Completing your timesheet in TIME for asynchronous employees

1) Log on to OneStart, http://onestart.iu.edu, click the “login” button and authenticate using your network username and password.  

2) Your timesheet will be in your “action list” in the upper right corner of the page.  Click on the document ID number to open your timesheet.
3) Click the “Edit” link in the upper-left-hand corner of the timesheet.  This will open a version of the timesheet you can modify.
4) In the Hours Details section, open the day you wish to add hours to and click the “add” button to the far right.

5) Select an Assignment.  Your assignment for this position is: ___________________________________________________________.

6) Enter the begin and end time as appropriate.  

7) When you are finished adding all of your hours, click the “Save” button at the bottom of the timesheet.

8) After saving the timesheet hit the “Close” button at the bottom of the page.

To modify the details of an existing time block:

1) Click the “Edit” link in the upper-left-hand corner of the timesheet.  This will open a version of the timesheet you can modify.

2) In the hours Details section, open the day you wish to modify and enter any needed changes to the hour(s).

3) Click the “Save” button at the bottom of the timesheet.
4) After saving the timesheet hit the “Close” button at the bottom of the page.

To delete an existing time block:
1) Click the “Edit” link in the upper-left-hand corner of the timesheet.  This will open a version of the timesheet you can modify.

2) In the Hours Details section, open the day that contains the hours you wish to delete and click the “Delete” button on the far-right-hand side of the row.

3) Click the “Save” button at the bottom of the timesheet.

4) After saving the timesheet hit the “Close” Button at the bottom of the page.

Your timesheet must be completed by 11:59 pm Saturday, the last day of the pay period.  No changes can be made by the employee after this time.
