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Employees are responsible for reporting leaves with pay taken and any overtime worked on a 
daily basis. Time sheets are due by the end of the day on the 16th of every month. Go to 
http://www.athens.edu/policy/human-resources/ for information on correctly reporting leaves 
with pay and overtime.  

 

1. Log in to Athens State Online using your ASU Employee ID and PIN 

 
 

2. Under the “Employee” tab, click “Time Sheet” 

 
 

http://www.athens.edu/policy/human-resources/
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3. Select “Access my Time Sheet” and click “Select” 

 
 

4. Choose the appropriate position and pay period from the drop down menu 
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5. Click “Enter Hours” for the desired day and Earning Type 

 
 

6. Enter “Hours” and click “Save” 
a. Hours are rounded to the nearest quarter hour 

i. 15 minutes = .25 
ii. 30 minutes = .50 

iii. 45 minutes = .75 
iv. 60 minutes = 1.00 

b. Leave day blank if there are no hours to report. Do not enter zero. 
c. To remove hours, highlight and backspace the existing value and save 

7. Repeat for all days where leave was taken or overtime was worked 
8. “Comments” may be entered on the time sheet to communicate with your supervisor 

regarding your time entry 
9. After you have entered all hours, click “Preview” to verify hours are entered correctly 
10. Once all hours are entered, click “Submit for Approval” 
11. Certify with PIN and click “Submit” 
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Save Hours 
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