
Logging	
  Your	
  Hours	
  in	
  PeopleSoft	
  

There	
  is	
  a	
  link	
  to	
  PeopleSoft	
  on	
  the	
  UVM	
  Current	
  Students	
  page	
  
(uvm.edu/students).	
  	
  It’s	
  the	
  first	
  link	
  under	
  the	
  Jobs	
  and	
  Careers	
  heading.	
  



The	
  PeopleSoft/Time	
  Reporting	
  Link	
  
on	
  the	
  UVM	
  Current	
  Students	
  page	
  
will	
  lead	
  you	
  here,	
  to	
  the	
  PeopleSoft	
  
login.	
  

Using	
  your	
  netID	
  and	
  password	
  just	
  as	
  
you	
  would	
  to	
  log	
  into	
  your	
  Webmail	
  
account,	
  sign	
  in	
  under	
  the	
  Human	
  
Resources	
  login.	
  

Choose	
  “Self-­‐Service”	
  from	
  the	
  list	
  
of	
  options	
  on	
  the	
  left	
  side	
  of	
  your	
  
screen.	
  



Under	
  the	
  “Time	
  Reporting”	
  heading,	
  select	
  
“Report	
  Time.”	
  

Select	
  “Time	
  Sheet.”	
  If	
  you	
  are	
  working	
  multiple	
  campus	
  jobs,	
  
you’ll	
  need	
  to	
  select	
  your	
  tutoring	
  job	
  at	
  the	
  learning	
  co-­‐op	
  out	
  of	
  
a	
  list.	
  Just	
  look	
  for	
  Patience	
  to	
  be	
  listed	
  as	
  your	
  employer	
  and	
  you	
  
should	
  be	
  set.	
  Click	
  on	
  your	
  learning	
  co-­‐op	
  job	
  and	
  then	
  you’ll	
  be	
  
taken	
  to	
  the	
  timesheet.	
  If	
  you	
  are	
  working	
  only	
  one	
  campus	
  job,	
  
once	
  you	
  click	
  on	
  “Timesheet”	
  you’ll	
  be	
  here.	
  



	
  

	
  
Enter	
  in	
  your	
  hours	
  under	
  the	
  days	
  that	
  you	
  worked.	
  Remember	
  that	
  time	
  needs	
  to	
  be	
  entered	
  
in	
  portions	
  of	
  an	
  hour.	
  So,	
  if	
  you	
  worked	
  for	
  an	
  hour	
  and	
  a	
  half,	
  you	
  would	
  enter	
  1.5	
  not	
  1.3.	
  
	
  
Once	
  you’ve	
  entered	
  in	
  your	
  hours	
  for	
  a	
  given	
  week,	
  you	
  would	
  click	
  on	
  the	
  “Time	
  Reporting	
  
Code”	
  drop-­‐down	
  menu	
  and	
  select	
  either	
  “Work	
  Study	
  Earnings”	
  if	
  you	
  are	
  using	
  work	
  study	
  
money	
  or	
  “Temporary	
  Employee”	
  if	
  you	
  are	
  earning	
  wages.	
  
	
  
Under	
  “Combo	
  Code,”	
  click	
  on	
  the	
  box	
  with	
  the	
  magnifying	
  glass	
  icon	
  to	
  look	
  up	
  your	
  combo	
  
code.	
  If	
  you	
  are	
  working	
  multiple	
  campus	
  jobs,	
  there	
  will	
  be	
  multiple	
  combo	
  codes.	
  Just	
  guess	
  
and	
  check	
  until	
  you	
  find	
  the	
  right	
  one.	
  The	
  system	
  will	
  tell	
  you	
  whenever	
  you	
  pick	
  the	
  wrong	
  
one,	
  so	
  it’s	
  pretty	
  easy.	
  If	
  you	
  are	
  only	
  working	
  one	
  campus	
  job,	
  there	
  is	
  only	
  one	
  combo	
  code.	
  
So,	
  just	
  click	
  it	
  and	
  it	
  should	
  work.	
  
	
  
Click	
  “Submit”	
  
	
  
If	
  you	
  are	
  entering	
  hours	
  for	
  a	
  week	
  other	
  than	
  the	
  current	
  one,	
  you	
  can	
  click	
  “Previous	
  Week”	
  
to	
  move	
  back	
  in	
  the	
  schedule	
  or	
  you	
  can	
  click	
  on	
  the	
  calendar	
  icon	
  next	
  to	
  the	
  date	
  to	
  jump	
  to	
  a	
  
day	
  in	
  the	
  calendar.	
  


