Reminders for Hour Entry

e On any given day that you work more than six continuous hours, you must take an unpaid break of
30 minutes and indicate the break on your timesheet. Each day worked must have at least two lines
of entry to reflect your break.

e You must account for all hours within your standard work schedule in your timesheet. For example,
if your work schedule is 35 hours per week you must account for 7 hours per day and 35 hours for
the week, even if some of it was Unpaid Time Off.

e If your schedule is Monday through Friday, you must enter and release your time each Friday by
noon. If your schedule includes working weekends, you must enter and release your time by the end
of your final shift for the week.

e Please note that the hours you work this week will be paid the following Friday; there is a one week
lag.

If you have any questions please contact the Payroll Coordinator for BU School of Law at
lawpay@bu.edu.

How to Enter Hours

Step 1: Using Internet Explorer or Firefox, go to https://ppo.buw.bu.edu

Step 2: Log in with your BU login name and Kerberos password.

Login

| BU login name

*You have asked fo login to ppo.buw.bu_edu

Step 3: Click the Employee Self-Service tab.

BUworks Central

Important Web Browser Configuration Information

BUworks Central portal requires adjustments to your pop-up blocker in order to utilize Internet Explorer or Firefox. Click here for
instructions on configuring your browser

Welcome to BUworks Central


mailto:lawpay@bu.edu
https://ppo.buw.bu.edu/

Step 4:

Click on Record Working Time.

BUworks Central

Benefits and Pay Personal Information lork Environment

Campu

Step 5: Check to make sure that you are entering hours in the correct week. Click the Previous Period

or Next

Employee Self-Service appications provide you with
easy access to information and services for employees.
This page gives you an overview of the entire offering

Working Time
Record your working times, pjan your time off, and display your quota balances.

Quick Links

Personal Information
Manage your addresses, personal data and information about family members
and dependents.

Campus Services
Access non-BUworks self-service functions, such as enroliment for FitRec,
Parking Permits and Terrier Convenience Plan.

Period buttons to change weeks.

Benefits and Pay

Display the plans in which you are currently enrolied and enroll in new benefit
plans.

Display your salary statement

Quick Links

Salary Statement

Work Environment
Display the University property assigned to you.

Record
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Step 6: Next to the day that you need to enter hours for, click the first drop down arrow in the
Att./abs. type column. Select Hours Worked (1000) to enter working hours. If you were out of the
office, select the appropriate absence type.
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Step 7: Enter the time that you began working and the time that you ended working in the Start Time
and End Time columns. Hours must be rounded to the nearest quarter hour and entered in 24-hour
format (i.e. 2:00PM = 14:00). If you are entering time off, do not enter start and end times; only enter
the total number of hours.
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Step 8: Click Insert Row and repeat the process on subsequent lines in order to account for any
breaks. Repeat steps 6-8 for other days of the week as needed.
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Step 9: Once you have finished entering your hours click Check. If there is an issue with any entry, the
hours will turn red. If all entries are complete, the hours will turn orange.
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Step 10: If you will be entering more hours for the week at a later point click Save. If you have
completed entering hours for the week click Release Directly. You must remember to release your
timesheet each week. Releasing the timesheet indicates the hours are ready for approval.
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