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To gain an understanding on how to record time worked in uTIME through a 
PC for a duration employee with single job. 
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1. In the employee’s My Timecard, select relevant time period. 

 

 

 

 

 

 

 

2. Click Pay Code cell and select Hours Worked. 
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3. Enter hours worked on each applicable date. 
 
 
 
 
 
 
 
 

 

4. Click  to save.  
5. Click Sign Out to exit from the system. 
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