V.  Time Sheet Screen

The Time Sheet tab allows users to view official records of hours worked according to the day and type of time charged for a single pay period.  The Time Sheet screen cannot be accessed directly from the Home Page.  You must first enter the Daily View screen by clicking on a date on the calendar.  From there, you can access the Time Sheet screen at any time by clicking on the Time Sheet tab.

A.  Time Sheet Function

The time sheet function will transfer data entered for key activities and leave for each day worked during a given time period onto a single page.  The Time Sheet page shows the consolidated amount of time spent on all activities and leave taken during the pay period selected.  

1.  To view your on-line time sheet, click the “Time Sheet” tab (Figure 31).  

2.  Your on-line time sheet shows your name, pay period selected, days and dates for Week 1 and Week 2 of the pay period selected, and total time captured for each week (weekly total) and the entire pay period (pay period total).

3.  Clicking on any of the hyperlinked dates on this screen will take you back to the Daily View screen for the date selected.  From the Daily View screen, you can update your data and ensure that your printable time sheet is correct.

4.  To update the Time Sheet screen without leaving it, click on the Refresh icon.     See Figure 31.
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S Mon  Tue  Wed  Thu  Fm  Sat
Week 1 Ity il 1 1 Fl E 2 Total
Key Activity
Regulr 000 800 800 600 800 400 000 3600
(Overtine 000 000 000 000 000 000 25 250
Uncompensated 000 0S 075 050 075 00 0m 25
Leave
fnnualLeave 000 000 000 000 000 400 000 400
DailyTotal 0.0 850 875 85 875 800 250 4500
Week 2 2 2 = % z 2 2 Total
Leave
fnnualLeave 000 000 000 600 800 800 000 2400
cministrative Leave 000 800 000 000 000 000 0o 800
Holiday Leave 000 000 800 000 000 000 0o 800
DailyTotal 0.0 800 800 800 800 800 000 4000
TotalHours 0.0 1650 1675 1650 1675 1600 250
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[annual Leave [ 0.00] 0.00] 0.00] 0.00] 0.00] 4.00] 0.00] 4.00)

I Daily Total| 0.00] 850/ 875 850/ 875 8.00] 250 45.00
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[annual Leave [ 0.00] 0.00] 0.00] 8.00] 8.00] 8.00] 0.00[ 24.00

[pdministrative Leave. [ 0.00] 8.00] 0.00] 0.00] 0.00] 0.00] 0.00] 8.00)
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i

Total Hours| 000 iesol 1675 16so]  16.75[  16.00] 250 8s.00
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Figure 31.  Time Sheet Screen
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B.  Printable Time Sheet


This page also permits end-users to print a time sheet.  To print a hard copy of your time sheet, click on the link, “Create Printable Time Sheet”. 

1. The link on the printable sheet, “Privacy Act,” provides information related to the Privacy Act of 1974, DoD Directive 5400.7 (a) and (b) and AR 340-21 apply to information systems in Department of the Army systems of records on living US citizens and permanent aliens (Figure 32).

2. You can print the time sheet, sign it (in the signature block area), have it authorized, and give it to your timekeeper.

  
Figure 32.  Printable Time Sheet 
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