 “My Favorites” Employee Self Service Short Cuts.

From screen below, select “Self Service”

         

Select “Time Reporting”

         

Select “Report Time”

       [image: ]

Select “Timesheet”

         [image: ]
Select “Add to Favorites” 

        [image: ]

In the description box below, you may keep the default of “Timesheet”, or type in something other than Timesheet.  Example:  “Lee Ann’s Time Sheet”.       Then select “OK”  

        [image: ]
To access your time sheet using the “My Favorites” option, click on “My Favorites”

       [image: ]

Click on “Time Sheet” or the new description.  In Example below:  “Lee Ann’s Timesheet”

       [image: ]
See your “Timesheet” page below.  

      

Use the same “Add To Favorites” link for instructions for “View Pay Check” and “View Leave Statement”.   

For “View Pay Check”:   						For “View Leave Statement”
 	Select Self Service 						Select Self Service
 Payroll and Compensation 					Payroll and Compensation	
 View Paycheck 							View Leave Statement
 Add to Favorites 						Add to Favorites    
 	      [image: ]

For Managers Only:  Select Manager Self Service, Approve Time and Exceptions, Reported Time
Select Add to Favorites.  We suggest you change the Description of “Approve Reported Time” to something like “Approve My Employee’s Time”.  
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