
TIMEX TUTORIAL 
Use either Chrome or Firefox and browse to http://www.wwt.com. Your screen should 
look similar to the one below. 

  

 

Next, click the login in the upper right corner of the screen. 

 



Login with the WWT credentials that have been provided to you. 

 

 

Once logged in, click the application grid in the top right corner to drop down the 
applications available to you. Search for and select Timex. Click the star icon to save Timex as a favorite. 

 

 

 

 



Once you open Timex, you will see a screen similar to the one below. Click the Create Timecard button.  

 

Click Add New Line to enter the project number provided to you by your SEM. 

 

Select your Project Number 

  

 

 

 

 

 

 



Select Task 1001 – Project Cost Collection (time is ALWAYS booked to Project Cost Collection) 

 

Click the green + button on the right side of your screen to add this project line to your timecard (the project and task 
will automatically copy into future timecards as well).  

 

Click Show/Hide Comments to populate a comments section under each day  

 



Click the zero in the day box and select the number of hours worked from the drop down. 

 

Select the shadowed comment bar to drop down a comment section for each day – enter in your status notes of tasks 
accomplished. Your SEM will identify exact comments/status requirements with you.  

 

 

 

 

 



Click Save as you update your timecard throughout the week. Click Submit when you’re ready for your timecard to be 
routed to your SEM for approval. Timecards are due no later than 9AM every Monday. 

   

 

 


