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Quick guide: Claiming for hours worked

1. Loginto HR Organiser and select ‘University of Essex / UECS / WHH'.
2. Select ‘My time’ from the left-hand menu which will automatically open under the ‘Overview’ tab.

Overview My Work Schedule Calendar

3. Scroll down the page to the ‘Essex Hours — Paid time’ section and click on ‘+ Add Paid Time for
Essex Hours’.

Essex Hours - Paid Time

| v In progress Authorised

=+ Add Paid Time for Essex Hours

4. On the new page, to begin, enter the date worked as the ‘Start date’, as this will filter the options in
the remaining boxes.

Paid time

* Start date (dd/mm/yyyy) (required)

cal

* Start time (hh:mm) (required)

5. Select the position in which the work was completed; this will then display a new drop-down menu
from which you should select the work schedule (roster) you are claiming for:
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https://hrorganiser.essex.ac.uk/tlive_lss/ess/dist/#/login

< Back to Overview

Paid time

* Start date (dd/mm/yyyy) (required)

1mrozz | B

* Start time (hh:mm) (required)

* Position (required)

Graduate Laboratory Assistant (School of Computer Scence and Electra

* Roster (required)

(i:g,lr'w_‘.r\'."‘ 13 Nov 10:00 - Men 13 Nov 12:00 ]

o Ensure that you enter the start time in the format HH:MM using the 24-hour clock, for example: 3
o’clock in the afternoon would be 15:00.

e If you took an unpaid break during your shift, please ensure that you include the break length (in
minutes) when recording your shift.

o Finally, enter the end date of the shift (if the shift took place within one day, this will be the same
date as the start date), and the time that the shift ended (again in the format HH:MM using the 24-
hour clock).

o There is also space to write a message for your manager, if you would like to include any
comments:

Break length |minutes

* Endd date (S mevyyyy! iregured)

)

* End time hhomm| frequired)

Employee comments
[

6. Once you have entered all the details of your shift, click the green ‘Save’ button. The details of this
shift will then be sent to your manager for authorisation, or if your department has chosen this
approval option and the claim matches the schedule then it will go straight to Payroll.

Contact Us

Please see the Essex Hours webpage for further guidance and up to date details for online drop-in
sessions. Please contact essexhours@essex.ac.uk for any feedback or further queries.
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