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STEP 1

Your Profile/Dashboard

On the right-hand side of the screen, you will see your picture. Click on your picture.
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STEP 2

Click View Profile

This will bring you to your own profile/dashboard.

3 of 26



STEP 3

Click Actions 
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STEP 4

Time and Absence Hub

Scroll down to Time and Absence (hover over it)
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STEP 5

Click Enter My Time
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STEP 6

Calendar View

After clicking Enter My Time, it will bring up the current week in the Calendar View. You can 
enter hours here or if you click on Period Calendar, it will bring up the current pay period.
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STEP 7

Adding hours

Click on the day you would like to add hours to
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STEP 8

Enter Hours details

Fill out the details that are needed for that day (regular hours, oncall hours, etc.)

If you work in multiple Cost centers and/or positions, there will be drop down selections for 
you to select.
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STEP 9

Lunch Attestation

If you did not take a lunch for this day, you will need to add a comment in the comment box 
that states, "No Lunch". Once that comment is made, the lunch will not be deducted
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STEP 10

Click OK

Once everything is filled out, clock ok
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STEP 11

Other Options to edit timecard

Under the Actions Icon, there are other ways to add hours onto your timecard or requesting 
time off. Click on the Actions Icon to the right of the calendar.

12 of 26



STEP 12

Enter Time by Type

If you select Enter time by time, it will bring up a page where you can add hours for the same 
code on multiple days.
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STEP 13

Select the pay period you are wanting to edit.

STEP 14

Click Next
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STEP 15

Adding Hours

Click the + sign to the left of the table to add a Time Type that you would like to add
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STEP 16

Search for the Time Type you wish to add

STEP 17

Click here
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STEP 18

Click here
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STEP 19

Enter Hours needed

Enter the hours per day that you are needing to add
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STEP 20

Press Tab

STEP 21

Click Save and Close
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STEP 22

Another Option to Add Hours per week

Click Actions
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STEP 23

Click Quick Add

STEP 24

Select the pay period you want to add hours
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STEP 25

Click Next
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STEP 26

Fill out the details needed

First step is determining the Time Type, Cost center and/or Position you want the hours to go 
to.
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STEP 27

Click Next
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STEP 28

Fill out Details Needed

Enter in the In/Out Times
Select the days you want the hours to apply to
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STEP 29

Click OK

STEP 30

Calendar View

You will now see the hours generated on the days you selected.
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