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STEP 1

Click on Self Service
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STEP 2

Click on Employees

SOUTHERN [NDIANA Jamie Rae Curry

Self-Service Banner
(Use Four-Square menu to return here)

AllUsers  Students  Financial Aid  Faculty Finance

All Users

» Personal Information

View and update your biographical and
demographic information.
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STEP 3

Click on Time Entry...

[ERN [NDIANA

Self-Service Banner

(Use Four-Square menu to return here)

AllUsers  Students  Financial Aid  Faculty

# (& JamieRae Curry

Employees = Finance

Employees
» Employee Dashhoard » Time Entry
Pay information, benefits, leave Enter time, enter leave requests, time entry
information, etc approvals, etc

© 2013-2024 Ellucian Company LP. and its affiliates. A

STEP 4

Click on Start Timesheet for current pay period

[ERN [NDIANA

Employee Dashboard « Timesheet

Timesheet
Appro\'a\ﬁ Timesheet
Pay Period Hours/Units Submitted On Status

HRIS Coordinator, 320401-00, U, 04010, Human Resources

08/30/2025 - 09/12/202

08/16/2025 - 08/29/2025 Not Started

08/02/2025 - 08/15/2025 Not Started

07/05/2025 - 07/18/2025

06/21/2025 - 07/04/2025

06/07/2025 - 06/20/2025 11.25 Hours

05/10/2025 - 05/23/2025
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pay Period

v

«T) Prior Periods

Start Timesheet

start Timesheet
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STEP 5

Click on first work day of the week.

Employee Dashboard « Timesheet

HRIS Coordinator, 320401-00, U, 04010, Huma

08/02/2025 - 08/15/2025 (&)

SATURDAY SUNDAY

n Resources, Rate: $25.( @y Tjmasheet successfully created.
HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

Submit By 08/16/2025, 11:59 AM

MONDAY TUESDAY
4 5 6
(® Add Earn Code
Earn Code start Time* End Time*
Regular Biweekly v hh:mm a ©| | hhemma O oo
(® Add More Time
Exit Page

Created with W

Hours
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STEP 6

Earn code will default to Regular Biweekly, if something different such as
Vacation please select drop down and select it. Click on Start Time.

SOUTHERN NDIANA ¥ 3 prerony
Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538
HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 ) Restart Time £) Leave Balances

08/02/2025 - 08/15/2025 s Submit By 08/16/2025, 11:59 AM

SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY
2 3 4 5 ] 7 8

< >

FRIDAY

( Add Earn Code

Earn Code Start Time* End Time* Hours

Regular Biweekly h hhimm a hh:mm a ©

@ Add More Time

Exit Page C
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STEP 7

Enter start time and click on SET

SOUTHERN INDIANA B @ JamieR cumy

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 )Restart Time {0 Leave Balances
08/02/2025 - 08/15/2025 (&) nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY
2 3 6 7 8
(® Add Earn Code
Earn Code Start Time* End Time* Hours
Regular Biweekly v hh:mm a O| | hhmma ©

Exit Page Preview

STEP 8

Click on End Time and enter in time leaving for lunch.

(+) Add Earn Code

End Time* Hours

@ hh:mm a 0.00

(+) Add More Time

Created with W
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STEP 9

Once time is entered click on SET

ﬁ & JamieR. Curry

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 )Restart Time {0 Leave Balances
08/02/2025 - 08/15/2025  (3) nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY

2 3 6 7 8
< >
(® Add Earn Code
Earn Code Start Time* End Time* Hours
Regular Biweekly v 08:00 AM Q| | hhemma ®| o000
o1 00 PM
Exit Page [ Cancel ‘ [ Save Preview
. . .
When returning from lunch, Click on Add More Time.
3 6 7 8

() Add Earn Code

Start Time* End Time* Hours

v 08:00 AM @ | o1:00PM ©

(#) Add More Time

[ Cancel } [ Save
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STEP 11

Click on Start Time and enter in time returning to work.

Start Time* End Time*

O

v 08:00 AM 01:00 PM ®

hh:mm a @

©

hh:mm a

(+) Add More Time

STEP 12

Once time is entered click on SET

hh:mm a @ hh:mm a @ 0.00
‘ N\ )
1 More Time
02 00 ‘ PM
CANCEL
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STEP 13

Click on End Time and enter in time leaving for day.

