Frontline Timesheet Entry

@

V

(hambershur

1 Log in to your Frontline account (where you enter absences)

& If you are a Campus User, you will need to be sure you are entering under your
"Employee" setting.

2 In the upper left corner of the screen, click the drop down and choose "Time &
Attendance"

Home Dashboard Information Alerts

Absence Management v

Frontline Central

Recruiting & Hiring eekly Absences / Vacancies

Date Abse
Time & Attendance
! T —— 01/30/2026
T : 02/02/2026
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3  Click "Timesheet" tile

Time & Attendance v PA - Chambersburg Area

Work Detail Timesheet Schedule L0

Change PIN

Qﬁ'“

4  The system will automatically select the current 2 week pay cycle.

If you would like to select a different pay period, use the Calendar icon below
your name to change the weeks.

Time & Attendance ¥  PA - Chambersburg Area

, emy TOTAL
01/26/2026 - 02/01/2026 + 320
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6 A window will open where you can select the correct date range, then Click
"Change Date".

Total +8.00 Paid +8.00 +

Total +8.00 Paid +4.00

Change Date Range x Otal  +8.00 Paid  0.00

tal  +#7.00 Paid +7.00
Date Range:

) tal 0.00 Paid 0.00
Bi-Weekly

tal 0.00 Paid 0.00
01/12/2026 - 01/25/2026

DUE

02/09/2026

© Delete Timesheet

Juration Paid

Cancel |eELLEEBEE

@ Add New Event

Sign Out Tota Paid

7 Click on the blue bar of a date to view the details. You can also select "Expand All"
or "Collapse All" to reveal or hide the details of all days.

Time & Attendance ¥  PA - Chambersburg Area

EMPLOYEE .
: & submit
w Expand All

= = Weekly TOTAL PAID
& Actions B | 0112612026 - 021012026  +32.00  + 2000

MON January 26, 2026 Total +8.00 Pad +8.00 v

TUE January 27, 2026 Total +8.00 Paid +8.00
WED January 28, 2026 Total +8.00 Pad +4.00
THU January 29, 2026 Total +8.00 Paid [

FRI January 30, 2026 Total 0.00 Paid 0.00

Weekly 01/26/2026 - 02/01/2026 Summary

LOCATION JOB TYPE TYPE TOTAL PAID
Administration Building Leave 24.00 12.00
Administration Building Calamity / Calamity Break 800 B5.00
Total 32.00 20.00
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8 ADDING TIME

9 Type your "In" and "Out" times for your work before lunch. Be sure to use PM
when needed as the system will default to AM. A comment is not needed unless
your time worked is different than what is expected.

FRI January 30, 2026 Total +450 Paid +450 A

LOCATION JOB TYPE DUE STATUS

Administration 02/02/2026 Pending B Dot Janeshert

Building
SCHEDULE Type From To Duration Paid
Regular Work - - 3.00
© Add New Event

TIME EVENTS Total Paid
Sign In/Out + 450 +4.50 o
TIMESHEET COMMENT

*® Insert Comment +450 +450

& For those with a designated PAID lunch where you remain with students, you will
only have 1 punch each day... your start and end time.
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10 To add a second punch for the day when you return from lunch, click "Add New
Event"

FRI January 30, 2026 Total +450 Paid +450 A

LOCATION JOB TYPE DUE STATUS
Administration SR anis 02/02/2026 Pending
Building

W Delete Timesheet

SCHEDULE Type From To Duration Paid

Regular Work - - 3.00
TIME EVENTS Sign In Sign Out Tota Paid
Sign InfOut v 0730 AM 12:00 PM + 450 +450 o
TIMESHEET COMMENT
*® Insert Comment + 450 +4.50

& 2-hour delay’s or early dismissal due to weather: enter a separate time punch
for the 2 hours and add comment, such as "2 hour snow delay", to explain the
entry.
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11  Click "Save Changes" when finished making entries.

