Instructions for Completing the IRIS Daily
Time Record for Campus and Hospital
1. Employee information

· Enter Person I.D.

· Enter Employee Name.

· Enter Organizational Unit.

· Enter Pay Period Begin and End Dates.

2. Employee Hours Worked

· Enter Personnel Number.

· Enter Attendance/Absence Type for Week 1 (see bottom of sheet).
· Enter the number of hours worked Sunday – Saturday of Week 1.
· Verify Total hours for Week 1.
· Enter cost object information, if required.
· Repeat steps if more than one Attendance/Absence Type is used.

· Enter the number of hours worked Sunday – Saturday of Week 2.
· Verify Total hours for Week 2.
· Verify Grand Total.
3. Signatures

· Obtain the Employee’s signature.

· Obtain the Supervisor’s signature.
4. Retention

· Daily Time Records must be retained at the departmental level for three years.