(#) Add Earn Code

Time* End Time* Hours

:00 AM @‘ ‘ 01:00 PM ®| s.00

:00 PM G’)’ ‘ hh:mm a 0.00

(*) Add More Time

STEP 14

Once time is entered click on SET

@ hh:mm a @ 0.00
R I\
04 30 PM
CANCEL

Cancel
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STEP 15
After reviewing to ensure accuracy, click on Save

ﬁ & JamieR. Curry

& SOUTHERN [NDIANA
Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

) Restart Time 1D Leave Balances

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

nProgress  Submit By 08/16/2025, 11:59 AM

08/02/2025 - 08/15/2025
SATURDAY SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY
2 3 6 7 8
(® Add Earn Code
Earn Code Start Time* End Time* Hours
Regular Biweekly v 08:00 AM Q| | orcoPm @| se0
02:00 PM @ | oa30PM ©| 250
(@ Add More Time
Cancel Save Preview

Exit Page

STEP 16

Click on the next day worked example Tuesday if you work M-F.
.
010, Human Resources, Rate: $25.661538

MONDAY TUESDAY WEDNESDAY

4
7.50 Hours

(#) Add Earn Code

dJours  Shift 1: 7.50 Hours

iours

10 of 31
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STEP 17

If a Regular Biweekly day follow steps 4-14 for every day worked in the pay

period.
< 7.50 Hours
(¥ Add Earn Co
Earn Code Start Time* End Time*
Regular Biweekly hh:mm a © hh:mm a
(*) Add More Tii

Created with W
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STEP 18

If a non-regular biweekly day such as sick. Click on Sick Pay

Earn Code Start Time*

End Time*

Regular Biweekly A hh:mm a @ hh:mm a

a
Regular Biweekly l

Add More

SWISH Pay ®
Comp Time Taken
Vacation Pay

Sick Pay L

Exit Page

STEP 19
Click on Start Time

() Add Earn Code

Start Time* End Time*

hh:mma @’ ‘ hh:mm a c

dl

() Add More Time
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STEP 20

Enter time sick day started (use regular schedule as guide start and end time)
Click on SET

1 More Time

08 00 AM
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STEP 21

After reviewing to ensure accuracy, click on Save

SOUTHERN INDIANA B @ JamieR cumy

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 )Restart Time {0 Leave Balances
08/02/2025 - 08/15/2025  7.50 Hours (&) nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY
2 3 4 6 7 8
50 Hours
< >

(® Add Earn Code

Earn Code Start Time* End Time* Hours

Sick Pay v 08:00 AM ©| | o1:00PMm ©

02:00 PM @ | oa30PM ©| 250

(@ Add More Time

Extcpage ot ([

STEP 22

Click on next to view the second week of the pay period

= 2221 @ The entry has been successfully copied.
3 “)Restart Time 3O Leave Balances
In Progress  Submit By 08/16/2025, 11:59 AM
WEDNESDAY THURSDAY FRIDAY
7 8
JHours 7.50 Hours 7.50 Hours )

a8 ™
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STEP 23

Example you copied your time over (see how at the bottom) and you realized
you didn't work the morning. You select the day this occured.

1538 “)Restart Time %9 Leave Balances

In Progress  Submit By 08/16/2025, 11:59 AM

WEDNESDAY THURSDAY FRIDAY
13 14 15

7.50 Hours 7.50 Hours 7.50 Hours >
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STEP 24
Click on Delete on the right side.

{ERN [NDIANA Jamie R.
Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

O Restart Time D Leave Balances
08/02/2025 - 08/15/2025  75.00 Hours () nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY MONDAY TUESDAY

9 10 1 12 13 14 15
50 Hours 50 Hours 50 Hours 7.50 Hours 7.50 Hours
<

WEDNESDAY THURSDAY FRIDAY

(® Add Earn Code

Earn Code Start Time* End Time* Hours
Regular Biweekly 08:00 AM| ©| | o1:00PMm ©| s00
02:00 PM O | oa30pM [S]

(@ Add More Time

Total: 7.50 Hours | Account Distribution

Exit Page Cancel Preview

STEP 25

Click on Yes to ensure deleting.

