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How to submit your timesheet from Employee Self Service?
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How to enter time from Employee Dashboard?

1. Open Employee Self Service and click on Enter Time under My Activities.

~ A
#< My Activities
Approve Time
Approve Leave Report
v Campus Directory

It will show your available timesheets sorted in descending order, which means, the
most recent timesheet will be at the bottom.

2. To start a timesheet, click on the Start Timesheet button.

123072018 - 01/12/2019 Mot Started

Start Timesheet

1216/2018 - 12429/2018 Not Starte
Start Timesheet

It will show two weeks in that pay-period.
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How to enter, edit, delete, and copy an earn code?

1. To add an earn code to a day, click on that day and select an Earn Code from the list of

earn codes.

01/27/2019 - 02/09/2019

(i) =

FRI SAT

InProgress  Submit By 02/08/2019, 11:00 AM
SUN MOMN TUE WED THU
28 25 30 3
3 = 5 6 7

2. Enter the required number of hours and click on the Save button.

Enrm Codé

MecaliDental Appointments

Exit Page

() Add Earm Cotle

.

You will notice that the entered number of hours and the earn code are showing on that

day.

3. To add another earn code to the same day, click on the

(® Add Earn Code

button.

»
4. To edit the entered number of hours for an earn code, click on the edit 4 button and
click on the Save button after editing.
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5. To delete an entered earn code, click on the delete “button. It will prompt you if you
want to delete the earning record. Click Yes and click on the Save button at the bottom.

6. To copy an entered earn code and hours to other days of the pay period, click on the

copy ! button.

Select the days where you need to copy this earn code and click on the Save button.

Copy Time Entry

Medical/Dental Appointments : 2.00 Hours (12/18/2 Pay Period: 12/16/2018 - 12/29/2018

018, TUESDAY)
. SUN  MON  TUE WED
Select Options

X
©)

- 16 17 19 20 21 22
|__'| Copy to the end of pay period

Cancel Save

How to enter comments on the timesheet?

1. To enter any comments, click on the comments button:
01/27/2019-02/0922019 | (i)| &

SAT

InProgress  Submit By 02/08/2019, 11:00 AM
SUN MON TUE WED THU FRI
28 29 30 3 1
3 4 5 6 7 ]

@ Add Earn Code

2. Type your comments and click on the Save button. These comments will be visible to

the timesheet approver.
Comments

X

Had to leave 2 hours early for a medical appointment.|

1947 characters remaining

Cancel Save
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How to preview and submit and the timesheet?

1. Click on the Preview button at the bottom to view a summary of the entered earn

codes, hours, and comments.

01/27/2019-02/09/2019 | 2.00 Hours (i) (O

SUNDAY MONDAY

In Progress  Submit By 02/08/2019, 11:00 AM

TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
28 29 30 2
3 4 5 6 7 8 9
(¥ Add Earn Code
Vacation Leave () 2.00 Hours /‘ _E|
Taken

Exit Page

2.
approval.

Preview

Total Units

Weekly Summary
Week

Week 1

Week 2

Comment (Optional):

Total: 2.00 Hours Account Distribution

Preview

Cancel Save

In the preview window, click on the Submit button to submit the timesheet for

X

~

0.00

Total Hours

2.00

Had to leave 2 hours early for a medical appeintment,|

1947 characters remaining

Cancel

You will notice that the status of the timesheet has changed from “In progress” to

“Pending”.
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How to restart the timesheet?

To restart your timesheet, click on the Restart Time button.

inior Programmer Analyst, RERRRR-RR, X, @B00, IT Enterprise Systems

2/16/2018 - 12/29/2018 (E) = n Progress  Submit By 12/20/2018, 11:00 A
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
16 17 18 19 20 21 22

This will delete all the entered earn codes and comments and will restart the timesheet.

How to view leave balances?

To view your leave balances, click on the Leave Balances button.

inior Programmer Analyst, BERRRR-RR, X, 8800, IT Enterprise Systems O Restart Time |0
2/16/2018 - 12/29/2018  (3) ( nProgress  Submit By 12/20/2018, 11:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
16 17 18 19 20 21 22

It will show you your leave balances vacation, sick leave, banked overtime, family illness, etc.

How to recall the timesheet?

After submitting your timesheet, if you need to recall it, click on the Recall Timesheet button at
the bottom.

01/27/2019 - 02/09/2019  2.00 Hours (i) ' pending Submitted On 01/31/2019, 10:42 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
28 29 30 2
3 4 5 6 7 8 9

Vacation Leave(2) 2.00 Hours
Taken

Total: 2.00 Hours | Account Distribution

Exit Page Recall Timesheet Preview

Please note that you can recall your timesheet only if the approver has not approved it and if it
is prior to the submission deadline.
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How to print your timesheet?

1. If you need to send a paper copy of your timesheet to payroll, you can print it by right
clicking and then selecting the Print option.

F’rint...

Alt+Left Arrow

Ctrl+R

Ctrl+S

Ctrl+ ﬂ

Translate to English

View page source Ctrl+U

Ctrl+Shift+]

Alternatively, you can press Ctrl + P to print it.

2. Select the required destination printer and click on the Print button.

Print

Total: 1 sheet of paper

m gancel

Destingtion % A[tgbs PDF

Change...

Pages @ Al

O eg 1581113

Layout Landscape o

Color Color -

More settings v

Print using system dialog... (Ctrl+Shift+P) [

Admissions Officer, 968435-00, 1, 3310, IT Enterprise Systems

01/27/2019 - 02/09/2019 | 6.00 Hours (i)
Pending Submitted On 01/30/2019, 02:06 PM

SUN MON TUE WED THU FRI
27 28 29 30 3 1

WTE, geu_tester

Please note that the print out will not show your entered earn codes. So, please write
your earn codes and mark any other required changes on the paper copy before sending

it to payroll.

Also, please write your employee ID below your name on the paper copy.
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What do different statuses mean in the timesheet?

Timesheet’s status changes from “Not Started” to “Completed” in the following manner:

Not started: In Progress:
ot started: — » | When you have started editing the
When you have not started

o ) timesheet, but have not submitted
editing the timesheet. .
it for approval.

Pending:
When the timesheet has been
submitted for approval and is
pending an approval from the
approver

Approved:
When the approver has
approved the timesheet.

A

v

Completed:
When the payroll has
processed the timesheet.
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