining accurate records is my responsibility and
that failure to comply with Tulane policies may lead to
disciplinary action up to and including termination of

Yes -

Cancel Submit and Close

27. Your timecard is now
Submitted. Your
Line Manager will
review and approve
your timecard for
Payroll.

< 'gp Existing Time Cards

Freya Demskie

Search by status

Time Period

+ m
Period Period ~ ~ Reported . Scheduled . Absence Total Submission . - -~ "
Start.. ©  EndDate ° ¥ °  hous © Hous  ° Hours  °  Hours °  Date O CEIDE S0
04/03/2026 04/16/2026 10.75 75 10.75 04/30/2026
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28. If a submitted

timecard needs
additional edits, go to ¢ @l Dsrne Time Cards
the timecard line item by st
and click the ellipsis
(...) to open the menu. »
Select Edit, Print, or 5 ML e
View. Be sure to sopons oupomacas . e onemons
include a comment on
the Time Card for your
Line Manager
explaining the reason
for the change.

Reported ,  Scheduled .  Absence .  Total ,  Submission
Hours. ¥ Hours ¥ Hours ¥ Hours ~  Date

< Exception S___Actions
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