
Employee Guide for Time & Attendance 
Submit Timesheet
To access the Time and Attendance Portal, click on Timesheet on the navigation panel

Step 1: Access to Timesheet
To access your current Timesheet click Clock
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OR from the top left menu > Select My Time > Timesheet > Timesheet

Step 2:Enter your Time
Enter your time and click Save to save your current timesheet,or Submit for approval.

Person Initials: Log out of SyncHR Time, Open a new window    
Pin: To keep the left-side menu open 
Tabs: My Info, My Team
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Request Time Off
Opening the left-side menu reveals new areas in which to navigate.
To Request Time Off click My Time > Time Off > Request. A new page will display. 

Select the Time Off Type on the left-side menu > Select Start Request on the right. 
A new window will pop up > Select Request Type - Multiple Days OR Partial Day (1-day time off can be selected 
under both types) > Fill out the necessary information > Submit Request 

• Company holidays are marked with a maroon flag.
• Days which cannot be taken off are greyed out.
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Time Off Balances

On the same page you can view your balance detail. To navigate to it select Ellipsis icon > Balances. You can 
also access time off balances from the left menu > My Time > Time Off > Balances. A new page will display. 
Toggle between day or hour time off balances. You can also request time off from this page.



Time Off History
On the same page you can view your time off request history. To navigate to it select Ellipsis icon > History. 
You can also access time off history from My Time > Time Off > History. A new page will display. 

Select the period of time in which you want to review your time off requests. From this page you can 
review the comments added to the time off requests, or delete the request if it has not been approved.

Change Time-off request

• Time off request has not been approved and it is still pending:
You can delete the request and make a new one.
To delete the request: Left Menu > My Time > Time off > History > Delete icon

• Time off has been approved:
You can request additional hours by submitting another request for the same day.
Or you can request a change to the time off by submitting a timesheet change request via your
current timesheet, you can modify the time off or cancel the time off, this will send a time off
change request to the manager for approval.



My Notifications - Check timesheet / time off request status
To access manager notifications for time off requests, timesheet submissions, and timesheet change requests, 
click the Ring icon in the top right of SyncHR Time. A new page will display.
Notifications: View or manage Notifications from the left side panel
Action Buttons: Delete, Mark as Read, Mark as Unread, Forward
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