
HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET 

Select Worker Profile 

 

 

Click the circle icon 

 

Chose the Position you will be entering time for 



HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET 

 

Click on Global Navigation Menu 

 

Select the Time Application (if you do not have this in your menu go to the bottom of this screen and 
click add apps) 



HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET 

 

Go to Time Clock 

 

Click Check in (If the system shows you currently check in you will select check out)  If you are leaving for 
a break you click the Reason Meal, if you are leaving you click the Reason Out.   



HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET 

  

Make your selection and click OK and then click done. 

 

Your time clock should show you checked out. 



HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET 

 

When you return to work you must check in 

 

You must Choose your position 
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Click Ok 

 

Click Done 
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Your screen should show you checked in. 

 

If you have a split assignment 

Click the check in  
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Click the correct position 

 

Click OK 
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You will get this error screen, which will allow you to change positions.  Click the box you are already 
checked in.  Are you sure you want to check in again?  

 

Click Ok 
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Click Done 

 

Click This Week to see your hours for the week 
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Here is what you will see 

 

Select Review Button 
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Confirm your hours for the week 

 

To submit your time click submit button.  If you are not submitting your timesheet click the cancel 
button. 
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To return to Workday main screen click the MSU Denver Logo 

 

 


