
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.

Submitting a timesheet with 
multiple funding sources

quick reference guide
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4. Use the plus icon        to add a new line. Use a separate row for each project or cost 
  center. 

A new Timesheet (TIMEI) will populate.
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The pick-list helps you choose from Funding Code / Project / Cost Center. A list of your 
department's code should show in the blue bar. However to filter your options you can 
enter a partial code followed by an asterisk * or you can select a description or code type, 
then select Search. Once you’ve found the code you need, select OK, this will populate 
into your timesheet.
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6. After entering your total hours, click Save in the upper-right corner. 

7. Once your timesheet is complete for the pay period, select Submit to route it to your
    manager for approval.
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TIPS FOR SUCCESS

  • Verify all funding codes before entering hours.
  • Make sure your total daily hours match your actual time worked.
• Use comments to clarify complex splits.

  • Submit on time to avoid payroll or billing delays.

5. Expand         the line to view additional coding or add comments.  

Click on the Comments subsection to enter any comments needed/required for each 
line used.
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