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Overview

Basics

Timesheet AccessïOneStart, TIME Portal

Policiesïgeneral guidelines

User Role

Synchronous/Asynchronous

Time LiteïBasic Clock Interface

Detailed View ïEditing

Approver/Processor Roles

Find Timesheet(s) ïView, Clock-in/out, Editing

ApprovalsïHow to approve

Processor ïReports, Maintenance, Edocs
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Access- OneStart

https://onestart.iu.edu

ÅServices
ÅAdministrative 
Systems

ÅTIME
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https://onestart.iu.edu/


AccessðTime Portal

Administration
Approvers

&
Payroll Processors

IT Service Center
Bloomington Only
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IU Policies

ÅRecording Hours Worked (Handbook/p22,sec6; 4.1:A2,4.2:B2)

ſUser is responsible for recording all hours worked

ſSupervisor must approve ótimesheetô before submitting to payroll

ÅIllegal Services/Ghost Employment (Handbook/p22,sec7)

ſNo non-university related work assignments; assigned or conducted 
during IU óTimeô

ÅRest Periods [óBreaksô]/Lunch Periods 
(Handbook/p22,sec8; 4.1:C1/D1)

ſ15 Minutes per half work day; not used to make-up time missed (i.e. late 
arrival), extend lunch, or accumulate

ſWork 6 consecutive hours - strongly encouraged - 30 minute lunch break

ÅOvertime (Handbook/p22,sec9; 4.2:A4/A3)

ſSupervisor MUST authorize all overtime (OT) before user actually works  
time; user may NOT authorize own OT.

ſHours worked over 40 in a week are paid at one and one half times 
regular pay. (Applies to ópaidô status for full-time employees)
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TIME Lite ðBasic Interface
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SynchronousðDetailed (Top)
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Synchronous- Actual Time

Rounded 
Time
óEndô

Rounded 
Time
óBeginô

Rounding Table
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User Role - Editing
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User Role - Editing

Note: Timesheet is 
locked when editing

Do not close 
browser 

when 
óeditingô
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