TIMESHEET SUBMISSION REMINDERS:
COLORS:
_ e If you do not have any hours for the current pay period, send an email to us informing us that you will not be
TIMESHEETS DUE submitting hours for the pay period.
e When entering your hours, DO NOT change “Type” to OVERRIDE. This could result in your hours being voided

PAY DAY in the system and therefore an error in payment to you.
HOLIDAY o Before submitting your timesheet, please take the time to review that the hours you have entered

are complete and correct. Make sure to check off the “complete” box before pressing submit so that

your timesheet can be viewed and approved by us.

e After submission, print your timesheet as a PDF and send it to your principal investigators for approval, making
sure to CC Shannon Cruz and Yesenia Lopez. We will be following up with your principal investigators for any
missing timesheet approvals.

e If you have any questions or run into any issues with your timesheet, reach out to us ahead of time so we
can assist you in a timely submission.
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