o Y

Jamie R. Curry 1

L LTI A fees Lzl e, A Are you sure you want to delete the earning

record?
rces, Rate: $25.661538
TUESDAY WEDNESDAY THURSDAY FRIDAY
12 13 14 15
7.50 Hours 7.50 Hours 7.50 Hours 7.50 Hours >
(*) Add Earn Code
©)
‘nd Time* Hours
01:00 PM ©| |s00 ©)
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STEP 26

Click on Add Earn Code

U4V 1-UU, U, U4U 1V, MUlnidil KESUUILES, RdLE. 2£D0.001050

75.00 Hours
SUNDAY
10

"

MONDAY

TUESDAY

WEDNESDAY

13

7.50 Hours

) Rest
InProgress  Submi
THURSDAY
14

7.50 Hours

STEP 27

Click on Select Earn Code

THERN INDIANA

Employee Dashboard

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

08/02/2025 - 08/15/2025

SATURDAY

Timesheet

75.00 Hours (i)

SUNDAY
10

MONDAY

(¥ Add Earn Code

TUESDAY

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

WEDNESDAY

Jamie R.

<) Restart Time D Leave Balances

nProgress  Submit By 08/16/2025, 11:59 AM

Earn Code

Select Earn Code

Exit Page

Created with W

(@ Add Earn Code

THURSDAY FRIDAY
14 15
50 Hours 7.50 Hours.
[ Cancel ‘ [ Save Preview
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STEP 28

Click on Vacation Pay

Earn Code

Select Earn Code

SWISH Pay

Comp Time Taken

A

a
Regular Biweekly l

Vacation Pay

Sick Pay

Exit Page

STEP 29

Enter in start time of Vacation and click on SET

Created with W

PR
i More Time
‘ 08 00 AM
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STEP 30

Enter in end time of Vacation and click on SET

PN )

01 00 PM

CANCEL

STEP 31
Click on Add Earn Code

U4V 1-UU, U, U4U 1V, FUIndril KeESUUILES, RdLE. 3£D0.001050

75.00 Hours (G) &
SUNDAY MONDAY TUESDAY WEDNESDAY
10 1" 12 13

7.50 Hours 7.50 Hours 7.50 Hours

Cancel

<) Rest

In Progress  Submi
THURSDAY
14

7.50 Hours

(® Add Earn Code

Start Time* End Time* Hours

v | | 08:00 AM @‘ ‘01:DDPIV1 @] 5.00

(®) Add More Time

Created with W
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STEP 32

Click on Select Earn Code

Earn Code Start Time* End Time*
Vacation Pay v 08:00 AM © 01:00 PM
(*) Add More Tii
Earn Code
[ Select Earn Code v
Exit Page
STEP 33
Click on Regular Biweekly
Earn Code Start Time* End Time*
Vacation Pay v 08:00 AM @‘ ‘ 01:00 PM
® Add More
Earn Code
Select Earn Code A
Regular Biweekly h

SWISH Pay

Comp Time Taken
Exi

Vacation Pay

Created with W
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STEP 34
Click on Start Time and Click on SET

Start Time* End Time* Hours

v hh:mm a @ hh:mm a @ 0.00

VAN

More Time

01 00 PM

CANCEL ‘ SET

STEP 35
Click on End Time and click on SET

ﬁ & JamieR. Curry

SOUTHERN JNDIANA

ashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
9 10 1" 12 13 14

< 7.50 Hours 7.50 Hours 7.50 Hours 7.50 Hours

@ Add Earn Code

Earn Code Start Time* End Time* Hours

Vacation Pay v 08:00 AM | | o1:00PMm ©| so0

() Add More Time

Earn Code Start Time* End Time* Hours

Regular Biweekly v 01:00 PM ©| | hhemma O o000

Exit Page

Created with W
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STEP 36

After reviewing to ensure accuracy, click on Save

Employee Dashboard « Timesheet

08/02/2025 - 08/15/2025 75.00 Hours (i

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538
HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

O Restart Time £) Leave Balances

nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
9 10 1 12 13 14 15
< : 7.50 Hou 50 Hours 7.50 H 7.50 Hours
@ Add Earn Code
Earn Code Start Time* End Time* Hours
Vacation Pay v 08:00 AM Q| | o1:00PMm ©]
(& Add More Time
Earn Code Start Time* End Time* Hours
Regular Biweekly v [S) 04:30 PM ©

Exit Page

STEP 37

Click on Preview

(®) Add More Time

i e

Employee Dashboard « Timesheet

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

08/02/2025 - 08/15/2025  75.00 Hours (i)

SATURDAY SUNDAY MONDAY

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.

| @ Timesheet data successfully saved.

