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Minutes are to be reported in decimal equivalents. Please refer to the time conversion chart on the Office of Human Resources web site.
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Instructions for Hourly EmployeeTime Report (Calculating PDF Form)

(Acrobat6, AcrobatReadel6 or alaterversionof theseapplicationds requiredto completethis form.)

Who shouldusethis form?

*new employeesvho havenotreceivedheir own pre-printedtimesheet,

*employeesvho havelosttheir pre-printedimesheetor,

*supervisoravho arecompletingemployeegorms on extendedabsenceandtheydo nothave
theemployee'pre-printedimesheet.

1) Entertheinformationrequestedn thetextboxesabovethetimesheegrid. If you don‘tknow whatinformationto
enter,askyour supervisor.

2) To recordanexceptionto your regularwork scheduleenterthe hoursanda decimalequivalentfor the minutesyou
areclaimingonthetimesheegrid. Pleaseaeferto thetime conversiorcharton the Office of HumanResourcesveb
site.As soonasyou click anywhereoutsidethe box whereyou just entereddata,the numberyou enteredwill be
displayed.

3) Whenyou haveenteredall of your hoursandtotals,click onthe print buttonto bring up your print dialoguebox and
print theform.

4) Signyourtimesheetindpresenit to your supervisoior budgetadministrator.
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