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View My Timesheet 

This job aid outlines how to access and navigate the information and features available on your timesheet. 

Navigate Your Timesheet 
 
Navigation: My Info > My Time > Timesheet > Current Timesheet 
 
Note: 
Available features of the timesheet vary based on your company configuration, your timesheet type, and 
your security access rights.  
 

A 
Timesheet Tabs: Expand this drop down to 
navigate to other timesheet information. 

B 
Date: Use the arrows to navigate between 
pay periods or select the calendar icon to 
choose a specific date or range.  

C 
Daily Information: Expand or collapse time 
entry information related to each day of the 
week. 

D 

Time Entry Fields: Enter or change 
information in available fields for a specific 
time entry. Greyed out fields can only be 
changed using a Change Request. 

E Note: Select to view/add timesheet notes. 

F 
Actions: Common available actions include 
Save, Submit, and Change Request. 

G 
Clock: Select this icon to display clock 
options such as Clock In, Clock Out, or 
Change Cost Center. 
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