How to Digitally Sign & Submit Your
Timesheet

1. Export your finished timesheet as a pdf

-Open your finished timesheet and click on “File”

38 hours_timesheetxlsm - Bxcel

@ w Insert Page Layout Formulas Data Review View Help P search
[1 4o Times New Roman ~|10 ~ / # 2 B e o ] A
[®copy ~ - N
< Format Painter Ty 2 - & =====H B8 -% |9 Fm.mat & Clear ~
Clipboard [ Font Alignment Number Styles Cells Editing
@ SECURITY WARNING Macros have been disabled. Enable Content

You entered less than 28 hours for the first week. Please, enter additional Office hours if needed -- 28 hours

You entered less than 28 hours for the first week. Please, enter additional Office hours if needed — 28 hours

2
30 First Week Totals: 0:00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3
32 Time Entry P Regular Overtime | 8 [ i egee [C0MPLTIE] gy [Compl Tue]  Unpaid *Labor Override
33 Date b oUT ™ ouT ™ OoUT Shift Leave Eam @1.5 Take leave Total Hours | Hours | Index
221 saT | vu2m 0:00 0.00 0.00
;j suw | 1122020 0:00 0.00 0.00
;g— MoN| 113200 0:00 0.00 000 — |
“« ”
-Go to “Export
28_hours_timesheetxlsm - Excel
Good afternoon
~ New
A B <
Open L 1 Create a Get started with skt your st
: Take a tour Drop-down list Formulas PivotTable
2

Germ Blank workbook Welcome to Excel Drop-down tutorial Formula tutorial PivotTable tutorial

Save As

Print

Share £ Search

Export Recent Pinned Shared with Me

Publish D Mame

Close @ 28_hours_timesheetxlsm

[T Downloads

ﬁ telecommuting-log.xlsx

Downloads

& CSlxisx
ﬁ F:» DND




-Click “Create PDF/XPS” and save it to your preferred location on your computer
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2. Sign and date the PDF in Adobe Acrobat DC

-First, make sure you have Adobe Acrobat DC installed on your computer. Then, open your file explorer
and go to the saved PDF. Right click it, hover over “Open with” then choose Adobe Acrobat DC
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-Click on “Fill & Sign” on the right-hand sign or the pen icon in the top right
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-Click “Sign” and choose “Add Signature”
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-Either type your name or click “Draw” and write your name with your cursor. Once you’re done, click
IIApply”
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-Place your signature where you would normally sign, then type in the date. Save the PDF.
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3. Send to your supervisor for their signature

-Open Outlook, create a new message, attach the signed pdf and send to your supervisor for them to
sign

Subject Timesheet for March

28_hours_timesheet. pdf -
114 KB

Hi Ryan,
Here’s my timesheet for the past two weeks. Please sign it then send it to the Human Resources Generalist (Tony) and the Resource Center Coordinator (Gracie).

Thank you!
Lauren

4. Your supervisor will sign it, then send it to the Human Resources Generalist
(Tony) and the Resource Center Coordinator (Gracie)



