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Timekeeper Instructions for Creating a new Combo Code in Classic Timesheet 

1. Navigate to Manager Self Service> Time Management> Report Time. 
a. This will bring you to the Classic Timesheet page. 
b. Enter Employee ID and the Date to view a different week. 
c. Click Get Employees. 

 

 
 

2. Click on the hyperlink embedded on the last name field. 
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3. This will bring you to the classic timesheet view.  Scroll to the right of the timesheet and click on 
the ChartFields hyperlink. 

 

 

4. Here you can enter the values you need. After entering the values, click the Ok button. 

 

 

5. The Combo Code will appear. 

 
 

6. Submit the timesheet. 

 


