
Timesheet Entry User’s Guide 
 

 

Employees can access the Web Applications menu through the Bay-Arenac ISD web Home 

Page at http://www.baisd.net .  

 

 

 

 
 

 

Click on arrow in the Quick Links drop down box and select Payroll Inquiry.  

 

  

http://www.baisd.net/


Web Application Login 

 

The Login screen displays the current time, application title and Login fields. 

 

 

 
 

Enter your User Id and password provided by your payroll department. Click Continue. 

 

NOTE:  Please contact your payroll department with User ID and password issues. 

 

Page navigation Back, Fwd, LogOff, and Print buttons are available at the bottom left of 

each screen. 

 

  



Employee Information 

 

This screen displays the employee’s demographic, payroll, and emergency contact 

information. If emergency information does not exist for the employee, this portion of the 

screen does not display. 

 

 

 
 

Click the Timesheet button to enter a timesheet online. 

 

NOTE:  Due to the sensitive nature of the information being viewed, a time out feature is 

integrated into the software. If the user’s session remains connected without activity, the 

system will log the session off and the user will be required to log in again. 

 

  



Employee Timesheet Entry 

 

This screen displays the timesheet for your primary assignment for the next pay ending 

date (based on today’s date). Click on the arrow in the drop down box to enter In and Out 

times. Hours are verified and the total for each day is calculated. Click Save to save 

changes made to the timesheet. Any changes or additions to the timesheet can still be 

made. When all time has been entered for the pay period, click the Submit & Print button 

to submit the timesheet for approval. Once the timesheet is submitted, the timesheet can 

be viewed, changes are not allowed. 

 

 

 
 

Select Job Code – Click on arrow in the drop down box to select a different job code.  

 

Select Pay Ending Date – Click on arrow in the drop down box to select a different pay 

ending date. 

 

NOTE:  After changing either the job code or pay ending date, wait until the screen 
refreshes before continuing. 
 

 



Save as Stnd – This button saves the information displayed on the screen as your 

standard timesheet. Once timesheet has been saved as a standard, each time a new 

timesheet is created for that job code, the values from the standard timesheet are used 

instead of the values from the default standard time file. 

 

Note: The timesheet must be saved first before the timesheet can be saved as your 
standard. 
 

Copy Stnd – This button will update the current timesheet with the values from your 

standard timesheet. If you have not defined a standard timesheet, the current timesheet 

will be updated with the values from the default standard time file. This button would be 

used after changes are made and saved and then you want the standard hours put back. 

 

Reset – This button “resets” all changes since the last save. This button would be used 

after making changes then deciding you want the original values restored. As long as the 

changes have not been saved, the original values are restored. 

 

Save – This button saves any changes made to the timesheet. Additional changes can be 

made when necessary. 

 

Submit & Print – This button saves any changes made, submits the timesheet for approval, 

and gives the opportunity to print the timesheet. Once the timesheet is submitted, 

changes are not allowed. 

 

Print – This button allows you to print current timesheets. 


