
Self Service Time Entry – Time Only 

Introduction 
 
Welcome to this Self Service Time Entry session. This session is intended for employees that report 
hours worked, leave taken, and other payroll information like shift differential. This session 
demonstrates how to enter payroll information for your supervisor’s review and approval.  
 

 
 
What is Self Service Time Entry?  It includes you entering your payroll information and your 
supervisor reviewing and approving your record.  If your supervisor determines that your information 
is not accurate, you will be asked to return to your record and make the necessary changes.  Finally, 
your agency’s payroll administrator is reviewing and validating your record in order for it to process 
in the overnight payroll calculation.   
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The session Objectives include:   

• Locating the self service time entry module  

• Navigating within the time and labor component 

• Modifying default payroll information 

• Entering leave, other payroll information and comments 

• Saving payroll information and marking the timesheet complete  

• Adjusting a completed timesheet, and  

• Accessing timesheets for multiple jobs. 
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Locating the Time Entry module 

 
 

When an employee is set up for self service time entry, a new Time Entry  link displays on 
the Self Service Home page.  

 
When you click the Time Entry  link, you access the Time and Labor component which has 
two pages; Time and Labor and Comments. Access either page by clicking the tabs at the top of the 
page, or the links at the bottom of the page.  
 
You can access the Time and Labor component to add or update information as many times as 
necessary during a pay period.  You will save the information each time you enter changes to 
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ensure the data is not lost.  When you are finished entering information for a pay period, you 
indicate that your time entry is complete and ready for your supervisor’s review and approval. 
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Navigating within the Time and Labor component  

 
 
On the Time and Labor page, you will see: 

• The department ID that your job record is assigned to, and the description for that department 
• The pay period end date that you are entering payroll information for 
• The Complete check box that you click when you are finished entering your information 
• Your name 
• Your employee ID 
• Your job record number and the job classification for that record. 

 
 
Under the Time & Labor header bar, the fields where you enter your payroll information display. 
Upon accessing this page for the first time each pay period, some employees will see the REG earn 
code and hours filled in; others will see blank hours fields. In pay periods that have a holiday, 
eligible employees will also have a row with a “Holiday” earn code displayed.   
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To the left of the Earn Code field, there are two buttons that are used to add or delete  rows 
of information.  To the right of the Earn Code field are Hours fields for each day in the pay period, as 
well as the Total field for the row. Below that are daily totals, and the total for the entire pay period. 

 
You can access your leave activity page by clicking the View Leave Activity 

button.  
 
The Pay Period Selection link allows you to view prior pay period timesheets. It 
also allows you to select and enter information for a future pay period. For example, if you are going 
to take a 3 week vacation, and will be gone for an entire pay period, you can enter payroll 
information before you leave for vacation.  
 

The Save and Refresh buttons are located at the bottom of the page. 
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Modifying default payroll information 

  
 
Assume it is mid-way through the pay period and you want to bring your timesheet up-to-date. You 
need to enter some sick time for Friday, March 21 because you took your child to a doctor’s 
appointment.  On the REG row, reduce the hours to the number of hours worked, which was 5.5 
hours.  If you enter partial hours, be sure to include a decimal.  

 
 
To add the sick leave, click the plus button to add a new row. On the new row, enter the earn 
code for sick leave. If you know what the earn code is, you can just enter it. To look up an earn 
code, click the look up earn code button. 
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The list of earn codes that could potentially be used displays. This list is available to everyone using 
Self Service Time Entry; however, not every earn code applies to every employee. If you are unsure 
of which earn code to select, consult with your supervisor, a co-worker, or the payroll person in your 
agency. 

 
 
From the list, select sick leave. You can click either the earn code description or the earn code itself.  

 
 
The 3-character code for sick leave displays in the Earn Code field.  
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Then, use the tab key to move to the Friday field and enter 2.5 hours.  

Entering information on the Comments page  

 
 
Next, click the Comments page tab to enter a comment regarding why sick leave was used.  
 
Employees or managers who want to include comments about time entry can enter text on the 
Comments page. Comments are considered to be private information. Check with your agency for 
guidelines and what to document on the Comments page. 
 
In this case, on March 21, sick leave was used for a doctor’s appointment for your child.  

 
 

After entering the comment, click the Save button. Notice that when the comment is saved, 
the author of the comment (the employee in this case) displays off to the right. 
 
It is important to understand that when you click Save on this page, you are saving not only the 
comment, but also the information entered on the Time and Labor page. 
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It is important to understand when it is most appropriate to click the Save button, the 

Refresh button and the Complete check box. 
 

• At any time, clicking the Refresh button after entering changes will not save the 
information but rather, it brings the page up-to-date. 
 

• You can save your information by clicking either the Save button or the Complete 

check box. However, the particular situation will determine which method is 
most appropriate. 

o Clicking the Save button may be most appropriate if you are making changes 
and it isn’t the end of the pay period and you expect that you might have more 
changes to enter at a later time. 

o Clicking the Complete check box is most appropriate when you are at 
the end of the pay period and are done entering changes. When marking your 
timesheet complete, and verifying that the entries are correct, your timesheet is ready 
for your supervisor’s review and approval. 
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Entering additional payroll information 
  

 
 
Assume it is the end of the pay period. You need to enter two days of vacation for Thursday, March 
27 and Friday, March 28. On the REG row, delete the hours for those days.  
 