) Restart Time £ Leave Balances

Submit By 08/16/2025, 11:59 AM

TUESDAY WEDNESDAY THURSDAY
12 13 14 15
50 Hours 5 50 Ho 7.50 Hours.

FRIDAY

Regular Biweekly () 02:00 PM -04:30 PM 2,50 Hours | Shift 1: 2.50 Hours

(® Add More Time

Vacation Pay © 08:00 AM - 01

M | 5.00 Hours | Shift 1: 5.00 Hours

(® Add More Time

Exit Page

Created with W

(@ Add Earn Code

Total: 2.50 Hours

Account Distribution

Total: 5.00 Hours | Account Distribution
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STEP 38

Review Timesheet Detail Summary to ensure accuracy scroll down

Employee Dashboard « Timesheet « HRIS Coordinater, 320401-00, U, 04010, Human Resources, Rate: $25.661538 « Preview
a
Timesheet Detail Summary
HRIS Coordinator, 320401-00, U, 04010, Human Resources , Rate: $25.661538 (=]
Pay Period: 08/02/2025 - 08/15/2025  75.00 Hours __in Progress _Submit By 08/16/2025, 11:50 AM
Time Entry Detail
Date Earn Code shift Total
08/04/2025 012, Regular Biweekly 7.50 Hours
08/05/2025 180, Sick Pay 7.50
08/06/2025 Regular Biweekly 1 7.50 Hours
Regular Biweekly 7.50 Hours

012, Regular Biweekly 7.50 Hours
08/11/2025 012, Regular Biweekly 7.50 Hours
08/12/2025 012, Regular Biweekly 7.50 Hours
08/13/2025 012, Regular Biweekly 1 7.50 Hours
08/14/2025 012, Regular Biweekly
08/15/2025 012, Regular Biweekly
08/15/2025 170, Vacation Pay 1 5.00 Hours
Time Information
Date Earn Code Shift Hours/Units | Time In System In Comment In Time Out System Out | Comment Out

025 012, Regular Biweekly 5.00 0 AM 01:00 PM
Return

STEP 39

Ensure the total hours worked for each week is accurate 37.50

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 « Preview
a
12/2025 012, Regular Biweekly 5.00 01:00 PM
08/12/2025 01 r Biweekly 2.50 04:30 PM
08/13/2025 012 Jular Biweekly 5.00 01:00 PM
08/13/2025 012, Regular Biweekly 250
025 012 llar Biweekly 5.00 08:00 AM 01:00 PM
08/14/2025 012, Regular Biweekly 250 02:00 PM 04:30 PM
08/15/2025 012, Regular Biweekly 2.50 02:00 PM 04:30 PM
5/2025 170, Vacation Pay 5.00 01:00 PM
Summary
Earn Code Shift Week 1 | Week2  Total
012, Regular Biweekly 1 32.50 62.50 Hours
180, Sick Pay 1 7.50 7.50 Hours
170, Vacation Pay 1 5.00 5.00 Hours
(rmal Hours 37.50

Routing and Status

Name

Ingrid E. Lindy

Created with W

Action

Originated On 04/14/2025, 03:00 PM by Jimmie S. Pepper

Submit 25, 11:59 AM

In the Queue

Return
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STEP 40

The comments section is a place to put notes to supervisor such as. "Took
Vacation part of 8/15 due to child's school event" DO NOT disclose medical
reasons if that is the case as that is between you and the Benefits Department.

SOUTHERN [NDIANA
Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate; $25.661538 « Preview
04:30 PM

250 2:00 PM
2.50 02:00 PM 04:30 PM
08/15/2025 170, Vacation Pay 5.00 )8:00 AM 01:00 PM
summary
Earn Code Shift week1  Week2 |Total
012, Regular Biweekly 1 30.00 3.
50

Total Hours 37.50 37.50

Routing and Status

Name

Ingrid E. Lindy

Comment (Optional):

Took Vacation part of 8/15 due to child's school event

Created with W 24 of 31
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STEP 41

Once everything looks correct check, "l certify that the time entered

represents a true and accurate record of my time. | am responsible for any
changes made using my ID."