2 = Weekly TOTAL PAID
8 Actions B | 011262026 - 0210172026 + 3900  +27.00

MON January 26, 2026
TUE January 27, 2026

WED January 28, 2026

THU January 29, 2026

FRI January 30, 2026

® Cancel All Changes

& Submit

& Save Changes

d All ~ Collapse All

+8.00 Paid +8.00 v
+8.00 Paid +8.00 v
Total +800 Pad +400 «
Total +8.00 Paid 000
Total +7.00 Paid +7.00 ~

LOCATION JOB TYPE DUE STATUS

Administration
Building

SCHEDULE  Type

Regular Work

TIME EVENTS

4 Sign In/Out

x Sign InfOut

TIMESHEET COMMENT

ra Insert Comment

02/02/2026 Pending

From To  Duralion Paid
5.00
Sign In
07:30 AM
— (Actual
Sign In
12’_30 EM correction
— (Actual
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Sign Out

12:00 PM

— (Actual

03:00 PM

- (Actual

Sign Out

W Delete Timeshest

© Add New Event

+7.00 +7.00



12 To edit an existing entry, click the pencil icon.

You must add a comment in the box to the right of the entry you just changed or

you will receive an error when you try to save the changes.

MON January 26, 2026
TUE January 27, 2026
WED January 28, 2026

THU January 29, 2026

FRI January 30, 2026

LOCATION JOB TYPE DUE STATUS
Administration 02/02/2026 Pending
Building

SCHEDULE Type From To Duration Paid

Regular Work - - &.00

TIME EVENTS Sign In

# | signin/out flahaw

Bl -~ (Actual)

# | sigf niout s
—_— - (Actual
TIME SHEET COMMENT
P Insert Comment

Made with Scribe - https://scribehow.com

12:00 PM

03:00 PM

- (Actual

Total
Total
Total
Total
Total

+8.00 Paid
+8.00 Paid
+8.00 Paid
+8.00 Paid
+7.00 Paid

+8.00 +
+8.00 v
+4.00 +

0.00 +
+7.00

W Delete Timeshest

© Add New Event

+7.00 +7.00



13  To delete any entry, click the trash can.

FRI January 30, 2026 Total +7.00 Pad +7.00 A
LOCATION JOB TYPE DUE STATUS Delete Ti heet
Administration 02/02/2026 Pending B, Dejcle {ine:hee
Building

SCHEDULE  Type From To  Duration Paid

Regular Work - - 800
© Add New Event
TIME EVENTS Sign In Sign Out Tata Paid
i Sign InfOut D?iﬂui\lm 12P¢0..:M i Gt E
Sign In Sign Out Tota Paid
x | signinfout e o +250 | +250 | @&
i — (Actusl) — {Actual) et
TIME SHEET COMMENT
# Insert Comment +7.00 +7.00

& Using paid/unpaid Leave: Absences entered in Absence Management will
automatically populate on your time sheet so separate entry of hours will not be
needed on the time sheet.

Half days of leave: you should only make a time punch for what you physically
work. The system will automatically populate your leave time from your entry in
Absence Management.

Holidays and Snow Days: these days will automatically populate on your time
sheet. You should not enter any time for them.
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14  Hereis where you will find leave and/or holidays populate when applicable.

LOCATION JOB TYPE DUE STATUS
Administration 02/02/2026 Pending
Building

SCHEDULE To

Sick Leave: 7

© Add New Event

TIME EVENTS Sign In Siign Out otal Paid

Sign InfOut L 0.00 0.00 o]
LEAVE Total Paid

Sick Leave +8.00 +8.00

Account: - None Selected — Change

TIMESHEET COMMENT

x Insert Comment

WED January 28, 2026 Total +8.00 Pad +4.00 +

THU January 29, 2026 Total +8.00 Paid 0.00 +

15 SUBMITTING YOUR TIME

@ You should not "submit" your time sheet before all days have populated for the 2
week pay cycle. Wait till the following Monday to "submit" or contact Payroll for
assistance.

