
Log in to the new system: 
https://hr.sppserp.org/psc/ps/EMPLOYEE/HRMS/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL

1.

Click: employee Self Service

a.

2.

That will bring you to this page:

a.

3.

Click the "time" tile4.
You will now see a screen with a few different options:

a.

5.

You will want to click "enter time Weekly"6.
That will bring you to a screen like below, you can move between weeks with the top arrows until 
you get to the date you need to enter time for

a.

7.

Then you will go through, enter your time and remember to use the drop downs to "code" the 
time you entered as sick, present, personal and so on

8.

Then click SUBMIT - you should get an email telling you it submitted9.
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