ARAC Time Sheets Instructions
1. MSU students can access Box, https://montana.box.com, and login with your NetID:

2. Next to “You have pending invitations to collaborate,” click on “See Invitations.”

3. Click “Yes” to go to “America Reads*America Counts.”

4. Click on the ARAC folder.

5. Click on your Excel Time Sheet to view.
6. To open time sheet, click on the “Open” drop-down and select Microsoft Excel Online. It
should open in a new browser. If it doesn’t make sure pop-ups are not blocked.

7. On the left you’ll see the time sheets for each month—select appropriate month (not sure why
Box breaks them into two pages). Enter your hours—the spreadsheet will automatically total.
If you tutor at more than one school, enter the total hours worked for that day—not for each
school. To close the timesheet, go to File, and then Exit. This will return you back to Box. If
you just close the browser your info won’t be saved. You do not need to print the time sheet
(unless you want to).
Select File
and Exit
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Month

8. Note Time Sheet Due date. This is the day you must enter all your hours. The due date is
usually 2-3 days before the end of the month. If you tutor during the 2-3 days of the month,
just enter the hours you anticipate you’ll be tutoring.
9. Lastly, for Work Study ARAC Tutors, you will also need to enter your hours in MyInfo,
WebTimeEntry time sheet (see following instructions).
Volunteers do not need to submit their hours in WebTimeEntry.

Entering Work Study Hours in MyInfo WebTimeEntry (WTE)
1. Enter ARAC hours in WTE on the last day of each month. To access WTE, log into your
MyInfo account.
2. Once in MyInfo click on Employee Services on either the tab or the link:

3. Click on Time Sheet

4. Your job title and time sheet month should appear. Click on Time Sheet.

5. Enter the total number of hours worked for each day of the month under “Student Labor.”
Click on “Next” after each screen until you get to the end of the month. The total number of
hours should reflect the same hours as the time sheet you submitted to FPLO.

6. After all hours are entered, click on “Submit for Approval.” A message will appear that your
time sheet has been submitted successfully. The FPLO will approve your WTE.
7. I cannot stress the importance of entering your hours timely at the end of each month. Paydays
for work study students is always on the 11th. Direct deposit funds will deposit at 6:00am on
the 11th. For those w/o direct deposit, your check will be mailed to the address listed on your
W-4. It takes approximately 2-days to receive after check is mailed by the Human Resources
Department.

