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Topic: 

Submitting a Timesheet – Early Learning Subs 
 

From the Employee Access home screen, select the “Clock In/Out” icon. 

 

Select a day to enter your hours worked. 

 

 

 



Click the Edit Icon located to the right of the date field. 

 

Under “Start Time” enter the time you started working and under “End Time” enter the time you stopped 
working to take lunch. 

 

Select the status for this time transaction as “In.”  

 

 

 



Select the Assignment Pay Type for this time transaction as the location/activity that best matches the work 
you performed during this time 

 

Select “Add Time Transaction” in the upper right corner. An additional time transaction line will appear 

 

In the new time transaction line under “Start Time,” enter the time you returned to work from lunch and under 
“End Time” enter the time you finished working for the day. 

 

Set the status for this additional time transaction to “In”  

 

 



Select the Assignment Pay Type for this time transaction as the location/activity that best matches the work 
you performed during this time. 

 

Once you have entered all your time worked for the day, select the “Save” button in the lower right corner. 

 

Repeat this process each day to record any time worked. 

Each Friday, after entering all time worked for the week, you will submit your timesheet.  

Please review your entries carefully to ensure you have entered all time worked. Once the timesheet has been 
processed through payroll, it cannot be edited. 

 

Navigate to your home screen by selecting the home icon located at the top left of the window. 

 



Select “Unsubmitted Timesheet Weeks.” 

  

Select “Review & Submit.” 

 

Verify you are submitting all days, then click “Next.” 

 

 



Review the time transactions for the week carefully, then select “Submit Timesheet” in the upper left corner. 

 

Click “Close” on the next screen. 

 

Done! The timesheet will be reviewed by supervisors, then processed through payroll. 

 

 


