Setting Timesheet User Preferences Instructions
This panel allows employees to set some timesheet defaults according to their individual preferences.
Go to Self Service Time Reporting, and then select the User Preferences link. 
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The Time Reporting Preferences allows you to change some of your Timesheet formatting defaults to meet your individual needs.  
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1. Make all changes you wish by using the drop down for each category, then save.  To help decide what preferences to use, descriptions follow on page 2.
2. Use the Self Service or Time Reporting links at the bottom of the window to navigate back through Self Service.
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You can set your Time Reporting Codes (TRC) to display first and then the Description or vice versa.  If you primarily utilize the TRC (REG, OVT, etc.) to enter your time, you may wish to leave the display as TRC first then the Description.


�


If you rely on the TRC Description when choosing codes or the descriptions of the TRCs you normally use are very long, you may wish to choose the display of TRC Description first then the TRC.




















You can change the days that display on your timesheet, either by day, week, or pay period.  All timesheets are initially defaulted to pay period.


�


This just sets how your timesheet defaults,  but you can always change the display while you are in your timesheet by selecting the appropriate display from the View By drop down.





The Time Prepopulation Method describes how you want your time to default for each week.





�





Prior Period will bring forward your time, Time Reporting Codes and Task Profile IDs from the last pay period.  If you report time with multiple Task Profiles each week, this option is very useful.





Schedule Information will populate 8 hours per day Monday through Friday.





Task Values will populate three rows and the default Task Profile ID in each row.





The Start Day of Week can be set to any day you wish.  The system initially defaults all employees to Saturday since that is the beginning of the Pay Period.


�


If you work Monday – Friday and never work on a weekend, you may wish to default your week to Monday.
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