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Purpose 

The eTimeSheet application provides employees access to their online timesheets where 

they can view, submit, and update timesheets and leave or overtime (OT) requests.  

 

Log In 

1. Enter your Username (Techid). 

2. Enter your Pin or Password. 

3. Click to Login. 

4. Links to help recover username and Pin. 

 

 

1. If you have multiple positions, a list of your positions is displayed.  Click the 

Select button next to the one you want to work with.  
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Employee Home Page - Layout 

1. Employee and Supervisor Information. 

2. Current Leave Balances. 

3. Message Area. 

4. Pay Period and Timesheet Status.  Unsubmitted Status is Red. Other statuses are 

Black. 
5. Timesheet Detail.  Unapproved requests are in Red Italics. Other statuses are 

Black. 
6. Current and Future Leave Requests. Click a column header to sort by that column 

7. Navigation Area. 
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Employee Home Page - Navigation 

1. Click to return to the Employee Home Page. 

2. Click to view eTimesheet documentation web page. 

3. Select a different Pay Period from the drop down list and click óChangeô to go to 
that pay period.  The Employee Home page defaults to the current Pay Period. 

4. Click óCurrent Pay Periodô to quickly return to the current pay period. 

5. Click óEdit Timesheetô to make changes to the timesheet or to add a comment. 

6. Click óSubmit Timesheetô when you all requests/changes are done for the active 

Pay Period. 

7. Click óRequest Leave/OTô button to go to the Create Leave/OT page. 

8. Logout button. 

 

 

 


