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Web Time Entry 

Before using Web Time Entry for the first time, you will need to create an account.  You will only need to do this 

the first time you access the system as a WTE employee. 

 
Creating an Account 

 

1. Access the website using either the URL www.mypeoplenet.com. 
2. Click the Register button to continue 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. On the registration screen, enter your email address and enter a password.  Confirm the password and 
select Next to continue to Profile Settings. 

4. Under Profile Settings, you will be prompted to enter your first name, last name, and the last 4 digits of 
your social security number. 

 
 
 
 
 
 
 
 
 
 
 

5. Select Register to complete your registration.  
On the Registration Complete screen, select 
Search for your assignment button to find 
your assignment screen. 
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6. In the Find Your Assignment form, verify that the information is accurate and select Find Your 

Assignment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Select your assignment and click Next.  You are now set up and will be on your timesheet dashboard 
where you can enter time. 

 
 
 
 
 

 

 

 

Logging into the System 
 

1. Access the website using either the URL 
www.mypeoplenet.com. 

2. Enter your User ID and Password.  Your 
User ID is the email address you used 
when registering. 

3. Click the Log In button to continue 
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Once logged in, you will see a list of timesheets.   Select the timesheet for the week ending to enter hours. 
 
 

 
 
 
 
 
 
 
 
 
 

When the week is displayed, click on the first day of the week that hours were worked.  
 
 
 
 
 
 
 
 
 
 
 
 

A word about allowing popups… 
 
When using web entry, you must have popups 
allowed for the website.  If you get a warning  
about popups being blocked, you will need to 
allow popups for the website. 
 
 
To allow popups, click on the small icon with a red X in the upper right corner (        ).  You will get a message 
asking you to allow pop-ups from the site.  Select the Always allow option and click Done. 
 
 
You can now log in again to see your timecard. 
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You are required to record the following for each day worked: 

• IN and OUT for day - adjust the AM/PM buttons as needed 

• OUT for Meal Period and IN from Meal Period 
o Additional Work or Meal periods can be added by clicking the +Work and +Meal buttons at the 

bottom of the page. 
 
Click the > (arrow) button at the top of the page to move to the next day in the week. 
 

• If the same punches are needed for 
the next day, click the Copy to Next 
Day button at the bottom 
 

• If the same punches are needed for 
the entire week (Mon-Fri), click the 
Copy through Friday button at the 
bottom 
 

• If the hours for each day are 
different, use the > (arrow) to 
navigate through the week and add 
hours. 

 

Submitting Hours 
 
Once the hours have been entered, submit the time by clicking the green Submit button on the far 

right of the timecard. 
 

 

You will then need to acknowledge the required statement that the hours are accurate.  Click the 

Accept button.  You will get a notice that your assignment hours have been submitted. 
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Submitting All Time for Approval 
 
Once you have entered all time for the work week, you must submit the hours for approval.  

 
From the Timecard Overview screen, click the green Submit All For Approval button in the lower left-
hand corner. 

 
 
 
 

 
Once complete, 
you will be 

returned to the 
dashboard. 
 

 
 
 

 
Click the Sign Out 
button in the upper 

left-hand corner to 
log out of Web 
Time Entry. 
 


