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After logging into the SC View system and landing on this page, click on the Timesheets icon. 
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Click the Add Sheet button to enter a new timesheet. 
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Select the appropriate week by clicking on the drop down arrow
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Enter the time in and time out for each work day by double clicking in the corresponding cell
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Most employees only have one choice here. IF you have more than one supervisor you can select the correct one.
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Most employees will only have one position. IF you have more than one position/job; you will be able to select the correct job here. This is IMPORTANT as rates of pay are tied to the position you select. If you select the incorrect position you could be paid incorrectly. 
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These fields are optional and do not have to be filled out. 
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When finished entering your time for the week click Submit to send the timesheet to your supervisor for approval.
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You can also click Save Draft and edit your timesheet before submitting. 
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The hours and pay fields will automatically calculate based on the information you enter.




