Completing your timesheet in TIME for Synchronous employees

You will use TIME like an electronic time clock, clocking in when you arrive at work and clocking out when you leave.  TIME will automatically put the hours recorded on your Timesheet.

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 left corner of the page.  Click on the document ID number to open your timesheet.
3) If you have more than one assignment you need to select the assignment you wish to work from the “Clock Assignment” dropdown list.  (If you only have one assignment you will not be given the drop down box)  

4) Your clock assignment for this job is: ________________________________________________.

5) Click the Clock In button.

6) Once you are clocked in close the browser window.

7) When you are ready to clock out repeat steps one and two and click the Clock Out button.

8) Once you are clocked out close the browser window.  Please make sure the system has completed its action of clocking you out before you close the browser.
You will not be able to make any changes on your timesheet.  If you forget to log in or log out you must notify your supervisor so they can make the changes for you.
