Entering Timesheet in CUWeb Scribe -

This guide provides step-by-step instructions on how to enter timesheets in the
CUWeb system. Please follow these steps closely to successfully submit your
timesheet.

1 Navigate to you.clarku.edu

2  Click "Main Menu"

ClarkYOU

Welcome

CUWeb Main Menu Email — Microsoft
Change My Clark Password & Microsoft 365 ®
Canvas® OneDrive®

For Students

Academic Catalog

Apply for Graduate Admissions ®
ClarkCONNECT - Connect with Clark Alumni
Clark Engage

Clark Video — Panopto &

Course Evaluations (UWTE) &

CUWeb- Registration, student accounts, grades
Degree Audit ®
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3  Click "Employees"

CUWeb - Clark University

ttration  Financial Aid and Student Accounts  Employees

4  Click "Employee Dashboard"

Welcome to CUWeb - Clar

All Users  Student Records and Registration  Financial Aid .

Employees
Employee Dashboard Personal Information
Pay information, benefits, leave information, etc. View and update your biographical and demogr:

information.
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5 Click "Enter Time"

v o

#° My Activities
fuctions History i

-~
Approve Time

-~ Approve Leave Report

-~

-~

6  Click "In Progress"
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7  Click the "Start Time" field.

(® Add Earn Code

Earn Code Start Time* End Time* Hou

Non Work Study v hh:mm a @ hh:mm a © 0.1

(® Add More Time

8 Click the "End Time" field.

(® Add Earn Code

Start Time* End Time* Hours

O]

v | | 12:00 PM @‘ hh:mm a 0.00

(® Add More Time
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9  Click "Save"

Tip! Be sure to submit your timesheet before the biweekly deadline (every other
Monday by 12pm) by following these next two steps.

Made with Scribe - https://scribehow.com



10 Click "Preview"

(3 Add Earn Code

Total: 3.50 Hours Account Distribution

Cancel Save Preview

11  Click "Submit"

|
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