


*** |f you need to change the earn code or hours, Select the date, and Click on edit to make the
adjustment/corrections.

Step 5
To preview the timesheet, Click on the “Preview” button on the right bottom corner.

-

Once you are ready to submit the timesheet, Click on “Submit” from the right bottom option. If you are
not ready to submit the timesheet, Click “Return” and it will route you back to the timesheet page.

If you missed the timesheet deadline, please follow the instructions on the next page.



How To Complete a Timesheet/Leave Report Adjustment

Request * F

Copy the link below to your browser:

htps://www.imperial.edu/faculty-and-sta /human-resources/forms/index.html

1. Once the page loads, click on opton #2
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2. Select: Open Evisions Applicaton Launcher
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3. Log in with your First Name. Last Name and your email password.



Once you have completed all the informaton, submit your request for
approval.

martha.bandivas

cam—, L e e e B et A, eyt v Lt
08/12/2024 UNREPORTED DATE ~ s |l11001-102-2107-672
- Select a Date from the left - - Select Earn Code - _ Select Account -

- Select a Date from the left - - Select Earn Code - _ Select Account -
- Select a Date from the left - - Select Earn Code - _ Select Account -



https://en.wikipedia.org/wiki/File:Smiley.svg
https://creativecommons.org/licenses/by-sa/3.0/

