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Time Tracking “How-To” Basics 
 

 

1. How to clock in       page 2 

2. How to enter a missing day or make a correction  pages 5 & 7 

3. How to submit a timesheet for approval   page 6 

4. How to check the status of a submitted timesheet page 9 
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How to use Time Tracking  

(formerly known as True Time) 

Log in to Skyward Qmlativ  “Q” here  

Click on the  

Clock In/Out tile 

Click the IN button to 

start your day 
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If you have multiple jobs they will be listed when you log in.   Please note:  not 

every employee will have more than 1 code. 

Choose the pay type needed by clicking Select. 

You are now logged in as Hourly.   

If you need to change jobs during the day, click SWITCH JOBS and select the next pay type you need. 

You are now using 2 pay types for the day 
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When you’re ready to leave for the 

day, click the OUT button  

Your total hours worked will be 

displayed here 
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Make all necessary adjustments and click SAVE

What if I need to adjust my time? 

If you need to adjust your time, use the EDIT button.  You can also use the calendar icon 

or Previous Day and Next Day arrows to get to the date needed 
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Click the Unsubmitted Timsheet Weeks tile to 

submit your timesheets  

Return to the home screen by clicking the 

house icon in the upper left of your screen 

Highlight the week you’d like to submit and click Review & Submit 

All days for the week will be checked  

automatically.  Click Next  

How to submit a timesheet 
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Review your hours for accuracy 

and click Submit Timesheet   

What if I forgot to clock in during the week? 

Return to the home screen by clicking the 

house icon in the upper left of your screen 

Using the calendar icon or Previous/Next day arrows, find the day that needs  

to be added.  Click the Edit button 
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Click Add Time Transaction 

Fill in the start and end times.  

Click the down arrow in the status 

box.  Use I for In  

When all changes have been 

made, be sure to click the SAVE 

If you have multiple pay types, make 

sure you have chosen correctly.   

Submit your timesheet  (see 

page 6 & 7 for detailed in-

structions.) 

Return to the home screen 
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To see where your timesheet is in the approval pro-

cess, click Timesheet Week History 

Here you can see when the 

timesheet was submitted and 

who the approver is 


