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Step 1: open up the SUU portal
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Step 2: scroll down until you see banner
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Step 3: click on “Employee Self-Serve (banner 9)
-this will take you to your employee dashboard
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Ste'p' 4: once on the employee dashboard, click on the button that says “enter time:
-this will take you to the timesheet page
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Step 5: when you get to the timesheet page click on the white button that says start
“timesheet”

-This is where you will put in your hours
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Step 6: when you get to this page you will click on a day and in the bottom left, put in
the number of hours that you worked, then you click on the save button in the bottom
right corner

SOLTHLEN
1 QU U UTAH
L UMIVERSITY

Ernpbgyes Dashiyogod « Timestear « Graphic Designes, WS2122-00, T, 18130, Duwicoor Pathways, Rabe: §11.000000
Graphic Designer, WiE122.00, T, 18130, Outdoor Pathrways, Rate: $17.0000300 ) Buatart Tina {7 Luirom Balacons
AT D - R S In g Suhmin By 1152007, 11153 P
b [t TR 7 Wl T et T T AT RO
& 4 ] a
" g e Conge
Earn Sada Haum
Four by Bedar L

Enil Fagu f Fis
3 ( e



Step 7: at the end of the pay period, when you enter all your time for the week, you will
click on the preview button in the bottom right corner.
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Step 8: if all your time is entered and everything looks good you will then click on the
submit button in the bottom right corner
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Step 9: That's it! Your time has been submitted and Tayia will send out an email for
when its approved






