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STEP 1

Click on Self Service

STEP 2

Click on Employees
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STEP 3

Click on Time Entry…

STEP 4

Click on Start Timesheet for current pay period
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STEP 5

Click on first work day of the week.
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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.

Created with 5 of 31

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


STEP 7

Enter start time and click on SET

STEP 8

Click on End Time and enter in time leaving for lunch.
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STEP 9

Once time is entered click on SET

STEP 10

When returning from lunch, Click on Add More Time.
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STEP 11

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

STEP 12

Once time is entered click on SET
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STEP 13

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

STEP 14

Once time is entered click on SET
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STEP 15

After reviewing to ensure accuracy, click on Save

STEP 16

Click on the next day worked example Tuesday if you work M-F.
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STEP 17

If a Regular Biweekly day follow steps 4-14 for every day worked in the pay
 period.
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STEP 18

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

STEP 19

Click on Start Time
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STEP 20

Enter time sick day started (use regular schedule as guide start and end time)
 Click on SET
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STEP 21

After reviewing to ensure accuracy, click on Save

STEP 22

Click on next to view the second week of the pay period 
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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. 
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STEP 24

Click on Delete on the right side. 

STEP 25

Click on Yes to ensure deleting. 
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STEP 26

Click on Add Earn Code

STEP 27

Click on Select Earn Code
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STEP 28

Click on Vacation Pay

STEP 29

Enter in start time of Vacation and click on SET
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STEP 30

Enter in end time of Vacation and click on SET

STEP 31

Click on Add Earn Code
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STEP 32

Click on Select Earn Code

STEP 33

Click on Regular Biweekly
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STEP 34

Click on Start Time and Click on SET

STEP 35

Click on End Time and click on SET
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STEP 36

After reviewing to ensure accuracy, click on Save

STEP 37

Click on Preview
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STEP 38

Review Timesheet Detail Summary to ensure accuracy scroll down

STEP 39

Ensure the total hours worked for each week is accurate 37.50
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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. 
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STEP 41

Once everything looks correct 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."
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STEP 42

Click on Submit
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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).

# Coping to time to another day. 4 Steps
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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.

Created with 28 of 31

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


STEP 45

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

STEP 47

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