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Hourly paid students 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) 

 
How to Enter Hours 

 

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

Step 2: Log in with your BU login name and Kerberos password. 
 

 

Step 3: Click the Employee Self-Service tab. 
 
Step 4: Click on Record Working Time. 
 
 

https://ppo.buw.bu.edu/
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Students must open the “Personnel Assignment” drop-down 
to select the appropriate timesheet. 

Step 5: Check to make sure that you are entering hours in the correct 
week. Click the Previous Period or Next Period buttons to change 
weeks. 

Step 6: Next to the day that you need to enter hours for, click 
the first drop down arrow in the Att./abs. type column. Select 
Hours Worked (1000) to enter working hours. If you were out 
of the office, select the appropriate absence type. 

Step 7: Enter the time that you began working and the time that 
you ended working in the Start Time and End Time columns. 
Hours must be rounded to the nearest quarter hour and entered 
in 24-hour format (i.e. 2:00PM = 14:00). If you are entering 
time off, do not enter start and end times; only enter the total 
number of hours. 

Before 

After

Step 8 (if necessary): If you work on a standard work schedule with 
a half an hour unpaid lunch break, show the break by entering two 
rows of time for each day. It is necessary to enter the time for the 
meal break.  

Click Insert Row and repeat the process on subsequent lines in order 
to account for any breaks. Repeat steps 6-8 for other days of the 
week as needed. 
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Step 9: Once you have finished entering your hours click Check. If 
there is an issue with any entry, the hours will turn red. If all entries are 
complete, the hours will turn orange. 

 

Saving time sheet as you go: 
 

 
 
Releasing time sheet for approval: 
 

 
 

Step 10:  
 
If you will be entering more hours for the week at a later point, 
click Save.  
 
If you have completed entering hours for the week, click 
Release Directly.  
 
Releasing your time sheet is necessary so that your hours are 
sent to your manager for approval. You will receive a message 
saying that your hours have been released.   
 
Failure to release your time sheet at the end of a work week 
will result a delay of payment.  

 
 

 
Reminders for Hour Entry 

 

• On any given day that you work more than six continuous hours, you must take an unpaid break of 30 minutes and indicate the break on your timesheet. Each day worked must have 
at least two lines of entry to reflect your break. 

 
• You must account for all hours within your standard work schedule in your timesheet.  

 
 

• If your schedule is Monday through Friday, you must enter and release your time each Friday by noon. If your schedule includes working weekends, you must enter and release your 
time by the end of your final shift for the week. 

 
• Please note that the hours you work this week will be paid the following Friday; there is a one-week lag. 
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