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quick reference guide

Employees that need to track time to several states for tax purposes will need to 
complete their timesheet differently than regular employees. The employee will need to 
have the mutli- state selection on their TAXF/S transactions. 

1. Click on the Timesheet tile on the Employee Dashboard landing page. 
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2. To create a new timesheet, click the Create Timesheet button. 

  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. Use the plus icon        to add an additional line for different event types. 
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5. Click the Expand line         to adjust the state the time is billed to. 

6. Select the Assignment Overrides sub section. 

7. Enter the Tax Location. Either type in the location code or click the pick-list to      find 
  it. The entry wiill be the state in which those hours were worked. 

A new Timesheet (TIMEI) will populate.
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If the employee worked in multiple states for that pay period, they’ll need to click the plus 
icon      to add a line and add the hours for that location to the line.  
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8. After entering your total hours, click Save in the upper-right corner. 

9. Validate to check for errors.  

10. Once your timesheet is complete for the pay period, select Submit to route it to your
      manager for approval.
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