
Employee Web Time Sheet Users Guide

To access the web portal time sheet page, click on the ‘Timesheet’ link.

All of your time sheet earning types will be listed.  Entries within each time will be listed in date descending order.

This will filter (remove) from the screen any approved time sheet entry.



Anatomy of a Time Sheet Earnings Type

Time sheets entries can be defined in 2 different ways; Entered by number of units (Days, Hours, Classes) or by 
starting and ending date/time.

Entry by units:

Entry by start/end date/time:

Click this button to create a new time sheet entry.

Click this button to edit an existing still unapproved entry.

Click this button to delete an existing still unapproved entry.

The entry has been approved and can no longer be edited or deleted.



Creating a New Entry

Entry Screen for units:

Enter the number of units, in this example, Classes.  A comment is optional.

Entry Screen for Starting/Ending Date/Time:

Enter a starting and ending date/time.  The ending date and time must be greater than 
the starting date and time.  The number of hours between the two will automatically be 
calculated.  A comment is optional.


