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IMPORTANT NOTICE

Once a supervisor approves a submitted timesheet, any changes need to be sent
to your Site Secretary Il, Admin, Or Payroll Tech.

Never adjust your normal position timesheets, report absences on Absence
management

For questions, contact your Site Secretary Il, Admin, or Payroll Tech.

Timesheets are due on the first day of the following month for all days worked that
month (EX: Sept. 1-30 must be submitted by October 1st).
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Step 1: Open Your

< Home Timesheets Add Time

Timesheets Timesheets (g : gy ek

. 8 " O ;\I—/\Oo:}atliggi l:‘:iﬁeék ) MON, JUL 27, 2026 8:00

e Go to "Timesheets” to | ——
. . + Add Time

view your timesheet é WED, JUL 25, 2026

deta| IS . THU, JUL 30, 2026 g

Available Leave Balances

. . FRI, JUL 31, 2026 0:00
Reasons Avail. Hours
Non Work Day 0.0 SAT, AUG 1, 2026 0:00
. SUN, AUG 2, 2026 0:00
Out of Paid Leave 0.0
Ste p 2 " ReVIeW TI m es h eet Sick Leave 12773 Week Total 8:00
Personal Reason 8.0

e Use the arrows to switch T s e
. View More
weeks. Review that all your
dates look correct.

Absences
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Step 3: Certify and Submit
Timesheets

Click “Submit Timesheets”

On the mobile app it will let
you Submit 1 week at a time,
make sure to turn in the entire
month.

Need to fix something after
submitting?

Click “Undo Submission”, fix
errors and submit again.

11:15 o | 56+ (@
< Home Timesheets Add Time
Week Total 40:00
5 Days Selected EJ

5 Timesheet(s) - 40:00 hours

Add Comment

| certify that the timesheets are a true
« | statement of the hours recorded for me

’ in the time period indicated.

Submit Timesheet(s)
Cancel
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:D
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11:15 o' 5G+ @B

< Home Timesheets Add Time
< Jul 06 - Jul 12 >
MON, JUL 6, 2026 (SUBMITTED) 8:00
TUE, JUL 7, 2026 (SUBMITTED) 8:5J
WED, JUL 8, 2026 8:00
THU, JUL 9, 2026 (SUBMITTED ) 8:00
FRI, JUL 10, 2026 8:00
SAT, JUL 11, 2026 0:00
SUN, JUL 12, 2026 0:00

D Undo Submission

/

Week Total 40:00
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Absence Management v  Galt

Step 1: Open Your Timesheets YOUR SOLUTIONS
Absence Management v/ Accessing Your Timesheet
® GO to your homep?g.e In Tlme”& Time&Attendance‘.*é__ Navigate to your Time & Attendance homepage ¢
Attendance. Click “Timesheet TR Feedback
e Click “Submit” in the top-right corner & Accoun < —
%2R Directory Lt >
E e
@ Actions ~ || B8 | Goin1005 - 09302025 + 8000  + 80.00

v Expand All A Collapse All

MON September 01, 2025 Total +8.00 Paid +8.00 +

TUE September 02, 2025 Total + 8.00 Paid + 8.00 +

WED September 03, 2025 Total + 8.00 Paid + 8.00 +



Step 2: Choose the Dates

e Select the timesheets you want to

submit Timesheet Status (1 of 2) x
e The system may automatically rction

select the whole month. Submit Pending/Rejected Timesheets
e Click “Continue™ when ready Select Dates:

All Timesheets
09/01/2025 - Monday (1 timesheet)

09/02/2025 - Tuesday (1 timesheet)

o > 4

09/03/2025 - Wednesday (1 timesheet)
09/04/2025 - Thursday (1 timesheet)

09/05/2025 - Friday (1 timesheet)
v



Step 3: Certify & Submit Step 4: Make Changes if

Needed
e Add a comment if needed
e Check the box confirming e Need to fix something after
your timesheets are correct submitting?
e Click “Submit Timesheets” e Click “Undo Submission™ in
the top-right corner
Timesheet Status (2 of 2) x ° Make your ChangeS and
Submt PendingRefected Tmeshects submit again

Comments:
Timesheets for 9/1/25-9/12/25

'O Undo Submission
I certify that the timesheets are a true statement of the hours recorded
for me in the time period indicated

v Expand All
| Total + 8.00 Paid +8.00 +