 
Then, click the plus button to add a new row. You know the earn code for vacation, so enter 
VAC in the Earn Code field. Then, use the tab key to move to Thursday and Friday and enter 8 
hours for each day. If you have whole hours, there is no need to enter a decimal.  
 

  

Click the Refresh button. Again, refresh does not save, but it brings the page up-to-date. 
Notice the total fields for each row, the totals for each day, and the grand total for the entire pay 
period. 
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Marking the Timesheet Complete 

 
 
Let’s say you are done entering changes for this pay period. Mark the timesheet complete by 

clicking the Complete check box in the upper-right portion of the page; this creates a 
checkmark in the box. 
 

 
 
A page displays asking you to verify that your entries are correct. If you click the No 

button, the checkmark in the Complete check box will automatically be 

removed. If you click the Yes button, you are applying your electronic signature and the 
data is saved.  
 

Click the  button. Your timesheet is now ready for your supervisor’s review and approval. 
 

 
 

There are a couple of differences once the Complete check box is checked. The 
buttons and fields where you entered data are no longer accessible. Your timesheet will stay like 
this until your supervisor completes the review and approval process. Until then, you do have the 
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option of going back into your timesheet if you need to make a change. In order to do this, you 

would need to clear the Complete check box. 
Adjusting a completed 
timesheet

 
Assume you forgot to include shift differential for 2 days, Monday, March 24 and Tuesday, March 25. 
In order to modify your timesheet, you need to clear the Complete check box.  
 

 
To add shift differential hours, click the plus button to add a new row. To look up the earn code, 
click the look up earn code button.  
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The list of earn codes that could potentially be used displays. 

.  

The shift differential earn codes start with an “S”, so scroll down and select the appropriate one for 
you.  

  

When adding shift differential, you do not adjust your REG hours. Enter the shift differential hours 
for the entire shift worked; in this case, it is 8 hours on both days. 
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Then, click the Refresh button. Notice that you have 96 total hours instead of 80. The 
number, 96, is correct because it includes the shift differential hours in addition to the other hours.  
 

 
 
Let’s say you are done entering changes for this pay period. Mark the timesheet complete by 

clicking the Complete check box.  
 

 
 
A page displays asking you to verify your entries. You just remembered that you received approval 
to substitute your floating holiday for a day of vacation. So, instead of clicking the Yes 

button, click the No button.  
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Notice that the Complete checkbox has been automatically cleared and the page can 
now be updated.  
 

 
 
Click the plus button to add a new row. You know the earn code for floating holiday, so enter 
FLH in the Earn Code field. Then, move to Thursday, March 27 and enter 8 hours. On the vacation 
row, delete the 8 hours on March 27th. 
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Cli

ck the Refresh button to update the page and check to make sure the data on the page 
is correct. You notice there is a row that has no information and is not needed.  
 

 
 
Click the minus button to remove the row.  
 

 
 
When the pop-up message displays, confirm that you want to delete the row by clicking the OK 

 button.  
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Mark your timesheet complete by clicking the Complete check box.  
 

 
 
Again, a page displays asking you to verify your entries. If the entries are correct, click the Yes 

button to save the data and to attach your electronic signature.  Your timesheet is now 
ready for your supervisor’s review and approval.  
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Accessing timesheets for employees with multiple jobs 

 
 
Let’s say you have multiple jobs set up for self service time entry.  
 
When you are on your self-service home page and click the Time Entry  link, instead of 
going directly to one of your timesheets, you go to the Time Entry for Current Pay Period page.  
On this page, you can determine the appropriate timesheet to access by looking at the record 
number, department and description columns.  
 

To access the timesheet, click the applicable Time Entry button. 
 

 
 
Once you access a timesheet, complete it routinely. When you’re done updating or completing the 
timesheet, click the Current Period Selection  link at the bottom of the page to 
return to the Time Entry for Current Pay Period page where each job is listed. 
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From there, click the Time Entry button for the other job and update or complete that 
timesheet if appropriate. 

Summary and Tips 

 
 

In this session, we:  

• Located the self service time entry module 

• Navigated within the time and labor component 

• Modified default payroll information 

• Entered leave, other payroll information and comments 

• Saved payroll information and marked the timesheet complete 

• Adjusted a completed timesheet, and  

• Accessed timesheets for multiple jobs. 
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A few tips to remember:   

• You can update your timesheet as many times as necessary during the pay period. Until your 
supervisor approves your timesheet, you have the option to make changes.   

• Employees or supervisors who want to include comments can enter text on the Comments 
page. Check with your agency for guidelines on what to document on the Comments page. 

• When you are finished entering your information, you will indicate that your timesheet is 
complete and ready for your supervisor’s review and approval. Make sure to complete your 
timesheet by the deadline set by your agency.   

• Once you indicate that your timesheet is complete, you will be asked to verify that your 
entries are correct.  By clicking Yes, you are applying your electronic signature.  

If you have questions about self service time entry, contact your agency payroll or accounting 
office.  

Thank you. 
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