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1. Sign in with NU email address and password at: htps://nwuni.wta-us8.wfs.cloud/workforce/SSO.do  
 

2. Select ‘My Timesheet’ 

 
 
 

3. (If ApplicableͿ�&Žƌ�ƚŚŽƐĞ�ǁŝƚŚ�ŵƵůƟƉůĞ�ũŽďƐ͕�you must an employment record (Rcd 0x) ďĞĨŽƌĞ�ĞŶƚĞƌŝŶŐ�
ǇŽƵƌ�ƟŵĞ�ǁŽƌŬĞĚ. 
Note: Your employment record will also contain your official job �tle and work center 
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4. NŽƚĞ�ƚŚĞ�ƟŵĞ-ƉĞƌŝŽĚ�Ăƚ�ƚŚĞ�ƚŽƉ�ŽĨ�ƚŚĞ�ƐĐƌĞĞŶ. EŶƐƵƌĞ�ǇŽƵ�ĂƌĞ�ĞŶƚĞƌŝŶŐ�ŚŽƵƌƐ�ĨŽƌ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƚǁŽ-ǁĞĞŬ�
period!  

  
 
 

5. Use the drop-ĚŽǁŶ�ĂƌƌŽǁ�ŶĞǆƚ�ƚŽ�ƚŚĞ�ĚĂǇ�ǇŽƵ�ǁŽƌŬĞĚ͕�ĂŶĚ�ƚŚĞŶ�ƐĞůĞĐƚ�͚ dŝŵĞ�tŽƌŬĞĚ͛͘  

  
 
 

6. In the cell under the ‘Hours/In-KƵƚ ͛�ĐŽůƵŵŶ�ĞŶƚĞƌ�ƚŚĞ�ŶƵŵďĞƌ�ŽĨ�ŚŽƵƌƐ�ǇŽƵ�ǁŽƌŬĞĚ͘�&Žƌ�ĞǆĂŵƉůĞ͕�ŝĨ�
ǇŽƵ�ǁŽƌŬĞĚ�Ϯ�ŚŽƵƌƐ�ĂŶĚ�ϯϬ�ŵŝŶƵƚĞƐ͕�ǇŽƵ�ƐŚŽƵůĚ�ĞŶƚĞƌ�͚Ϯ͘ϱ͛͘ �zŽƵ�ŵĂǇ�ĂůƐŽ�ĂĚĚ�a comment under the 
‘Comments’ column. 
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7. �ŌĞƌ�ĞŶƚĞƌŝŶŐ�ǇŽƵƌ�ŚŽƵƌƐ͕�ǇŽƵ�must cliĐŬ ‘Save.’  

 
 
 

8. �ŌĞƌ�you have ĮŶŝƐŚĞĚ�ĞŶƚĞƌing your hours ĨŽƌ�ƚŚĞ�ƚǁŽ�ǁĞĞŬ pay period͕�ǇŽƵ�must ĐůŝĐŬ 


