
Confirm your total hours here and make sure 
all other info is accurate! If you make any 
changes, click "Save"

Step 2: Submit time sheet 

Total hours must reflect hours worked

Step 1: Confirm your total hours worked

Step 3: Keep an eye on the "Pay Period and Status 

If the pay period says, "Not Started" this means you have 
not opened the timesheet and have not started logging 
hours for this pay period

"Pending" appears after you submit your time sheet

"Completed" means you have been paid for that pay 
period

"Approved" means your supervisor has approved your 
time sheet

How to Submit Timesheets 

Remember, you must submit your timesheet on 
time, to be paid on time!

Reference the "Timesheet Deadlines Calendar 
24-25" online to know when timesheets are due!
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