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Web Time Sheet Entry for Non-Exempt Employees

Quick Reference Guide

Login to UAOnline: https://uaonline.alaska.edu

Select Employee Services

Select Time Sheet

Under My Choice, select the appropriate job (if you have more than one job
assignment)

Select Pay Period and Status from the drop-down menu

Select Time Sheet
Enter regular work hours on the appropriate fund/org code
Enter leave hours and any other pay

Select Save and check for errors or warnings at the top of the screen

10. Select Submit for Approval

11.Select Agree

12.Review the screen to verify your time sheet was submitted without any errors or

warnings

13.To exit UAOnline, select the “LOG OUT...” link at the top-right of the page

NOTE: Always log out of UAOnline using the "LOG OUT....." link found in the top-right of your
screen. This action prevents others from accessing your account through a browser tab or
window that you may have left open. Just closing your browser tab or window does not log you
out of UAOnline.

To help protect your personal information:

Clear your browser history

Configure your browser to delete the history when it closes
If this is a shared (lab) computer, logoff

If this is a public computer, change your password
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