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F" P(?l n T eTimeSheets Weekly Salaried (Exception) Employee

Important Information The Process
» Time sheets should be entered each week. You can also enter time Spm Payroll 3 pm
. eTimeSheets Monday
sheets in advance for when you go on vacation. Thursday
7 Timesheets can only be approved for the current week l \
s Tima Sheets must be submitted by 5 p.m. on Thursday of each week
= f applicable, enter the anticiputed time worked for Fri- Sot-Sun 1pm
R 12pm
s |f there is a change required after 5 p.m. on Thursday, please contact Friday Monday
your Supervisor or ORG Administrator
Supervisor ORG Administrator Employee
= o

GEtting StartEd " I )l_} I—]. limeSheels@ Penn  Add a Timee Shect Howviewe T ¢

s Login with your PennKey to eTimeSheets:

https://timereporting.apps.upean.edu

s From the Home page, you can view announcements from Human Resources, Welcome to eTimesheet@Penn - an ehectronic time sheet application,
‘Add a Time Sheet’ or ‘Review Time Sheets’ i PLEASE'S, Rt your e bfure Thrsdov st 5 D% b e o the St vend

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

[ 160 2 e sirert [ S

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

Add a Time Sheet
1. From the Home page or top menu, click [Add a Time Sheet]
2. Select the appropriate week from the ‘Pay Period’

= Note you will see four weeks prior ond four weeks advonce

[ﬁ! [ Hotes |  Save a3 Dratt [ satunet for Aosroval |

3. Enter the Day, Hours and Earnings Type Pe—— I———;S—WE_@ Fe
" Category is an optional field. Check with your Supervisor for usage. | Exmployes MRarme COULIEN, TIRFANY
. , Supcrvaery Grove ORG 0612
4. Click on [Add and Entry] to add the next time slot 1ob Clase S25458 SOMTN COOROIATOR
Candard Hours 0.0
5. Check this box to use this week's time sheet as a template | v el iy
| Uniwemprrastod Time Y70 (In Howri} [LT:]

.

Click [Submit for Approval] to sent to your Supervisor

Tanhini Hawts FYTD
Tomee Shoet Status
=" Mote you can [Save as Draft} if you would fike to complete later. Once you [Saveos ||
Draft] a [Delete] option will also be available. v Chrched | @

" While awaiting approval of your time sheet, you can click on [Submit and) select w| 5 I
‘Remove Approval as Employee’ 3 [won. i~ T
. . . . an I;i l 800 | = Eelett. (]
7. The [Notes] are used to explain why a time sheet is rejected o -M, (Wed D71 S5 I—mw Ty FED] > Egﬂﬂ ]
“r’ir""ﬂ [‘_ TREG) ]
" The [Notes] can also be used for reference by the employee, etc. An indicator next to g F'n"n:T'E i :: lr:ﬂ;';:' l = sti‘ i
the button will show if there are existing notes. . =
8. This section provides useful information about the employee, i.e. Job | {_D_ e - E e

Class, Standard Hours, Vacation and Sick Time Balances, Uncompen- [ ,“-;mﬁj,%% %

sated Time and Temp Hours | Tolteweonac scokee) 1600 @
| Total OF OVER 48 birs (OTP) 0.00
9. This section summarizes the Total Hours, Total Regular, etc. [Total OT UNDER 48 Hirs (075) 000 |
| “Totd ACCRVE 03 Come Time 0.00 j
Help =

@ [ b e sheet 5.0 temoiase Tt con be wewd & e e pnes of ciher me sheats.

p . X
lease contact your Supervisor or ORG Administrator for questions or | o @ =y @

assistance regarding your eTimeSheet.

Human Resources Policies Additional Information
e For more information regarding Paid Time Off (PTO), Meals and « If you are a 35.0 or 37.5 hour employee and work mare 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.bhr.upenn.edu/myhr/resources/policy/all
https:{fwww.hr.upenn.edu/myhriresources/pollcy/compensationfovertime
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