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Employee Time Entry (Hourly Blank Timesheet) - ESS

	1. [bookmark: F4] 
	Click the Self Service link.


	2. [bookmark: F6] 
	Click the Time Reporting link.


	3. [bookmark: F8] 
	
Click the Report Time link.


	4. [bookmark: F10] 
	
Click the Timesheet link.


	5. [bookmark: F19] 
	Note:  The View By field allows you to view your timesheet by Time Period, Week, or Day.  We recommend viewing the timesheet by Time Period.  

Click the Time Period list item from the drop down menu.


	6. [bookmark: F87] 
	The Previous Time Period and Next Time Period links allow you to access previous or future timesheets.  You can revise any previously submitted timesheets and resubmit them for approval to your manager.  

Note: Although the Next Time Period link is available, you cannot enter future time, but you can view a future timesheet.  

	7. [bookmark: F23] 
	Enter the desired In time into the In field 

Enter a valid value e.g. "8:00am".

	8. [bookmark: F25] 
	Enter the time you left for lunch (or took a break) into the Lunch field. Enter a valid value e.g. "12:30pm".

	9. [bookmark: F27] 
	Enter the time you came back into the In field. Enter "1:00pm".

	10. [bookmark: F29] 
	Enter the time you left for the day in the Out field. Enter "4:30pm".

	11. [bookmark: F33] 
	If you are only entering hours worked with no break, be sure to use the IN and OUT fields


	12. 
	Select the correct Time Reporting Code from the drop down menu.  

Click the REG - Regular Time list item.
[bookmark: _GoBack]

	13. [bookmark: F43] 
	Click the Scrollbar to scroll down.


	14. [bookmark: F45] 
	Click the Submit button.

Note:  Once you submit your time, all hours will register and populate.


	15. [bookmark: F47] 
	
Click the OK button.


	16. [bookmark: F55] 
	Note:  The timesheet will reflect updated hours once it is Submitted.  As you can see here, hours have now calculated.

	17. [bookmark: F3] 
	You have learned how to make changes to your blank time sheet and reflect actual hours worked.
End of Procedure.
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