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Step 3: Enter Hours to Report 
1. Enter the hours you are reporting for each applicable date for the chosen time period. These hours should 

match and align with your normal working schedule. 

 
 

Step 4: Choose Time Reporting Code 
1. Under the Time Reporting Code column, click the 

dropdown arrow. 
2. Choose the SIC – Sick Leave from the drop-down 

menu. 
• Do not select other sick leave time code 

options (S100, S70, etc.). 
• The system will automatically update 

the timesheet with the relevant sick 
code, based on your sick leave balance, 
after the overnight processes have been 
run. 

 

 
 
 
 
 
 
 
 
 
 
   

Note: ! 
The Time Reporting Code you choose is applied to 
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Step 6: Submit Your Timesheet 
 

1. Click Submit. The Timesheet Submit Confirmation screen 
is displayed. 

2. Click OK. 

You are returned to your timesheet and the 
submission process is complete. 

 
  
 
 
 
 
 
 
 
 
NOTE: When entering SIC – Sick Leave hours on a designated Stat holiday the following soft warning message will appear. This 
is a system-generated message which does not apply to sick leave and you will need to select ‘OK’ before being able to submit 
the time entered. 
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