Submitting your Fulltime(Bi-Weekly) Timesheet in MyLIU

Step 1
Go to my.liu.edu and log in with your LIU credentials.

Step 2
Qpﬁfche home page, click on the Time tile.
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Step3A
Enter the appropriate punches in each column. Select the drop down box under Time Reporting Code to indicate
type of hours.
In Lunch In Qut Time Reporting Code Quantity Time Details Comments
O [o:00-00am | [1:00:00P1 | [z00:00PM | [500:00Pm | | 01200 Regular Pay M = ‘E‘ ‘T‘ ‘f|
Step 3B
The number of hours in the Quantity column should only be populated if it’s not hours worked. Example shown
below.
In Lunch In Qut Time Reporting Code Quantity Time Details Comments
‘ ‘ | ‘ ‘ ‘ ‘ ‘ 02 270 - Vacation Hours V‘ |5 = |E ‘E‘ ‘_‘

Step 3C
If you are submitting partial hours for the day, First enter the hours that you worked (arrival and departure) select

Regular pay. Then click the plus icon to add a second row.

In Lunch In QOut Time Reporting Code Quantity Time Details Comments

O |9:00.00am || | | | [1:00:00PM | | 01200 - Regular Pay |
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On the second row, select the appropriate category for the absence and the number of hours.

In Lunch In Out Time Reporting Code Quantity Time Details Comments
O [sooooam || | [ | [1o00oPM | [ 01200-ReguiarPay o] | = ‘ o ‘ ‘T‘ ‘f‘
N | [ | | | | 03280 - Sick Hours Y[ = ‘I:I‘ ‘T‘ ‘_‘
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Step 4
After entering all the time details, click the Submit button.

Qut Time Reporting Code  Quantity Time Details Comments

Step 5
Click the OK button to confirm the message.

Employee Affirmation
| hereby certify that the time reported is a true and accurate representation of the time and assignments worked in the period.

The employee’s hours have been submitted to the supervisor for approval.
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