Web TimeEntryfor Employeeghrough MyUT Portal: What to do if |
forgot to submithourson my lasttimesheet?

1. Openyour currenttimesheet. Selectany day you didn’t work to enter unreported

hours.
Earnina |Sh|t|; |Default - |T0ta] lrotal [Saturday Sunday ||v|9 ’
U, e, RSy T S TS e ¢ TEzem)] ‘.r'.'.@- ,__/
i2] | Enter Hours| Enter HDur5| | Regular Hourly Pay |1 | (i &

2. ClickComments.Specifythe actualdaysto whichthose hourspertain. ClickSave
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