
Pay - Update Time Card - Student
Emp

Congratulations! You have successfully added a time card for
multiple positions.

To view this walkthrough again, search 'Time Card Multiple
Positions' in BlueSky Help.
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Click 'Me'
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Click 'Time and Absences'
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Click 'Current Time Card'
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Click 'Add'
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From this drop down, select the
first position you would like to
enter time for.
Click 'Next' when complete
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From this dropdown, select the
correct payroll time type.
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Select the dates for this entry.

Note: You can select multiple days
by clicking the desired days on the
calendar.
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Now, select the start and end time
of this shift.

Note: If you selected multiple
days, it will enter this time for each
day.
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Click 'Ok' when you are satisfied
with your entry.

You can also click 'Cancel' if you
wish to discard your changes.
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You will see your addition here.
 Feel free to check that it is
correct, and make any changes by
clicking the edit icon to the right.

Click 'Next' to continue.
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Now, click 'Add' to add a time for
your second position.
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Now, select the next position you
would like to edit time for.
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Continue filling these fields as
before.
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Note, rather than using start and
end times, you can also enter the
Quantity of hours submitted for
that day.

Click, 'Next' to continue.
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Click 'OK' to save this change.

You can also click 'Cancel' to
discard changes.
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Note, you should submit your
timecard based on your
manager's recommended
timeframe.  This may mean every
day, or weekly.
To save for later, click 'Actions' then 'Save
and Close'.

To submit now, click 'Submit'

To discard changes, click 'Cancel'
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Congratulations!  You have successfully updated a timesheet. 

For any inquires contact payroll at Payroll@depaul.edu

To view this walkthrough again, click 'Self Help' and Search

'Hourly Employee Update Time Card'
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