
Submit Timesheets
Action:  Employee
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Submit Timesheets 
This is the process to submit timesheets as an employee. 
Timesheets are to be submitted on Monday for the previous 
week.
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Go to Menu and click Time
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Click Last Week

Note: 
Timesheets are 
to be 
submitted 
every Monday 
for the 
previous week.



Click Review 

5/31/2024 5



Review and Submit
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Success!
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