Bi-Weekly Timesheet Instructions

To obtain a timesheet:  
Go to www.stephens.edu, Human Resources, Forms, Bi-Weekly Timesheet.  Once you obtain the timesheet you can save it to your computer.  
Complete all sections of the timesheet: 
· Name, Department Name, Account Number, Pay Period Dates (dates will auto fill)
· Record hours worked on the timesheet
· Time should be entered using standard 24 hour clock and round time to the nearest quarter hour. *Refer to tables below.
· Print and sign timesheet.

· Obtain supervisor’s signature
(Timesheets without a supervisor’s signature will be not be processed)
*Standard 24 hour clock time is to be used when recording time.  Please use the following tables as a guide:

    24 Hour Clock
1pm= 13.00

7pm= 19.00

2pm= 14.00

8pm= 20.00

3pm= 15.00

9pm= 21.00

4pm= 16.00

10pm= 22.00

5pm= 17.00

11pm= 23.00

6pm= 18.00

12am= 24.00
*Minutes worked:
Record as portion of hour: 

Example:
1 to 7




.00


13:00pm to 15:04pm = 2.00 hours

8 to 22



.25


13:00pm to 15:17pm = 2.25 hours

23 to 37



.50


13:00pm to 15:36pm = 2.50 hours

38 to 52



.75


13:00pm to 15:40pm = 2.75 hours

53 to 59



1.00


13:00pm to 15:58pm = 3.00 hours

· Timesheets are due in the Human Resource Office BY 10:00am on the due dates listed on the timesheet schedule.
Please call Human Resources at x4172 if you have questions!!

PLEASE POST 


