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3. Select day of the week. 
4. Select the earn code (regular pay, sick pay, vacation pay, etc.). 

a. Exempt Employees: only submit exceptions to regular time (e.g., sick time, vacation time, etc.) 
5. Enter hours, as relevant to your employee type. (A normal workday is considered 7.75 hours.) 
6. Press Save, located at the bottom of the page. 
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Copying the same time across several days:

 

a. If you select the wrong earnings code you will need to delete the code first and then select the 
correct code. The “delete” icon is also located in the middle of the page on the right side. 

8. Click “Save” after completing all entries. 
9. Once the timesheet is complete, select “Preview” at the bottom of the page to see what you have 

entered before you the timesheet is submitted. You 
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Certify 
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a. The comment bubble at the top of the page next to Pay Period Dates is a computer generated 
message regarding your timesheet. To view the message, click on the bubble. 
 

11. Once completed


