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PURPOSE 

 

This document explains the process of entering time within the INFORMS system.   
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Step Action 

1.  
• Log into INFORMS. 

• Navigate to: Employee Self-Service > Time and Absence > Enter Time. 

2.  

• Select the applicable Time Reporting Code. 

• Select the first day of the week for which you wish to report time. 

• Enter the total amount of hours worked on each applicable day as a decimal. 
o For example: 3 hours and 30 minutes would be entered as 3.5, not as 3.30. 

• Add additional rows for multiple Time Reporting Codes. 

 

 

 

3.  

For Out of Class time reporting code: 

• Scroll to the rightmost section of the timesheet. 

• Select a corresponding OCL Jobcode. 

 
• Default Taskgroup will auto-populate.  

• Enter the Task Profile ID, if applicable. 
• Enter the Assignment, if applicable.  

4.  Select Submit.  



INFORMS Job Aid: Enter Time 
    

 

4 

5.  

Select OK once a confirmation prompt is displayed.  

 

6.  

To adjust time, use the arrows to locate the time frame you want to review. If you know the 

specific date, you can input the date into the date field. 

  

 

Select the day you wish to make an adjustment. Change the total amount of hours and then 

select Submit to save your changes.  

 


