1. Go to the University of Arizona website www.arizona.edu and click on Students
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2. Click on UAccess Student.
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3. Click Employee / Manager Self Service. 
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4. Type in your given NetID and Password then hit Login or Enter.
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5. In this order click Main Menu, Self Service, Time Reporting, Report Time,  and Timesheet.
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6. You may see this screen before you actually see your timesheet.  This just states the department you are working for, hours a week (10), and your supervisor (Tara Bode).  If this screen comes up, just click under Name to go to your time sheet.
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7. In your time sheet add in the hours for the days you worked.  It doesn’t matter which days you worked and how many hours each day.  Your hours should just add up to 10 hours a week (or 20 hours for the entire two-week pay period).

8. The click Save & Submit.
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9. You will see the following message Submit Confirmation. Click OK.
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10. You will be returned to your Time Sheet.  At this point just click Sign out.
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11. Then click Yes and you’re done!
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