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Employee Self Service (ESS) Portal 
 
 

Time Entry 
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1. Click [Working Time] 
 Can be accessed from Overview page 
 Can be accessed from Toolbar on any ESS page 

 
 

Notes: 
 “Record Working Time” link is a shortcut, directly to employee’s timesheet 
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2. Click [Record Working Time] 
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3. Click [Daily View] tab 
 Time entries can only be made in the “Daily View” 
 All time can be reviewed in the “Weekly View” 

 
4. Type in desired date or select date from drop down calendar 
 
5. Click [Go] 
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6. Verify correct date is displayed 
 
7. Select desired “Leave” to be used from drop down Attendance Type list 
 
8. Enter [Start Time] and [End Time] 

 
9. Click [Review] 
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10.   Verify time entry is correct 
 
11.    Click [Save] 
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12.   Confirmation of time entry appears 
 


