Bi-Weekly Hourly Timesheet 
Marquette University

Oracle Employee ID #: __ __ __ __  __  

Last Name: ________________________________ 

First Name: _______________________________

Department:  ______________________________  

Pay Period _____/_____/______ ---   _____/_____/______

	Date
	Time In
	Time Out
	Unpaid Lunch or Break

(in hours)
	Hours Worked
	Account to be charged 

(please list only if different
from standard account)
	Paycode (see list)

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	

	
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	

	Total Hrs:

Week 1
	
	
	
	
	
	 

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	

	
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	

	 
	:
	:
	
	
	 __ __ __ __ __ - __ __ __ __ __ - __ __ __ __
	 

	Total Hrs:

Week 2
	
	
	
	
	
	 



I acknowledge that the time recorded and account numbers are accurate and correct. 

__________________________________________________________
______________      

Employee Signature






Date

___________________________/_____________________
______________
      _________________
 

Supervisor:   Print Name / Initial or sign




Date
    

Extension

__________________________/________________________
______________ 



Grant Investigator:  Print Name / Initial or sign



Date




Total Hours:  __________	   





Regular:	        __________	   





Overtime:      _______  @  1.0  





Overtime:      _______  @  1.5





Overtime:      _______  @2.00





VAC _________     DOC  ________    FLH  ________





HOL _________     SICK  ________   FNL  ________





Other: ____________   (describe) _________________





Hours Summary





Paycodes – use as needed:		     FNL = funeral leave		VAC = vacation hours (half or whole day only)


DOC = doctors appt. sick hours taken	     HOL = holiday hours		OTH = other (please describe in hours summary)


FLH = floating holiday taken (full day only)	     SICK = sick hours














