
Employee Web Time Entry Overview 

 

 

Employees will access timesheets by accessing www.wcu.edu and selecting  My Cat  

Using your 92# and password, log into My Cat 

http://www.wcu.edu/


 

Once reaching your (My Cat homepage) select the tab titled ñPersonal Servicesò 

 

Now under the Personal Services, select the tab titled ñEmployeeò 



Located under the tab Employee, you will find a link titled Timesheet



 

Description After selecting the ñTimesheet Linkò employees will then see the above page with 

details of their position(s) 

For employees currently working two or more jobs, these titles will show and you will need to 

enter and submit time separately for both or all of your positions.  Pay close attention to the 

timesheet that you are completing. (Description 1) 

¶ [Description 2]-To the right of the listed position, you will then select from the drop 

down box the period for which you are entering time.  

¶ [Description 3]-Now that you have selected the appropriate date for Time Entry you may 

now click on the box titled ñTime Sheet.ò  
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Once entering the Time Sheet page, you are now able to select the blue link labeled ñEnter 

Hoursò for the time worked on specific dates.   



 

¶ [Description 1]- To enter your hours worked, you may then log them in the Box 

for the date worked.  ( Please note, the Shift is 1 for all employees, do not change 

this number) 

¶ [Description 2]- Now, press ñSave.ò  

 (Repeat this step for each individual date) 
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