
Unanet TimeCard Tutorial
BeVera is transitioning from ESP-21 to  the Unanet Timecard system effective November 20, 2023 for all employees

In the Unanet system, 
• Employees will continue to enter their time daily
• they will select their project(s) and tasks in the dropdown boxes and enter your time
• they will submit their time to their supervisor on the 2nd Friday of the pay period
• When requesting PTO, please submit a leave request to your supervisor and

•  indicate who you checked with on the CDC team
• When entering PTO hours, remember to enter a comment, i.e., vacation, sick, bereavement, etc. in the comment box

HR will provide links to our Unanet FAQ and help articles on our BeVera Family pages and in Paylocity



Click Forgot your password
To iniate password reset/setup



Employee will enter their username/email which is their BeVera email for both



• Employees will receive an Unanet Password Reset Request email
• Click the link to initiate the link and enter your password



• Employees will create their Unanet Password



• Login with user name and new Unanet Password



• Select Time from Menu Bar 
• Select Dashboard



• Select Timesheet to create or enter new timesheet
• You can also select and create a Leave Request



• Enter a date in the current time period
• Click Save and your timecard will open



• Select the project dropdown and enter your hours accordingly
• You can also enter comments in the comment box as desired 



• You can also enter comments for your hours in the comment box as desired 



• Enter your PTO request dates, hours and comments
• Click Save and submit to your manager



• Leave requests can be edited or cancelled easily.



• Employees can review and edit the timesheet as needed
• Once completed, submit to manager, if edited after submission, it must be 

resubmitted to ensure manager receives it for processing.



HR will provide help pages and frequently asked questions information on BeVera Family pages
And links on the Paylocity self-service page.

Once Unanet goes live, HR will send you a link and instructions to setup your login to Unanet.
Also attached is a quick reference link to a tutorial video showing how to complete your timecard.
(https://youtu.be/VtZ0WOQ_4wk?si=vADzz4-bF0ZLr5IF)



Daily Affirmations

•“I approach today with a positive attitude and unwavering 
determination.”
•“I set clear goals and work diligently to achieve them.”
•“I approach today with a positive attitude and unwavering 
determination.”
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