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Top section:  Fill in basic, required information.  Make sure to input correct week end date for pay period.  

 

Week ending: Pay week is Friday–Thursday. Week ending date is Thursday’s date.  

For example, timesheets submitted by 3pm on Friday February 27
th

 will be for time worked from the previous 

Friday (February 20
th
) to the following Thursday (February 26

th
). Week end date for timesheets sent February 27

th
 

should have a week ending date of February 26
th

  and contain all time worked from the 2/20/15 – 2/26/15. 

 

 

Location - Location must be entered. If you work multiple locations, input your main location for the week. If location 

varies significantly (more than 3 , input “Multiple” under location. Document each location and time worked separately 

for each day. 
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Middle section - The main area of the time sheet will be to document date worked (next to day of the week), 

location(s) and time in (on duty) and out (off duty). Please note:  “Time in” on time sheet is not your arrival time, but 

rather the time you begin your shift. Starting earlier than scheduled requires manager approval. You may not your 

arrival time on your daily report.  

 Time should be entered in military time hours (*minutes can be input as normal).  All hours must be added and entered 

in “Total hrs” field; otherwise the time sheet will not be submitted.  
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Time variances (changes) - Please note any time variances that conflict with your written schedule. (See 

example.) When time worked matches the time scheduled, no information is to be entered.   

 

 

Acknowledgements – The bottom of the time sheet lists important acknowledgements (see below). Each time a 

time sheet is submitted, the acceptance box must be checked. If it is not checked, the form will not be sent.  

This area is a very important reminder that late time sheets submitted after 3pm each Friday 

will not be processed. Payment for the week will be delayed until the next pay period when incoming 

timesheets are processed.  The time sheets sent are automatically and accurately date stamped through the receiving 

computer.  With the time sheets available online and accessible from android phones, it is difficult to imagine any 

acceptable reason that would delay any employee’s timely submissions of this important document.   

Also in the acknowledgement section is a reminder that falsifying will not be tolerated. Time sheets as well as reports 

may be used as legal documents. It is a serious offense to misrepresent time spent patrolling, securing private and public 

property and other officer related duties as the validity of these actions my come under scrutiny at any time. 
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Submitting – At the bottom of the page (far left) there is SEND button. Once the time sheet has been completed, 

press send and an acknowledgement of your submissions will pop up on screen. This is an indication that the form went 

through.  If you would like an email confirmation, please enter a valid email in this section. 

 

Important! -   Please submit ONCE.  Multiple submissions of time sheets for the same pay period will delay 

processing and payment to the employee. If for some reason you realize your time sheet is incorrect, please contact 

human resources at sai.humanresource@yahoo.com with TIME SHEET CORRECTIONS in subject line. Details of your time 

sheet corrections must be in writing. If a second submissions is necessary, you will be contacted asked to resubmit.  
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