
1. Click on the Timesheet tile on the Employee Dashboard landing page. 
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2. Click Create Timesheet. 
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  3. A window will appear showing available time periods. Choose the correct time period  
    for your entry, then click Create.
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4. On the timesheet page, click on the 3-dot menu         on the right of the time entry 
  box. 

5. From the drop-down, select Copy From. 

A new Timesheet (TIMEI) will populate.
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A list of your prior timesheets will populate.  

6. Select the timesheet you’d like to copy, then click Populate Timesheet.
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Any manual coding lines will be copied and inputted into the current pay period as well.
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7. Once your timesheet is complete for the pay period, select Submit to route it to your
    manager for approval.

8. Click Save when completed. 
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TIPS FOR SUCCESS

  • Review all hours before submitting.
  • Double check any additional rows or coding strings.
  • Submit your time by your agency’s deadline to ensure on - time processing
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