& Time sheets in "Pending" status cannot be approved and may not be paid.
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16 Before submitting your bi-weekly hours, you should first verify the total PAID
hours are correct.

Time & Attendance v  PA - Chambersburg Area

" Weekly 0T, PAID
© Actions ¥ || B | 4112612026 - 02101/2026 9.00

MON .January 26, 2026 Total +8.00 Pad +8.00 «

TUE January 27, 2026 Total +8.00 Pad +8.00

WED January 28, 2026 Total +8.00 Paid +4.00

& Submit

v Expand All

THU .January 29, 2026 Total +8.00 Paid 0.00 +

FRI January 30, 2026 Total +7.00 Pad +7.00

Weekly 01/26/2026 - 02/01/2026 Summary

DCATION JOB TYPE
Administration Building Leave
Administration Building Calamity / Calamity Break
Administration Building Time Events

Total

17  Click "Submit"

Time & Attendance ¥  PA - Chambersburg Area

& Subi

n Weekly 0T PAIL
8 Actions ~ || B | 011262026 - 02/01/2026  +39.00 | +27.00

w Expané_ =

MON January 26, 2026 Total +8.00FPaid +8.00 ~
TUE January 27, 2026 Total + 'l. Paid +800 «

WED January 28, 2026 Total +8.00 Pad +4.00 +

THU January 29, 2026 Total +8.00 Paid 000 «

FRI January 30, 2026 Total +7.00 Pad +7.00 +

Weekly 01/26/2026 - 02/01/2026 Summary

OCATION JOB TYPE TYPE TOTAL

Administration Building Leave 2400 12.00
Administration Building Calamity / Calamity Break &00 38.00
Administration Building Time Events 7.00 7.00
Total 39.00 27.00
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18 Click "Continue". All days for the week should be selected.

Timesheet Status (1 of 2)

Action:
Submit Pending/Rejected Timesheets

Select Dates:

® Al Timesheets

. 0172652026 - Monday (1 fimesheet)

. 0172712026 - Tue=sday (1 timesheet)
. 0172872026 - Wednesday (1 timesheet)
. 017292026 - Thursday (1 timeshest)

. 01730572026 - Friday (1 timesheet)

Cancel
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\
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Click to certify your time sheet is an accurate reflection of your time worked. A
19 . e : . .
Comment" is only needed to explain any time that varies from what the approver
is expecting.

Timesheet Status (2 of 2)

Action:
Submit Pending/Rejected Timesheets

Comments:

[] 1 certify that the timesheets are a true statement of the hours recorded
e in the time period indicated.

Cancel Submit Timesheets
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20 Click "Submit Timesheets"

Timesheet Status (2 of 2)

Action:
Submit Pending/Rejected Timesheets

Comments:

B | certify that the timesheets are a true statement of the hours recorded
for me in the time period indicated.

Cancel Suhmitfmeshe{its

Made with Scribe - https://scribehow.com

13



21 You will still be able to "Undo" the submission to make any needed corrections
until the time sheet has been approved, at which time this button will no
longer be available. Remember to "Submit" your time sheet after any corrections.

Time & Attendance ¥  PA - Chambersburg Area

D Undo Submission

ety oL i
01/26/2026 - 02/01/2026 +39.00 +27.00

# Actions » || B2
» Expand All

MON January 26, 2026 Total +8.00 Paid +800 +

TUE January 27, 2026 Total +8.00 Paid +800 +

WED January 28, 2026 Total +8.00 Paid +400 +

THU January 29, 2026 Total +8.00 Paid 000 +

FRI January 30, 2026 Total +7.00 Pad +700

Weekly 01/26/2026 - 02/01/2026 Summary

Administration Building Leave 2400 12.00
Administration Building Calamity / Calamity Break 500 B.00
Administration Building Time Events 7.00 7.00
Total 39.00 27.00
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