
Log onto MyTC portal and 
click on the TC Services tab. 



Click on Time Sheet 



Select the appropriate pay 
period from the drop down 
menu. 



Record and save any hours 
worked. 



Enter sick hours under the 
appropriate date(s) on the 
Sick Leave Usage line. 



Record the hours of sick time 
usage in increments of 1 hour 
by entering your Time In and 
Time Out. 



Save record. 



The total number of hours 
will appear after Save is 
entered. 



Submit your time sheet for 
approval. 



This message should appear 
once you have submitted your 
time sheet for approval. 



To check your leave balance. Go 
to the TC Services tab and click on 
‘Leave Balances’ under Payroll 
and Human Resources. 



Refer to ‘Available Balance’ 
for your current leave 
balance. 


