
 

 

Completing a Timesheet 
 
Step 1: Log into InsideTrack and then select the Employee tab. 

  
  
Step 2: Click on Employee Self-Service and then go to the My Activities section on the right and click on Hourly Time Entry.  

   
 
Step 3: You will now see the open pay periods to complete a timesheet. Click on the correct dates for the appropriate timesheet and then click on Hourly Time Entry.  

 
 
The detailed view showing the daily calendar will appear. Time must be entered on each day worked for the entire 2-week pay period.  The day of the week defaults to the start 

https://insidetrack.yu.edu/
https://banner.oci.yu.edu/EmployeeSelfService/ssb/hrDashboard#/hrDashboard


 

 

To begin entering time, select an Earn Code from the drop-down menu.  
- The Earn Code for daily worked time is Regular. 
- University Approved Time may be used only for HR-approved time (e.g., voting hours). 
- Holidays are no longer automatically populated on the timesheets.  Use the Holiday earn code and enter in-and-out time to come up with the proper hours for that day.   
- Note that Floating Holiday can only be applied to YU-designated days that are listed on the YU Holiday Schedule. Any usage on an unauthorized day will be applied to 

Vacation time without notice.  



 

 

EXAMPLE ENTRY OF FULL DAY WORKED (WITH A ONE HOUR BREAK): 

 
 
EXAMPLE ENTRY OF FULL DAY VACATION/SICK/HOLIDAY/FLOATING HOLIDAY/BEREAVEMENT/JURY DUTY: 

 
 
EXAMPLE ENTRY OF 



 

 

Utilize the below features as needed: Edit entry  Copy entry onto other days 



 

 

Submitting Completed Timesheet for Approval  
 
The timesheet must be submitted on time to the approver for review and approval. Except during holidays, the general deadline for employee submission is Monday 10 a.m. 
following the end of the pay period.  After this time, employee time entry access will be cut off systemically.  

1. Note that you would need to select the correct pay period if two timesheets are visible due to timing - one to begin adding entries for the current pay period, and the other one 
for the prior pay period which is due for submission.  

  
2. After opening the appropriate timesheet, click Preview on the bottom right. This step should only be done after entering all time for each day worked in the detail screen.  

Review all hours carefully and confirm the weekly totals. 

    
3. From the Preview screen click Submit.  

  
 The timesheet will now be in Pending status while it is waiting for the approver to review and approve for payroll. The details of submission for approval and the approver 
assigned can be found by clicking the information icon “i” on the right.  
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