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Time Entry 20 Steps

STEP 1

Click on Self Service via myUSI
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STEP 2

Click on Employees

Special Note: There is a way to get to the timesheet from the Employee Dashboard also
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STEP 3

Click on Time Entry

STEP 4

Click on Enter Time
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STEP 5

Click on Start Timesheet
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STEP 6

Click on the day the absence occurred please note your position will show at
 the top. 
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STEP 7

Use the drop down to select the appropriate Earn Code

STEP 8

Example: Sick Pay

Created with 7 of 17

https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 9

Type number of hours out ex: "7.5" (Report in half days--3.75 hours or whole
 days--- 7.5)
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STEP 10

Click on Save

STEP 11

Click on > to navigate to the second week.
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STEP 12

Click on day that you had special circumstances such as left early for family
 sick. 
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STEP 13

Click on Select Earn Code ex: Family Sick, Sick, Leave, FMLA, PLOA, etc.

STEP 14

EX: Click on Family Sick Pay
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STEP 15

Enter in time 3.75 or 7.5 then click save
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STEP 16

IF you make a mistake, need to copy information to another day, or need to 
delete time entered incorrectly please see the following buttons on the right 
side.
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STEP 17

Click on Preview, this will take you to a summary of what was entered. 
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STEP 18

Look through Summary to ensure accuracy. The comment box is for any
 non-sensitive information that you wish to share with your approver. This is
 also where you note relationship and information for bereavement (such as:
 uncle, funeral, Cadiz, KY.)
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STEP 19

If everything is accurate, check "I certify that the time entered represents a
 true and accurate record of my time. I am responsible for any changes made
 using my ID. "

STEP 20

Click on Submit
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Never miss a step again. Visit Tango.ai
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