W P l]n eTimaSheets eTimeSheets Weekly Salaried (Exception) Employee

Important Information The Process
¢ Time sheets should be entered each week. You can also enter time 5pm Payroll Spm
. - eTimeSheets Monday

sheets in advance for when you go on vacation. Thursday
<" Timesheets can only be approved for the current week l \

e Time Sheets must be submitted by 5 p.m. on Thursday of each week
< If applicable, enter the anticipated time worked for Fri- Sat-Sun O P

. pm = 12pm

e If there is a change required after 5 p.m. on Thursday, please contact Y Friday Menday

your Supervisor or ORG Administrator
Supervisor ORG Administrator Employee

Getti ng Sta rtEd P&E,‘; PCIF] I-] e-TimaShoeets@Penn  Add a Time Sheet Review Time !-

e Login with your PennKey to eTimeSheets:

https://timereporting.apps.upenn.edu

¢ From the Home page, you can view announcements from Human Resources, w
‘Add a Time Sheet’ or ‘Review Time Sheets’

Welcome to eTimesheet@Penn - an electronic time sheet application.
** PLLASC** Report your time before Thursday at 5 p.m. to get paid the next week!

e Click [Add a Time Sheet] to add/edit an existing timesheet for the current <
week, four previous weeks or four future weeks

e Click [Review Time Sheets] to review all existing or pending timesheets

Copynight © 2015, Univarsicy of Pennsylvania, All rights reserved. Privagy information

Add a Time Sheet

Review Time Sheets My Comp Time Help

1. From the Home page or top menu, click [Add a Time Sheet]
2. Select the appropriate week from the ‘Pay Period’
: Sheet
< Note you will see four weeks prior and four weeks advance "%ré!'lg - Time IIIEEEB e S—
3. Enter the Day, Hours and Earnings Type —— m@-@ |
<7 Category is an optional field. Check with your Supervisor for usage. {Employee Name COLLIER TIFFANY |
. < { Supervisory Group ORG (632 |
4. Click on [Add and Entry] to add the next time slot Job Class 575458 ADMIN COORDINATOR |
Standard Hours 4000 ‘
H r 3 Vacation Time Balance (Ia Days) 1966
5. Check this box to use this week’s time sheet as a template s i s g ‘
" | Uncompensated Time (In Howrs) (L]
6. Click [Submit for Approval] to sent to your Supervisor e e { :
Time Sheet Status Pk et Created E
<" Note you can [Save as Draft] if you would like to complete later. Once you [Save as R e e i S biere!
Draft] a [Delete] option will also be available. @
< While awaiting opproval of your time sheet, you can click on {Submit and] select D T T s
‘Remove Approval as Employee’ [ [Meon, 0a23 %] 800 [Regutar Pay (REG) [ Selct. [v]
. ! a . 0 |Tue. 06720 [V 800 [Sxk (BCK) [v] Select. [v]
7. The [Notes] are used to explain why a time sheet is rejected 0 [Wed, 071 300 [Reguter Pay (REG) = St 9]
Thu, Regular P. Selecl.
<7 The [Notes] can also be used for reference by the employee, etc. An indicator next to 8 e n::;:z L; -—g—% T dw'm‘&cfm’ f {;w:: i
the button will show if there are existing notes.
8. This section provides useful information about the employee, i.e. Job @ =
¢ + 3 TOTAL HOURS 40.00
Class, Standard Hours, Vacation and Sick Time Balances, Uncompen- e e i
sated Time and Temp Hours Total Leave (VAC, SCKete) 1600 @ R
. i . Total OT OVER 40 Hrs (OTP) 000
9. This section summarizes the Total Hours, Total Regular, etc. Total GT UNDER 40 tirs (075) 0.00
Total ACCRUE as Comg Time 0.0
Help
. - . @ [3his time sheet is & tempista that can be Lsed to intiskae the entries of cther tie sheets,
Ple:':lse contact yoyr Superws_or or ORG Administrator for guestions or o oy @ — @
assistance regarding your eTimeSheet.
Human Resources Policies Additional Information
e For more information regarding Paid Time Off (PTO), Meals and e [f you are a 35.0 or 37.5 hour employee and work more than these
Rest Breaks, etc., go to: hours, but not over 40.0 hours, your department is authorized to

offer you Comp Time. For additional information go to:
https://www.hr.upenn.edu/myhr/resources/policy/all

https://www.hr.upenn.edu/myhr/resources/policy/compensation/overtime




