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Entering Timesheet in New CUWeb
This guide provides step-by-step instructions on how to enter timesheets in the new
CUWeb system. Please follow these steps closely to successfully submit your
timesheet.

1 Navigate to you.clarku.edu

2 Click "Main Menu"
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3 Click "Employees"

4 Click "Employee Dashboard"
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5 Click "Enter Time"

6 Click "In Progress"
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7 Click the "Start Time" field.

8 Click the "End Time" field.
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9 Click "Save"

Tip! Be sure to submit your timesheet before the biweekly deadline (every other
Monday by 12pm) by following these next two steps.
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10 Click "Preview"

11 Click "Submit"


