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As an employee, you need to keep track of the hours that you work each day. By using uTIME, you can record the number of hours, or
duration of time, that you have worked using the Duration/Project Timecard.

In this document, you will learn how to enter and edit durations of time in the duration/project timecard in the My Timecard window.

Entering a duration of time

Access the uTIME log on page at http://uoft. me/myutime.

My Timecard dﬁliii

Log in using your UTORId and password. Current Pay Period (=)= [ Refresh More v
Pay Code Transfer Mon 2717 Tue 2/18 Wed 2/19 Thu 2/20 FriZ2/21 sat 2/22 sun 223 Total
Hours Warked 8:00 g:00 g:00 g:00 32:00

Access the My Timecard window.

<Enker Pay ...

Schedule D004, 0004, D004, 004, D004,
Daily Tatals 8:00 8:00 8:00 &:00 32:00
Click the cell for the applicable work day.
7
Thu 2/20 Fri2/21 Thu 2,20 Fri2 /21 )
Enter the number of hours you worked. 8:00 §:00 8:00 §:00
»
L
H Press Tab. 2004, 2004, 004, .. 2004,
5:00 8:00 5:00
Click Save.
Editing a duration of time
C||Ck a Ce” of a date popu|ated Wlth hours Worked_ Pay Code Transfer Mon 2/17 Tue 2/18 Wed 2/19 Thu 2/20 Fri 2/21 Sak 2/22
Hours Warked g:00 g:00 :00 g:00 g:00
Select Delete Schedule D004, 2:004.., 2004, X004, Comments
" N
Ciziliy Tok-l, falul falul falul falul
Click the same cell and then enter the number of hours worked. Thu2/20 | fi2/21

§:00
Press Tab. Note
Be sure to save all changes. Any changes
made, that are not saved, will not be applied
to your timecard.
Click Save.
Pay Code Transfer Mon 2,17 Tue 2/18 Wed 2/19 Thu 2/20 Fri2/21 Sat 2/22 Sun 2/23 Total H
Hours Warked 400 400 400 400 ] 3700
<Enter Pay ...
Schedule 2004, .. 2004, .. 2004, .. 2004, .. 2004, ..
Daily Totals 300 300 300 300 500 3700

Note

Be sure to click Refresh after saving to view
your updated daily totals.
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