eSuite HR Portal Documentation
Time Sheet Entry
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· Username will be first name + last name (not first initial) … i.e. john smith
· Password is s10s10s10
· To change your password, click the Home tab and then My Account
· Enter your new password and confirm and click Submit
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Select Pay Period Dates from the drop down list









[image: ]Click the Add New Row link




[image: ]Select Hour Code.  Each hour code will require a row of hour entry.  (see screen shot below)




[image: ]Enter the hours for that hour code and tab through that row.  Click Save Week to add new row
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Once you have completed hour entry for a complete week (as shown above), click the ‘change week within selected pay period’ link.  (>>)

Week 2 will default with any hour codes you used in week 1 so be careful to enter your time on the correct line and to add a row if the hour code is not visible.

Complete your 2 week work-week
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Make sure all hours you’ve entered are correct as NO CHANGE CAN BE MADE after clicking the Submit Pay Period button.



[image: ]Click I Agree to submit for approval




Resetting your password.  If you’ve forgotten your password, you can click the Reset Password link from the homescreen.
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Employee Login

‘Employees may log nto the Human Resources portal using the form below.

Username

Password

Need a login?
Lam an employee, but do not have 3 username and password.
Activate Your Account

Forgot password?
IFyou forgot your passuiord you can reset it using the Ik below.
Reset Password
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A tome » Timesheet Entry.
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100 - Full Time.
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160 - Holiday FT
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Reset Password

Reset Your Password
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