BS&A Employee Self Service Navigation & Timesheet Entry

Once your employee self-service access is established, open any web browser and go to www.bsacloud.com – you will need to enter your log in credentials:
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Once you have logged in, you will be able to access the Employee Self Service in the navigation pane:
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My Timesheet
The timesheet has three distinct parts. Employee information/date range, hours entry, and comp accrual entry.
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To enter hours you must click ‘Edit’ first – the timesheet is then active for you to begin entering hours. 
Click on the - - -  portion of the cell that aligns with the hours type and date and a window like the following will display:
[image: ]
Continue to do this until the pay period is fully populated. 


If you wish to earn/accrue comp time there will be a portion on the bottom of the screen for you to enter the comp hours earned. The process will be the same as entering hours worked:
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[bookmark: _GoBack]Be cognizant of the comp multiplier – you will enter the hours at “straight” time and the system will then multiply them by 1.5x, or 2.0x depending on the comp accrual multiplier. This is done when payroll is processed – so comp hours earned in the current period will not be available until the next pay period. 














Submitting My Timesheet
When you have finished entering all hours for the period, you will need to click Submit 
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The following window will display:
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Check the box for the ‘OK’ button to activate. Once you click OK the following window will display. 
[image: ]
Click Close. Your timesheet has been submitted and will now be routed for approval.
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