
 

   

Submitting Time on BearTrax 

A guide to help Student 
Employees report their  
hours worked in BearTrax. 

Login to BearTrax 

1. Navigate to the Shawnee website (Shawnee.edu) and select About > Offices A-Z  

2. Select BearTrax under within the “B” section. 

3. Click the “Sign In” Button to navigate to the BearTrax site. 



 

  

 

Tip: If you don’t know your  

login credentials, Human  

Resources can assist you.  

6.     Click the + sign to create a new time card. 

4. Sign into BearTrax with your BearTrax ID and Password. 

5. From the Home Screen, navigate to Me > Time. 

Create a Time Card 



 

 

  

 

7.     Select a date within the pay period for which you want to enter time and click OK.  

8.     Select the assignment that you are submitting time for under Position. 

9.     Select the hour’s type, “Regular Hours”.  

Tip: If your timecard doesn’t 

display “Position” and “Hours 

Type”, Please Contact Payroll. 



 

 

10.     Enter the Start and Stop times on the appropriate date using the following 

         format 7:45 AM (you must add the space before the AM or PM).   

11.     At the top of the page you can click “Save and Close” when you 

           are finished entering your time worked.  

Editing the Time Card 

 

12.     Your timecard will now appear under “Existing Time Cards”. To reopen the 

           timecard to continue adding hours select the date range. 

Tip: You will need to “Save 

and Close” any time you 

make changes to your 

timecard.  

*Multiple Assignments 

 

Note: If you work another position on campus that requires you to submit time, 

you will need to add a row for each position. Once you have a separate line, follow 

steps 8-10 to add hours. 



 

 

Submit Time Card 

 13.     Once you have entered all hours for the two week pay period, and have 

           verified that the hours are correct, click “Next” > “Submit” 

14.     Finally, a confirmation message will appear and you have successfully 

           completed a time card for reporting your Assistant Coach hours.  


