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Navigating to the Timesheet 

Time Entry Overview Training 

From the Employee Self-Service homepage, select the Time tile. This brings you to the Time 
page. Once on the Time page, select the Enter Time tile. 



Entering Time: View Options 
Here is the new look of the timesheet! You can change the view between Period or Weekly View. 

Time Entry Overview Training 

123456 | 0 |  Dept: NVCC  | Loc: Art and Design | Hourly RT: 73.19 



Entering Time: Time Reporting Code 
Time Reporting Codes used to reflect time worked, leave taken, holidays, and more. 
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On your Timesheet, if your hours aren’t pre-filled, enter the number of hours worked into the 
hours field. When you’re finished, click Submit to send your time entry.    

Submitting Time 
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Please Note: 

If you see a yellow 
highlighted date, 
shown below, this 
indicates that this 
day is a holiday. 
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Submitting Time 
Your Timesheet has been successfully submitted when you see the green confirmation banner. 
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Accessing the Time Summary Page 
You can access the Time Summary Page from the Timesheet. 

Time Entry Overview Training 

123456  123456 | 0 |  Dept: NVCC  | Loc: Art and Design | Hourly RT: 73.19 



Time Summary Page : Reported Time 
The Time Summary page for Reported Time displays your Scheduled Time and the time you 
have Reported. 
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Time Summary Page : Payable Time 
The Time Summary page for Payable Time displays the Time Reported, Quantity, and 
Payable Time Status for each day. 
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Accessing Leave/Compensation Time Accruals 
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Leave and Compensation Time, also known as Accruals, has its own tile and is no longer 
located directly on the Timesheet. 

John Smith 
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