1. Go to: myHR.creighton.edu

a.

Sign in using your BLUE Credentials
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How to Enter Time in myHR

i. NETID@creighton.edu

ii. Blue password
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Sign in with your organizational account

someone@example.com

2. You are brought to the landing page of myHR. Employees will see the following icons:
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3. Select Time Icon
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4. For biweekly employees who need to complete a time card, select Manage Time Cards
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5. To create a new time card, select the ‘+’ sign
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6. A calendar will pop up on the screen, select today’s date and press ‘Ok.’
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7. Your time card will populate with the two week pay period. If your time card layout has a start
and stop time, please contact payroll.
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Tune Card Details.
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8. To enter time, select your ‘Assignment Number’ by clicking on the drop down arrow, then enter
your time.
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9. If you have sick, vacation, etc. select ‘+ Add Row Below’
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10. Select the appropriate ‘Time Type’ and enter the hours
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11. Before you submit your time card, you must ‘Save’ before selecting ‘Next.’
a. Ifyoudon’t ‘Save’ before you submit, your time card will not submit to payroll.
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Create Time Card. Report Time
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12. At the end of the pay period, select ‘Next’ to submit your time.

Create Time Card: Report Time
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Edit Time Card: Review Time
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13. Review the hours you have reported, then click ‘Submit.’
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