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Enter Time/Time Stamp 

 
 
 
 
1.  RealTime employees 
see the Time Stamp 
screen upon login. Click 
the Record Time Stamp 
button to record an “in” or 
“out” time.   

 
 
 

 

 

 

 

 

 

 

  

 

Access Your Timecard 

 
 
1. From the Time Stamp 
screen click the Home 
link, in the upper right 
section of the screen. 

 

 
2. Click the My Timecard 
link.   
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Enter Leave 

1.  Ensure Time Period is 
correct. 

 

2.  Click the Pay Code drop 
list for the day you wish to 
enter leave. 

 

3.  From the drop list, select 
the Pay Code for the leave 
you wish to report. 

 

4.  Enter number of leave 
hours in the amount field. 

 

5. “TIMECARD” appears in 
orange, indicating your 
entries have not been 
saved. 
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Enter Leave 

6.  Click Save. 

 

7.  After saving, 
“TIMECARD” changes from 
orange to black.  

 

8.  CalTime indicates your 
entries have been 
successfully saved. 

 

 
 

Approve Your Timecard  

 

1. Ensure Time Period 
is correct. 

 
Review your timecard to 
ensure that it is 
complete and make any 
necessary corrections.  
  
2. If the timecard is 
complete and accurate, 
click the Approve 
button.  
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Approve Your Timecard  

 

3.  CalTime indicates 
your approval. 

 

 

NOTE: Timecard due dates can be found at http://caltime.berkeley.edu/timecard-due-dates 
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