
How to Enter Hours 
on Timesheet 

Step 2: Find the date that you worked, then select the "Enter Hours" blue button under that day. 

Click on the blue "Enter Hours" button

Step 3: Now log the hours you worked that day 

REMINDER!!!
1. Make sure you are entering 

the hours for the correct 
position! Different jobs have 
different timesheets. 

2. Hours are entered by 15 
minute incirments. 

3. Don't forget to save!

Remember, you must have a time-sheet before working or training

  Step 1: Click the bubble under "My Choice" to select the correct job, then click "Time Sheet"

Confirm Pay Period

Click on "Time Sheet"

Make sure to log your work hours in the "Student Wages" 
line for any regularly worked hours. 

Under "Time In" log when you started working
Under "Time Out" log when you stop working

If you work multiple shifts in a day, add the hours to the next row.
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Click save after logging hours




