
ESS – Entering a Punch Time Card

1. Select Me to display your  
employee functions

2. Click Time and Absences
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3. Click the Current Time Card tile
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4. Your time card 
will display as shown

5. If you need to 
view or enter projects 
and program codes, 
click the second icon 
under person number
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5. Double click on the 
assignment number 
cell and select your 
assignment number

6. Double click on the 
pay code cell and 
select your pay code

7. Enter hours worked 
for all applicable 
days

Notes-
If you have never used the pay code you must search it.

When entering time 8:00 am – 5:00 pm you can enter 8a for the start, 
however, for the pm entry you will need to enter 5 pm. If you do not 
enter pm, the system will default to am for the entry.
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Totals by pay period will show on the right hand side, 
Totals by day will show on the bottom of each day.
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8. To add comments in 
your timecard, right 
click on any cell

9. Comment display 
will show, add 
comment then click 
save

To add comment to 
entire timecard right 
clock on the dates
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10. To display all 
comments, click the first 
icon under person 
number
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11. To review time 
entries click the 
three dots and click 
View Time Totals

This will show you a 
summary of the reported 
hours
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11. To review Calculated 
time click the three 
dots and click View 
Calculated Time

Calculated time allows 
you to compare recorded 
time to calculated hours

End of Procedure
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