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Shift Employees need to enter their time using 

the Punch Timesheet in HCM. There are two 

ways to accomplish this:  

1. The Manager creates a Personal Work 

Schedule in Manager Self-Service and assigns it 

to the employee.  

2. The Shift Employee enters their punches into 

their Punch Timesheet. 

Apply Punch Timesheet 

Created by Manager 

If your manager created a Work Schedule using 

Manager Self-Service, you then need to apply 

your work schedule to your Timesheet and 

submit every pay period. 

1. Log into HCM using your MEID and password. 

2. Follow the path: Main Menu > Self-Service > 

Time Reporting > Report Time > Timesheet. 

3. Towards the bottom, click Punch Timesheet. 

 

4. In the View By dropdown, change the 

parameter from Week to Calendar Period. 

 

5. Click Apply Schedule. 

 

6. Your Regular hours will auto-fill based on the 

work schedule your manager created. 

7. In the Time Reporting Code dropdown, select 

REG – Regular Earnings. 

8. If your work schedule is complete and no 

Exception Time needs to be reported, click 

Submit and then click OK.  

9. If you need to report any Exception Time, you 

will need to: 

First, deduct the hours you are not working 

from your Regular Earnings row. Click in the 

appropriate punch time field and deduct time. 

Second, add a new row for the exception 

hours. To the right of the Regular Earnings 

row, click the Add a Row plus sign. 

 

 A new row will be added directly underneath. 

10. In your newly added row, in the Time 

Recording Code dropdown, select the 

appropriate option (e.g. Vacation, Sick).  

 

11. In the Quantity field, enter the amount of 

hours you need to report for Exception Time. 

 

12. When finished entering Exception Time, click 

Submit and then click OK. 

 

Note: You will need to Apply Schedule and/or 

Submit every pay period to acknowledge your 

hours worked. 
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Create Punch Timesheet 

If you are a Shift Employee and your manager 

did not create a Work Schedule, you will need to 

enter your time using the Punch Timesheet.  

1. Log into HCM using your MEID and password. 

2. Follow the path: Main Menu > Self-Service > 

Time Reporting > Report Time > Timesheet. 

3. Towards the bottom, click Punch Timesheet.  

 

4. In the View By dropdown, change the 

parameter from Week to Calendar Period. 

 

5. In the Timesheet, enter your punches for each 

day in that pay period.  

 

 Be sure to include AM or PM. Times between 

1:00 and 11:30 will default to being AM unless 

you type in PM. 

 Military time can be used and this will not 

require adding AM or PM (e.g. 0800 is 8:00 AM 

and 1700 is 5:00 PM). 

6. In the Time Reporting Code dropdown for each 

row, select REG – Regular Earnings. 

7. If your work schedule is complete and no 

Exception Time needs to be reported, click 

Submit and then click OK. 

8. If you need to report any Exception Time, you 

will need to: 

First, deduct the hours you are not working 

from your Regular Earnings row. Click in the 

appropriate punch time field and deduct time. 

Second, add a new row for the exception 

hours. To the right of the Regular Earnings row, 

click the Add a Row plus sign.  

 

 A new row will be added directly underneath. 

9. In your newly added row, in the Time 

Recording Code dropdown, select the 

appropriate option (e.g. Vacation, Sick).  

 

10. In the Quantity field, enter the amount of hours 

you need to report for Exception Time.  

 

11. When finished entering your schedule and/or 

adding Exception Time, click Submit. 

 

12. Click OK. 

 

Note: You will need to Submit every pay period 

to acknowledge your hours worked. 
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