Self Service Timesheet Instructions
Go to Self Service Time Reporting.  Under Report Time select Timesheet. 
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Your timesheet will default to the current pay period, unless you have changed your defaults in User Preferences (please see the Setting User Preferences guide for instruction).
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1. The date defaults to today’s date.  If you are reporting your time every day, you will not need to change the date.  If you report your time at the end of the pay period, be sure to change the date.
2. Your name, employee ID, Job Title, and your employee record number for this job (be sure to check this number if you work in multiple positions) appears in this field.
3. The Time Sheet normally defaults with three rows.  Place your cursor in the appropriate field and type the number of hours for that day.  

4. Find the Time Reporting Code (TRC) you need to use from the Time Reporting Code drop-down [image: image2.png]


.  For a list of most commonly used time reporting codes as well as a complete listing of all State Time Reporting Codes, see the Time Reporting Codes guide.

5. If you report your time to one Task Profile ID, that Task Profile ID will default to each row of time.  If you report your time to more than one Task Profile ID, you will need to click on [image: image3.png]


 for each different Task Profile ID to which you will be reporting time.  You will also need to overwrite the default Task Profile ID on each new row – either type your Task Profile ID in the field or use the  on for Task Profile ID on the appropriate row.
6. If you need to delete a row of time, click the [image: image4.png]


 button at the end of the row to be deleted.  The system will return a message that asks if you are sure you want to delete that row.  You may click Yes or No.  Clicking “Yes” will delete the row.  Clicking “No” will cancel the delete.

Please note:  If your schedule, Time Reporting Codes and Task Profile IDs are pretty consistent from one pay period to the next, you may wish to set your User Preferences and eliminate some of these steps.  For instance, if you work 8 hours each day Monday through Friday and you normally report all 40 hours to the same Task Profile ID, you can set your preference to populate your Schedule Information and your timesheet will automatically have 8 hours M-F.  You may also report to several Task Profile IDs depending on the projects you are working on from week to week.  In this case, you may wish to set your User Preferences to populate your time from the previous pay period.  See the Setting User Preferences guide for more information.
7. Click the [image: image5.png]Save for Later



 button whenever you wish to save information entered on the time sheet.  If you wish, you can have the system check your timesheet for errors.  Remember to save before signing off after entering time.  Note:  once you have clicked the Submit button, the Save for Later button is grayed out.  Any changes to the Timesheet will have to be submitted to your Supervisor for approval.
8. After you click the [image: image6.png]Save for Later



 button, select the[image: image7.png]O Reported Time Status - click to hide



link to see your daily reported time summary.  At the end of each row of time is a Comment bubble.  This field is intended for those times when your supervisor wants you to give more information about the time you have entered.  We are also using the Comments field to help track FMLA leave taken.  If you are on FMLA and you use leave for FMLA purposes, please note that in the Comments field.  You must use the letters FMLA for the report to pick up the leave.  (EX:  “FMLA - 8 hours of SLT on 2/5/07 were FMLA leave.”)






9. Hours entered are totaled in two places.  There is a total at the end of each row of time, between the row and the Time Reporting Code field and a Weekly and Pay Period Total by clicking on the [image: image8.png]@ Reported Hours Summary - clickto hide



link.
10. Leave Balances are displayed in the box on the lower right side.  The balances you see during the first week of the pay period will be different from the balances you see after Monday of the second week of the pay period.  Leave is not accrued until after time has been earned.  The Leave Accrual process is run on "Payroll Monday", the Monday before paychecks are distributed, the second week of the current pay period, and reflects time as of the last pay period end date.  Now, the balances will change after you submit leave taken, though.  The balances will decrease as you take leave.
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11. Once you have entered your time and you are certain that it is recorded to the correct TRC and Task Profile you will need to click the [image: image10.png]Submit



 button.  The hours submitted and ready for your supervisor to approve will be changed to “Needs Approval” under [image: image11.png]O Reported Time Status - click to hide



.  Clicking the [image: image12.png]Submit



 will automatically save your entries.
12. When you are through entering your time, and have Saved your entries or changes, click the Self Service link at the bottom of the page to bring you back to the Self Service homepage. 
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Once you save, you will receive this message.
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Type your comments in the text field, as much as necessary to be descriptive.  Once you save you cannot edit this comment, but you can add a new row for further clarification by selecting the � button.
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Click on this bubble to bring up a Comment entry page.  After a comment has been entered, squiggly lines will appear in the bubble.
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If you have questions about completing the Timesheet or which Time Reporting Codes to use, click on these links for instructions.
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