
 

 

Peggy Eaton, Administrative Assistant to the Dean of Student Success, has worked at CWU for 17 years. She has had 

extensive experience with time keeping and payroll records. I had an opportunity to speak with Peggy about the new, 

electronic, Time and Attendance system that is going to replace our current, paper-based system. I asked Peggy if she had any 

questions or comments about the new system, and no surprise for those of 

you who know Peggy, she had a few! For the record though, some of these 

were questions that Peggy had heard some of her colleagues ask. 

Question - Will access to Time and Attendance be through MyCWU?              

Answer- Yes! 

 

Comment- Some staff are currently experiencing issues with on-line travel. For 

example, she has heard staff say that they submitted the form on-line but can’t 

see it. It doesn’t show up in the queue. This leads to a concern that if someone 

submits their time and attendance but it gets lost…will they get paid? 

 Answer - As with any new implementation, there will be items to resolve after 

“go-live”. However, in contrast to the travel system, in Time and Attendance, employees will be able to see if their time has 

been approved. This will be displayed as “payable time” that will be uploaded into the system at the end of each pay period.  

 

Question- Will there be easily accessible links to rules for absence management i.e. FMLA and sick leave rules? 

Answer- Yes!!! 

 

Question- Will Time and Attendance eliminate timekeepers? 

Answer- Positions are not being eliminated because of the implementation of Time and Attendance. Time keepers 

will be relieved to hear that entry of time/leave into Rapid Time Entry will no longer be necessary. Employees will 

be responsible for entering their own time into the system.  

 

Question- Will it eliminate time keeping records? Will we be able to review historic attendance records? 

Answer- Records are stored electronically and will allow for historic review. Payroll records previous to “go-live” will 

be retained per the retention schedule and Time and Attendance will eliminate much of the paper  given that 

documents will be electronically stored. 

 

Question- The process that will likely lead to the most anxiety is the first couple of pay periods. Will there be a dress rehearsal? 

Answer- From a testing perspective there will be two parallel tests conducted by the Time and Attendance Team. From a 

training perspective training will be required for those who need to enter time (everyone except faculty!) and approve time. 

 

Question-What happens when administrators aren’t on campus? How will time get approved? 

Answer – The system is accessible from off-campus so managers can review and approve employee time and leave from 

anywhere. Managers will also have the ability to delegate review and approval to cover periods when they will be away, such 

as vacation or sick leave. The system administrator can also delegate to an alternate approver  if needed. 

 

Question- Does a person enter time daily, hourly or at the end of a pay period? 

Answer- Students and temp hourly employees will need to “punch-in” at the start of each shift and “punch-out” at the end of 

each shift. Classified employees can enter time on a daily basis or intermittently throughout the pay period based on the 

direction of their supervisor. Administrative exempt employees will only enter exception time for approval. 

 

Stay on the lookout for our next article where we will explain in more detail how the system will work. 

 

Contact Sue Noce, Project Manager,  noce@cwu.edu  with questions or comments. 


