
 

 

 

 

 

 

 

TIMECARD ENTRY 
 

  



ENTERING YOUR WORKED/NON WORKED HOURS 

 Myself – Time and Attendance- My Timecard 

  Entering worked hours 

 

1. Check the date – make sure you are in the correct time period 
2. Enter the number of hours worked for the day 

 

 

 

 

 



Entering non worked hours (paid time off) 

If you are requesting paid time off on this screen – for example you 
took an unplanned sick day- select the appropriate Pay Code – then 
enter your hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

PRINTING AND VIEWING YOUR TIMECARD 

 Click timecard menu indicator – you can either print your timecard from 
this menu – or you can add a note to the timecard 

   

 

 

 

 

 

 

 

 

 

 



 

 

Click Print Timecard 

 

 

 

 

 

 

 

 

 



 

APPROVE YOUR TIMECARD 

 

 

ALL DONE! 

 


