How to enter time — Hourly Employees (1 of 2)

Visit MyOntarioTech Select “Employees”

Select “Current Employee” or “ Current

reonnal Action: Form [EPAF_J. tax and Employee without network access”.

pay information.

Timesheet ¢ . o ‘)
. selecting “Current Employee”, please select
: . Gl . “Current employee without network access”.
‘_ : Pay Period v
Current employees : ) el e sl zas Ao o : Click on “Time Sheet” under “Finance and
" . Finance Systems Assistant, CA1234-01, U, 1221, Financial Operations T} Prior Perlods - ”
- . ¥ : payroll
: : 08/02/2025 — 08/15/2025 Mot Started Sart Timeshest :
.......................................................... e On the Employee Dashboard, click on “Enter
. R T R R I I I R A I R I R R Time”
Current employees : T
WI th 0 u t n e two rk a cce ss : : Finance Systems Assistant, CA1234-01, U, 1221, Financial Operations e Temeahaes ) Liawe lanors
-. OWOLI0LS - ORNWR0IS 2600 Hours (i In Progress Swbmit By 081572025, 1059 PM CIICk “Start TImeSheet”
<

. . : . Click on the box for the day you want to enter
Finance and payroll ; hours for.

Time sheet

In the Hours textbox, type the number of hours
you worked and click Save.

Repeat steps 6 and 7 for each day you have
worked in the current week.
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Timesheet Detail Summary

10XXXXXXX, Smith, John
Finance Systems Assistant, CA1234-01, U, 1221, Financial Operations

Pay Perfod:  28.00 Howrs  wiProgress  Subemit By OB/15/2025, 11:56 PM
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. . Once you have entered hours for the current
: . week, click on the right arrow to enter hours for
the second week

: & The timesheet has been successfully submitted. Repeat steps 6 and 7 for each day you have
. N worked in the current week.

After you have entered all hours for the pay
i period, click on Preview located at the bottom
‘ : right.

----------------------------------------

In the Preview popup, double check if all the

@ information is accurate. Scroll down to the
bottom and add any comments. Lastly, click
Submit.

A green popup will display on the right of the
screen indicating that timesheet has been
submitted successfully.

@ Click on Return to go back to the home page.




	How to enter time – Hourly Employees (1 of 2)
	How to enter time – Hourly Employees (2 of 2)

