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Self-Service Time Entry



ENTERING TIME
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Enter Time
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Enter Time

PAY PERIOD START 
DATE
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Enter Time

Regular hours are entered first

80.00

Enter Time: must enter all time and insure that 
total hours submitted equal schedule hours (i.e. 40 
hrs. per week will total 80 hrs. submitted)
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Overall Key Points

Employee Self-Service Time Entry Common Codes

REG Regular Hours

SICK Illness/ Injury Of Employee

SP Medical And Dental Appointments

SFAM Family Sick Immediate Family

SFFNR Family Funeral

SFNRL Funeral

ULSCK Approved Medical Leave

VAC Vacation

PL Personal Leave

HOL Holiday

RTRNG Work Related Training
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Enter Time

Entering an additional time code requires adding a line
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Enter Time

Daily columns need to add up to 
the daily scheduled hrs.

7.00

61.00

2.00

No accruals or one 
day
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Enter Time

Once submit is hit you will see a saved message
Once submitted accrual balances will change

Reported Hours Have To Be 80 Hrs. 

DF1
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Review - Enter Time

When entering time, remember the following:

• Must make sure that reported hours equals 80

• Timesheet leave balances are updated real time

• Attendance needs to be validated during Time Admin before it
can be approved.  If any errors, supervisor will send back for
correction. MUST CORRECT IMMEDIATELY

• Only approved payable time will be sent to Payroll
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Review - Enter Time

Timesheet Errors

• Reported hours don’t equal 80

• Over use of SFAM or Funeral Leaves

• Supervisor will notify you, you will be required to correct
immediately and then re-submit again for approval.

• If you are not available to correct, Human Resources should be
contacted to make correction.



Time and Labor Employee Self Service

• Employee - Enter Time
• Employee – Running Attendance Report
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Agenda
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Key Points – Running Attendance Report

When viewing your attendance information, remember the 
following:

• Up to one year’s worth of attendance can be printed to a
report

• The Run Control is the name of your report

• You can view, print or save your report
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Running Attendance Report

Navigate to the Attendance Report

Self Service

Reports Attendance Report
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Running Attendance Report

Use last name

Creating the Attendance Report

PDS
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Running Attendance Report

PDS
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Running Attendance Report

This will go forward one year 
from month selected
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Running Attendance Report

PSUNX

Choose the server

Leave as shown 
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Running Attendance Report

This will run report that shows accruals 
received & used

Accruals and Leaves posted 
last payroll



20

Running Attendance Report

PSUNX

USE WEB & PDF
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Running Attendance Report

Give it a few minutes, refresh and then 
click here to view report
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Running Attendance Report

From web page you can save as PDF or print

Attendance Report
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Running Attendance Report

Accrual Report Section
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Running Attendance Report

Use last name

PDS

Running an Previously Created Report
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Running Attendance Report

Select PDF for report
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Review – Running Attendance Report

When running and/or viewing the Attendance Report, 
remember the following:

• The Run Control is the name of your report.

• Up to one year of attendance & accruals can be viewed on a
report

• The reports can be printed or saved

• Only time that has been approved and posted through payroll
processing on the thursday during the week between pay periods
will be included on the reports.
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REMINDER: TIME SHEETS MUST BE 
SUBMITTED FOR APPROVAL BY 4:00 PM 
ON THURSDAY PAY DAY.

NO TIME SHOULD BE ENTERED ON 
WEDNESDAY OR THURSDAY DURING THE 
WEEK BETWEEN PAY DAYS.




