
Entering Extra Time 

 

My Info>Time & Attendance>Enter Absence 

 

 

 

 

 

 

 

 

  

Select Extra Time 

Worked to Bank 

or 

Extra Time Worked to 

be Paid. 

 

Select the date of the 

extra time worked. You 

are not able to enter 

time on a date with a 

strikethrough.  

If you required to attend a training 

session that is outside both your start 

time and end time, you will need to 

make two entries.  



 

 

 

 

 

This is your working schedule.  

You will need to “uncheck” 

the boxes and “Add 

Schedule.” 

This will give you a new 

entry screen to enter the 

time worked outside of 

your normal workday. 



 

 

 

 

 

 

 

Select position, location and enter start and end times for time worked. Leave the button to reset.  

Accept the schedule and you 

will get a review window. 

Click “Next.” 

There is no 

replacement to you 

will always click 

“No.” Once no is 

clicked the other 

two options are not 

available.  



 

 

You must enter a reason for the 

extra time worked.  

Once you have submitted the extra time, it will be routed to your supervisor for approval and 

then to Payroll. Payroll will apply the appropriate overtime rules.  


