
Selecting save for later will NOT submit your time for approval. A saved    icon will appear on the saved 
date to confirm your time was saved.
Look for status icons next to each day identifying the status of the time record.

Review your record for accuracy and click submit    when you are ready to submit your time. Once you click 
this field, an Attestation Statement will pop-up. Select OK to attest/agree. Your time record has been 
submitted for approval as identified with a pending approval     icon. Your manager will also receive a 
confirmation email advising a record has been submitted for approval.confirmation email advising a record has been submitted for approval.
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(shown in orange). Descriptions of required fields are listed on page 2.

“How do I submit my time in Web Time Entry?”

http://hrms.nychhc.org/
mailto:payrollinquiries@nychhc.org
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TRCs advise payroll of how to pay the time. You can use up to 2 
compatible TRCs per line.

Enter the time you started working. If you are using leave balances 
(i.e. annual, sick or comp) enter the time your shift begins as the In 
time. Military time will be converted to standard time.

Enter the time you stopped working. If you are using leave balances 
(i.e. annual, sick or comp) enter the time your shift ends as the Out 
time. Military time will be converted to standard time.

SELECT an Additional Tme Reporting Code here, if applicable.

Enter a Reimbursement Code here, if applicable.
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