
Instructions for Time Sheets Entry 

Find Self-Service task on MY.UCA.edu and Log in using your UCA Network ID and Password 

 

 
 

Click on Employee:                                                    Click on Time Sheets: 

                         

 

 

 

 

 

 

Click on Access my Time Sheet and Select 

 

  



Select correct Job (if you have more than one), choose correct Pay Period (dates may 

not be in order) and click Time Sheet: 

 

Double check Information. Click on Enter Hours:  

 

Make sure you are entering hours into the correct line: 

 

Pay Period 

 

Job 



 Enter your Start Time with correct AM/PM and End Time with correct AM/PM

 

              Do Not Change the Shift (It will always be 1)    

Once all hours have been entered: 

Click Preview to view all of pay period. 

 

 

Click Save after you enter your time. 

Click Next Day to enter hours on another day. 

Click Previous Menu to return to main timesheet 

1 to 7 minutes =:00 (top of current hour) 

8 to 21 minutes =:15 

23 to 37 minutes =:30 

38 to 52 minutes =:45 

53 to 59 minutes =:00 (top of next hour) 



View all hours entered – Click Submit if all information on Time Sheet is correct. 

 

 

 

Pay Schedule  

There are two pay cycles for student and part-time employees:  

1. The 1st – 15th is paid on the last business day of the month.  

a. Hours worked from 1/01/19 to 1/15/19 are paid on 1/31/19. 

2. The 16th – end of the month is paid on the 15th of the following month.  

a. Hours worked from 1/16/19 to 1/31/19 are paid on 2/15/19. 


