EA EMPLOYEE SELF-SERVICE (ESS) —POSITIVE TIMESHEET ENTRY

UMASS

Step | Action

1. | Logon to HR Direct Employee Self Service and Navigate to Time Reporting Link
Click the Timesheet Link.

| Timesheet

o Heou Tine o s o
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2. N Job Reported }
me Description Hours £

Clerical

Allegra Williams : 0.000
Semices
Graduate

Allegra Williams TARA-9 0.000
hours

Alleora Williams Sadent 0.000
Employee

Click on the name that matches the appropriate job record.
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2. Use the Timesheet page to report hours and time reporting codes for the current time period.
The defaults for the View By field are set on the User Preferences page. Values are Day, Week,
or Time Period.

oORACLE’
>

Mew Window | Help | &, =

Timesheet
Jennifer Flynn

Employes 10 10109892 workgroup: D_STUDHRLY  Hourly Rate: 8000000
JobTitle:  Student Emplovee Employes Record Number 1 Department: D319000  Campus Senvices Admin
o |Comba code [

Click for nstrustions e i
view Bv: [ Week ~| Date: [02/052008 |5 (% Remesn ) == Prevous week Mext Week =>
Reported Hours: 0000 Hours  Scheduled Hours: 0000 Hours

Mext Job ==

Time Reporting Code

® Reported Hours Summary - click to hide
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Total Reported Hours
@ Balances - click to hide

Blan Tune End halanca as of namsmnna ]

1 >

3. If you change the value in the Date field, click the Refresh button to update the page.
Enter the desired number of hours into each day’s field.
Click the Time Reporting Code list to choose the appropriate value.

| v

I If you have no further entries, click the Submit button.
8. Click the OK button.
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Notice that the Reported Hours Summal

section has been updated

ORACLE’

=

Timesheet

Jennifer Fiynn Empioyee 0 10100922 Werkgraup: D_STUDHRLY  Wourly Rsts: @ 000000
Job e Student Empicien Employes Recond fumber. 1 Dopanment 0315000 Campus Sandces Admin
[ . Bercentoge

ik R NS TURERnS D107811

View By [ Veer | Dse (04053008 D Aean Plast Wgah o

Reportud Mours: 20000 Hours  Schedulid Mours: 0,000 Hours blget dob ==

F = 4000 |4000( 4000 4,000 || 4.000 StuSsnt ey Haur: (& | Hours

Susmit
D Bagorted Time Satus - lick lo e
© Roponisd Houts Summae - click 0 higs
Sun oo Tua Wiad Thu Erl a1

el a3 a4 &7 an 43 410 11 b

Total Feponed Hours 2000 2000 4000 000 4000 20000

1 Eatances - click 1o neag

Plan T [ balance s of 04052008

Plan Tine

<

10.

If you want to add a Comment to time submitted, click on Reported Time Status — click to view

11.

on the comments icon.

Timesheet
Jennifer Flynn Employes IO 10104092 Workgroup: D_STUDHRLY  Houwdy Rate 8 000000

JobTibe  Snedent Empleres Empbores Record Humbar. 1 Deparmant DI1D000  Campiss
o, % Comnkea Codh
Sk St nausnans D102611
View ;| Wik - Date:  |D4082009 [F 2 Ranwan 2 Prondouy YWeek Hed Vigek >
= 0,000 Hours [N

O Beponed Tins Statys - click 1o rige

Date Stanus Tosn! Time Repoing Code Commants
04082000 Submesed 4,000 GTYSH (]

04 TI000 Bubmited 4000 STYEM b
047082000 Submiled 4000 STYEH o
04092009 Submited 4000 STYEH -

041102009 Submised 4000 STYSH

O paponed sicuen Summae:- cick 1 tigse

The submitted time and time reporting codes are displayed. You can enter comments by clicking
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Follow campus business rules for entering comments.

13. | Click on Error! Hyperlink reference not valid. to Return to time reporting then click on
Timesheet to continue entering time, if needed.

Congratulations, you have reported your time!
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