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STEP 1

View Profile

After Logging in, on the right-hand side of the screen you will see your picture as a icon. Click 
on your picture.
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STEP 2

Click View Profile

STEP 3

Click Actions
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STEP 4

Time and Absence Hub

After clicking actions, go down to the Time and Absence Up.
Click on Enter My Time
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STEP 5

Switch Calendar View

Switch the view from weekly to Period Calendar. That way you can review the whole pay period. 
This also gives you chance to make any edits to your timecard.
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STEP 6

Click Review 

After reviewing the timecard and making the appropriate adjustments needed, click the 
Review button at the bottom right-hand side of the screen.
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STEP 7

Verify Hours, Click Submit

STEP 8

Next Step

A Bos at the top of the screen will pop up showing you the next steps (who its sent to for 
approval, etc.).
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