Timesheet Entry-Quick Reference Guide

Weekly paid employees need to enter hours worked every week to get paid for that week. Time needs to be entered in 24 hour
Military format.(e.g. 8:30 AM in Military Time is 08:30, 4:30PM is 16:30 and 5:00 PM is 17:00)
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Review your time balances and plan your time off. Weekly
employees can record working time.

Quick Links

Record Working Time

Time Off Request

1. Log on to BUworks Central https:/ppo.buw.bu.edu

2. Click on Employee Self Service
3. Click on Record Working Time

NOTE: The BU work week starts on a Monday and ends on
the following Sunday. To ensure that you are paid correctly,
enter hours worked and absences taken in a week. You must
save and release hours in a timely manner so that your
manager/time administrator can approve your timesheet
before the weekly payroll deadline

Record Working Time
El save Release Dwectly | Personnel Assignment »

- Calendar Quota Overview

« August 2016 September 2016 October 2016 >

Mo Ty Wa Thn Fr Sa Su Mo Tu We Th Fr Se Su Mo T We Th Fr Sa Su
Wslala|la!eRane ° v 2 sl v 2
s % 10 ' 12 13 s o e o T - ® 0N . 3 - o y s ®
16 10 17 18 18 30 21 32 13 14 18 10 17 s EEB0 v 12 +3[id]1s 1e
2 23 24 26 20 327 28 18 20 31 33 33 24 20 < AV A 3 22 23
* 30 31 20 27 28 a9 “3 24 26 20 27 28 39 30
Comolete Not Released I Rejected Non-Workng Day Hokdey
Approved Current t Selection [] Todey
If wages are funded by externally sponsored agreement(s), by choking SAVE | certity that | am ether th
actual effort devoted to the project(s) funded by the SPONSOred agreement(s) during this pay period
4 Provious Parod  Noxt Period b | Week from: | 10242016 m@ e | weot
@ oume e PO ounwn s —
M MO, 1024 Hours Worked ~ 00:00 12:00 3
W Tv.ors BU Paks Hokday 1012
g W to2e Comp T ) 2006 |&
m ™. =7
™ FR 1028
W SA 1020
¥ su. om0

4. A three month color coded calendar is displayed in the
upper half of the screen showing current and past time entry
history. The timesheet is shown in the lower half of the
screen and allows you to record your hours for the week

Make sure you are in the appropriate pay period to record
your working hours (note the dates in the “Week From”
box). If you are not in the correct pay period, you can toggle
to future or previous weeks by clicking on the “Previous
period” and “Next period” buttons.

Select the option Hours Worked from the Att/Abs. Type
drop-down menu
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Record Working Time

isave | [Reease Ovecty] | Persoonet Assgnment 4 5. If you work on a standard Monday — Friday work
Sg— schedule, at 7.5 hours per day, with a half an hour unpaid
X cxmaone S ccsbeczne  » | Complaton sutus lunch break, show the break by entering two rows of time
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7. 1f you took a break from 12 noon to 12:30pm, enter 12:30
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8. Repeat the procedure for Tuesday, Wednesday,

w Timesheet - - - -
R ey VT ) — e Thursday and Friday by copying and pasting the time
B ose Ome  Avaatpe sunwme e o e ou entered for Monday and inserting additional rows for each
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9. Click on the Save button at the top left corner of your
["gs‘;:’]‘}’°”“"§l"—’]° screen. You will receive a message stating that your hours
. have been saved
¥ Calendar Quots Overview
B— —— Octobec20ts  » | Completion Status 10. Click on the Release Directly button. This is necessary
nooon - - Poonon - Pooonn - s so that your hours are released and sent to your manager for
sroton 00 U ommo - | saass approval. You will receive a message saying that your hours
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You can navigate from 05/12/2016 to 11/12/2016

have been released

Congratulations! You have entered your timesheet
successfully.
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Record Working Time
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Creating a Favorites Template:

Click on the drop-down in Favorites on the option “Save
with Time”. Name your template when the pop-up box
appears and click on the “Save with time”. (e.g. You can
title the template Regular Work Week)
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Copying from Previous Period:
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will automatically populate your timesheet and you can
make any adjustments that are necessary

Whether you are entering your hours manually, using the
Favorites function or the Copy function, please make sure
that you save and release your hours so that your timesheet
gets approved successfully by your manager
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