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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

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

‘ BU login name

‘You have asked to login to ppo.buw.bu.edu

TON Step 3: Click the Employee Self-Service tab.
UNIVERSITY
Home Finance ACCT XWalk Repor Step 4: Click on Record Working Time.
Overview

Employee Services

- Homepage List of Services | Search

Time Services

Review your time balances and plan your time off. Weekl

Quick Links

I @ Record Working Timel

B Time Off Request



https://ppo.buw.bu.edu/
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Record Working Time Students must open the “Personnel Assignment” drop-down
[ save | | | Release Directly Personne! Assignment | to select the appropriate timesheet.
Photographer/\Videographer Active _
+ Calendar Quote Laboratory Assistant Active [N
e Research Assistant Aclxve_ =
usner Activ- [
< April 2024 - - ; d
it alogainiten 5007 ""‘“"m"n'ééﬁs".'n"g'“su}?&:'ﬂiéké"13'v'é'n”ﬁ,’«ﬁéf&'é%f.?s‘;&e’ﬁeﬁ'SZIEZ Teasonably refiect the employee's actual effort e Step 5: Check to make sure that you are entering hours in the correct
~  Timesheet week. Click the Previous Period or Next Period buttons to change
weeks.
< Previous Period || NextPeriod » | | Week From 062472024 [T]|| Apply | | [ [T, | Workist | | [ Work Schedule | | | Favarites | | | Chec
T peete D PersAs. | Per assignmTst Swrtme S N Planed | Actual Step 6: Next to the day that you need to enter hours for, click
120 oo the first drop down arrow in the Att./abs. type column. Select
i wo v I ity SupervisorActive 160 000 Hours Worked (1000) to enter working hours. If you were out
TU. 303 Facility isor Active, 160 0.00 1
L] e e of the office, select the appropriate absence type.
m WE. Facility Supervisor Active 0 160 0.00
® TH- v Facility Supervisor Active i 160 0.00
@ Fr v Facility Supervisor Active 1.60 0.00
m SA,.. v Facility Supervisor Active 160 0.00
@ su v Facility Supervisor Active| 160 0.00
= Jimeshoet Step 7: Enter the time that you began working and the time that
4 Previous Period  Next Period b | Wesk from: [T Appty | ([ | Workist | Work Schedule | Favortes 4 | Check | you ended working in the Start Time and End Time columns.
Bl Detete | Date :ﬂ'ﬂbs» sttt lendine i Noms Plenned Actinl Det. | Shp Hours must be rounded to the nearest quarter hour and entered
pe . . .
%= o in 24-hour format (i.e. 2:00PM = 14:00). If you are entering
B MO0  Hoursw... ¥ 0800 1200 - 7 000 time off, do not enter start and end times; only enter the total
TU, 0173 - v 7 0.00
g e number of hours.
@ we 0201 b6 7 0.00
@ TH 0202 - 7 0.00
@ FRr 0203 v 7 0.00
@ sA 0204 - 0 0.00
W su o205 w 0 0.00
Before Step 8 (if necessary): If you work on a standard work schedule with
< Provious Period || Next Period » | | Wesk From 0624202 [7] | Apply | || [, | Workist | | | Work Schedule | | | Favortes | | | Gheok & a half an hour unpaid lunch break, show the break by entering two
T Delete D. Aft/abs. type Pers As Per assignmTxd Start time s;de N Planned  Actual Det. Rec. order Start Time Rec Trows Of time for eaCh da’Y' It 18 necessary to enter the tlme fOr the
S = meal break.
. ﬁ MO... Hours Work... v Facility Supervisor Active 09:30 12:00 1.60 250 L 08.00
U v Faciity Supervisor Active 160 o000 08.00 Click Insert Row and repeat the process on subsequent lines in order
o e v Faciily Stwenacc Ackve L Ne0 L to account for any breaks. Repeat steps 6-8 for other days of the
After week as needed.
> Timesheet
< Previous Period || Next Period > | = Week From: | 06/2412024 71| Apply M. | | Workiist Work Schedule Favorites Check Insert Row S
O pekeie | D | Avistniype | Pemas Per assignmTad Start time :f:i N.. Planned Actual Det  Rec order StaiTime  Rec
1120 400 =
ﬁ MO... Hours Work... v Facility Supervisor Active 09:30 12:00 160 4.00 L 08:00
i Hours Work... v Facility Supervisor Active 12:30 14:00 ¥ 08:00
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= Timesheet 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

¢ Previous Period || Next Period > | | Week From: 06242024 (7] | Apply | | | [M,| | | Workiist | | | Work Schedule | | Favorites | | Check | I Inserf Row & .

= complete, the hours will turn orange.

U peete D Att /abs. type Pers As Per assignmTst Start tme E;‘; N Planned  Actual  Det  Rec order StartTime  Rec

120 400 B
W  MO.. HoursWork.. v Facility Supervisor Active 09:30 12:00 160 4.00 b 08:00
1} Hours Work... Facility Supervisor Active 12:30 12:00 19 08:00
Saving time sheet as you go: Step 10:

If you will be entering more hours for the week at a later point,
Record Working Time click Save.

&# Tour daia has been saved

Release Directly Personnel Assignment , |

If you have completed entering hours for the week, click

Release Directly.
Display Message Log

Releasing your time sheet is necessary so that your hours are

) ) sent to your manager for approval. You will receive a message
Releasing time sheet for approval: saying that your hours have been released.

Failure to release your time sheet at the end of a work week
e will result a delay of payment.

Record
Save |
@ vour data
Q No dala was changed

' Personnel Assignment s

Display Message Log

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.

® [fyour 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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