
T I M E  K E E P I N G

A  G U I D E  T O

Input your time in PeopleSoft with these tips!

Report hours electronically in PeopleSoft on a weekly basis by Thursday at 5 PM for
the current week through Saturday.

Occasionally, the payroll deadline changes due to holidays. If you see an email from
HLS HR noting an early payroll, please note the adjusted time entry deadline for that
week.

If you do not work any hours a particular week, you do not need to record any time in
PeopleSoft.

All hours should be reported in 0.25 increments, rounding up to the nearest .25. (for
example: if you work 2 hours and 15 minutes, the time should be reported as: 2.25)

P R O C E D U R E S

R E P O R T I N G  T I M E  O N  A  C O M P U T E R

E N T E R I N G  T I M E  F O R  M U L T I P L E  P O S I T I O N S ?

H A R V A R D  L A W  S C H O O L  H U M A N  R E S O U R C E S

T I M E  C A N  B E  R E P O R T E D  V I A  C O M P U T E R   O R  M O B I L E  L O G  I N

Please make sure you know your EMPL REC # (Employee Record #) for each job. 

 This is not your Harvard ID number - it is a one-digit number assigned to each position you
hold at HLS (often 0-4) and pleas be sure the time you work in each position is submitted
with the corresponding EMPL REC # 

Forgot your EMPL REC # ?

Refer to your appointment letter as it will contain the corresponding EMPL REC # for your
position. 

If you are still unsure, contact us at studenthires@law.harvard.edu  

You will input your time on your timesheet by accessing PeopleSoft. 

N A V I G A T I N G  P E O P L E S O F T

 Once logged onto Peoplesoft, select My Time and Absences Tile on the Self-

Service Page.

 Select Report Time and Absences. 

 Then select Timesheet.

 Select Enter Time
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 - Time can be submitted via computer or mobile device - 

Enter hours under each day of the current week that you worked.

Select REG-Regular from the Time Reporting Code drop down menu.

Click the Submit (green) button.

On the confirmation screen, click OK.

Verify that all hours are correct. 
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Please contact the individual who usually approves your time
submissions










Please include your HUID, the position you need to enter hours for as
well as a log of the hours worked, broken down by date

(Ex. EMPL REC#2, Professor XXXXX, 8/29 – 4 hours; 8/30 – 2 hours; etc.)

H E L P !  I  F O R G O T  T O  R E P O R T  M Y  H O U R S  A N D  P E O P L E S O F T
D O E S N ' T  L E T  M E  R E P O R T  F O R  P R E V I O U S  W E E K S !

F O R  M O R E  I N F O R M A T I O N  R E F E R  T O  O U R  F A Q S

 O N  T H E  S T U D E N T  H I R E  S I T E


