
 Physical Plant Merit Weekly Timecard At-a-Glance 

              
              Login with Username and Password 
 

             
              Click "Add a Row " and select Hours Type; enter hours and 
               tenths worked, enter additional information as required     
              (Cost Center, Work Code, Project Number, Description, Lead Pay) 

              
             Click "UNI Employee Self Service" 

             
              Click "Add a Row" to enter another Hours Type 

              
             Click "Timecard" 

            
              Click "Save for Later" to save an incomplete timecard 

               
             Click "New Timecard" icon to create a new timecard 
             Click the "Open" icon to update a Working timecard 

               
              Click "Save and Review for Submission" to review a 
              completed timecard 

              
             Select Assignment and Timecard Period, then click ”Go" 

              
              Click "Submit" to forward timecard for approval                         
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