SOUTHERN TNDIANA

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 « Preview

Summary
Earn Code shift

012, Regular Biweekly 1

180, Sick Pay 1
170, Vacation Pay 1
Total Hours

Routing and Status

Name

Ingrid E. Lindy

Comment (Optional):

Took Vacation part of 8/15 due to child's school event

1946 characters remaining

Week 1

30.00

Week 2

Total

7.50 Hours

5.00 Hours

Action

Originat

Submit

5,11:59 AM

In the Queue

@ | certify that the time entered represents a true and accurate record of my time. | am responsibl

Created with W

2025, 03:00 PM by Jimmie S. Pepper

le for any changes made using my ID.

o

& JamieR. Curry
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STEP 42
Click on Submit

shift Week 1 Week 2 Total
1 30.00 32.50 62.50 Hours
1 7.50 7.50 Hours
1 5.00 5.00 Hours
37.50 37.50
Is
Action

Originated On 04/14/2025, 03:00 PM by Jimmie S. Pepper
Submit By 08/16/2025, 11:59 AM

In the Queue

1al):

8/15 due to child's school event

me entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.
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STEP 43

Special Note: On this screen on the right side you will see three symbols. The
pen is the edit button, the layered paper is the copy button (directions below),
and the circle with the line is the delete button (in case you need to delete

time for that day).

SOUTHERN INDIANA

o] & JamieR. Curry

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538
HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 ) Restart T Leave Bal
08/02/2025 - 08/15/2025 15.00 Hours (i) n Progress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
2 3 6 7

() Add Earn Code

Regular Biweekly (3 08:00 AM -01:00 PM |5.00 Hours ~ Shift 1: 7.50 Hours

© 02:00 PM - 04:30 PM | 2.50 Hours

() Add More Time

Total: 7.50 Hours

Exit Page

# Coping to time to another day.

4 Steps

Created with W
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STEP 44

If you work the same time every day there is an option to copy from one day

to another. Select the day you wish you to copy.

el &' JamieR Curry 1

Employee Dashboard » Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.{ ® Timesheet data successfully saved

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 <) Restart Time £D Leave Balances
08/02/2025 - 08/15/2025  15.00 Hours (7) nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY MONDAY. TUESDAY WEDNESDAY THURSDAY FRIDAY
2 3 7 8
(® Add Earn Code
Sick Pay © 08:00 AM - 01:00 PM | 5.00 Hours | Shift 1: 7.50 Hours P

(® 02:00 PM - 04:30 PM | 2.50 Hours

(%) Add More Time

Total: 7.50 Hours | Account Distribution

Exit Page Preview

Created with W
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STEP 45

Click on Copy icon on the right side (looks like layered paper) as mentioned

in above.

SOUTHERN TNDIANA B3 JamieR Cury

Employee Dashboard « Timesheet « HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538

HRIS Coordinator, 320401-00, U, 04010, Human Resources, Rate: $25.661538 <) Restart Time £D Leave Balances
08/02/2025 - 08/15/2025  15.00 Hours (7) nProgress  Submit By 08/16/2025, 11:59 AM
SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
2 3 4 5 6 7 8
< 7.50 Hours 50 Hour >

(® Add Earn Code

Regular Biweekly (3 08:00 AM -01:00 PM  5.00 Hours ~ Shift 1: 7.50 Hours Va @

© 02:00 PM - 04:30 PM | 2.50 Hours

(%) Add More Time

Total: 7.50 Hours | Account Distribution

Exit Page Preview

Created with W
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STEP 46

Click on all the days you wish to copy the time too. (They will show up blue
once selected)

-5 6 7 8

) Pay Period: 08/02/2025 - 08/15/2025 ©)

SUN MON TUE WED THU FRI SAT

27 28 29 30 31 1 2

count Distribution

STEP 47
Click on Save

SUN MON TUE WED THU FRI SAT
27 28 29 30 31 1 2

3 4

7.50 Hours
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Never miss a step again. Visit Tango.ai
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