
  Page 1 of 6 

 

 

How to Enter Time in myHR 
 

1. Go to: myhr.creighton.edu 
a. Sign in using your BLUE credentials 

i. NETID@creighton.edu 
ii. Blue password 

 

 
 

2. You are brought to the homepage of myHR. Employees will see the following page: 
 

 
 

3. Select the time and absences option 
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4. Select Existing Time Cards tile 
 

  
 

5. You are brought to the time card homepage. Employees will see the following: 
 

 
  

6. To create a new time card, select the plus sign 
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7. A calendar will pop up, select todays date, and press ‘OK’ 
 

 
  

8. Once you select ‘OK’, you will be brought to this page. If you are a bi-weekly employee, your 
time card will show the entire two week pay period 
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9.  To enter time, first select your ‘Assignment Number’ by clicking the dropdown arrow 

a. If you have multiple assignments, multiple numbers will appear 
 

 
  

10.  Next, select the ‘Department Name’ by using the dropdown arrow 
 

 
  

11.  Enter your hours worked for the pay period 
a. Hours are entered to the minute 
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12.  If you are working multiple assignments within the pay period, select ‘+ Add Row Below’ 

a. A second row will appear. Follow the same steps to enter assignment number, 
department name, and hours worked 

 

 
  

13.  Click ‘Save’ before cancelling or clicking ‘Next’ otherwise your hours may not be submitted   
a. If you wish to enter hours later in the pay period as well, click ‘Save and Close’, and 

return to your card later to add hours 
 

 
  

14.  To submit your time card, after you have clicked ‘Save’, select ‘Next’ 
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15.  After selecting next, you are brough to a page to review your time card. If everything looks 

correct, select ‘Submit’ to submit your card for approval by your manager 
 

 
 
 
  
 


