
Quick Guide to TOIL Recording on CoreHR 
 

Go to the Timesheet Employee 

Summary widget on the “Time” tab of 

your Employee dashboard.   

Click on Input Time 

 

Alternatively, click on Actions in the 

Work Week widget and go to 

Timesheet Input 

 

This will bring up the Timesheet 

 

 

 

 

 

 

 

 

 

 



Completing the Timesheet 

  

 

1. On the top part of the timesheet, click add (normally top right, but may vary depending on your screen settings). 

2. Select Record TOIL from the options listed (as it's currently the only option, it will select automatically).  

3. Enter the hours against the correct day. 

4. Click save 

5. Exit the timesheet 
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Submit the claim 

 

 

 

 

 

 

 

 

1. Go to the Timesheet Employee 

summary widget (you may need 

to select the correct date period) 

2. You should see 1 claim under 

Saved for later – click on view 

3. Click the dots, then submit. 

 

Your TOIL balance will only adjust once 

the claim has been approved. 
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