Quick Reference Guide
for
Self Time Entry

To report time for yourself, navigate to:

Self Service > My Time Reporting > Timesheet
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Once you click on “Timesheet”, your landing page should be displayed as
followed:
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Note: The screen will always default you to the week (Mon-Sun) that contains the
current date. To get to Sat-Fri work week, please do the following steps:

¢ Inthe “View By” field, choose “Week” or “Time Period” depending on your
preference

¢ Inthe “Date” field, choose the begin date of the pay period
e Click on the “Refresh” button

This is the weekly view:
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This is the pay period view:
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The following fields are required before the time can be submitted:

1. Enter the hours in the box under the appropriate date column

2. Choose the appropriate TRC from the Time Reporting Code for each row
3. When all data is entered, Click

Note: You may “Submit” as many times as it is needed

The following fields are optional before the time can be submitted:
Enter Job Code (if appropriate and other than default)

Enter Cost Center (if appropriate and other than default)

Enter Subproject/Task (if appropriate)

Enter Phase (if appropriate)

Enter TL Project also known as “Project ID” (if appropriate)
Enter Grant (if appropriate)

10 Enter Step (if appropriate and other than default)

11.When all data is entered, Click [Submif

Note: You may “Submit” as many times as it is needed

©oOoNOOA

To add a row, scroll all the way to the right and click on the “+” sign
To delete a row, scroll all the way to the right and click on the “-* sign




The following are special instructions for navigation on the
page:

Depending on how you selected the “View By”:
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¢ “Previous Week” hyperlink will take you to the week before.
“Next Week” hyperlink will take you to the following week.
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Reported Hours:  0.00 Hours Scheduled Hours:  20.00 Hours

e “Previous Time Period” hyperlink will take you to the period before.
“Next Time Period” hyperlink will take you to the following period.
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To add a row, scroll all the way to the right and click on the “+” sign

e To delete a row, scroll all the way to the right and click on the “-* sign

To view the total of hours per day and per week, click on the hyperlink below:

0 Feported Hours Summary - click to viewy

It will then expand the details

i ] Reported Hours Surnmary - click to hide

Total Reported Hours
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