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MyEden Instructions 

Link :  https://myeden.co.nye.nv.us  

 

Click Employee Services, then Registered Users and sign in. Your log in is the same as your windows login 

(first initial, middle initial, last name) Password is the last four digits of your SSN.  
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The follow screen will appear allowing you to select a new password.  

 

 

 

 

 

 

 

 

Once you log on this 

screen will appear. To 

change your password 

select: “my profile”. 

FYI you are not 

required to change 

your password.  
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Areas in MyEden 

Currently you have the option of imputing your time through the Employee Timesheet portal or viewing 

a variety of personal information through the Employee Self Service portal.  

To input time 
you’ll need to 
select “Employee 
Timesheet” to 
access the 
remainder of the 
available 
information 
select “Employee 
Self Service”.  
 

 
 

When you select Employee Self Service the following screen appears.  

There are multiple different screens you can view by clicking the drop down arrow next to “Job Info”.  
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The following is the list of available information, several areas allow for the option to view previous 

year’s information.  

 

By selecting “Personal Info” you can change your Emergency Contact. 

 

“Paychecks”, it will show you checks for 2013. If you click the drop down by 2013 you can view previous 

years.  
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“Tax Info” will show your W-2 for 2013, it updates as you are paid. The values are current based on 

actual pay to date.  

 

“Benefits and Deductions Usage” will show for Year to Date and Life to Date. 
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“Leave Usage” will show leave accrued / taken, year to date and your balance. If there was an 

adjustment for any reason it can be a little confusing to figure out. HR is here to answer those questions 

/ concerns.  You can also change the year on this tab to view 2012.  

 

“Assets” is where anything you have been issued is documented. For example, cell phone, credit card, 

iPad and id badge. 

 

 

“Evaluations” will show past evaluations and the date HR received it, the top line shows when the next 

evaluation is due. If this is blank then HR has not received an evaluation since we moved to Eden.  
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From the main Employee Services screen, select “Employee Timesheet” to enter your time.  

 

Enter hours other than regular by clicking the plus sign, for example sick, annual, or furlough. 
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Enter the correct amount of hours and the hour type code, by using the drop down arrow. DO NOT 

CLICK SAVE CHANGES UNTIL ALL THE TIME FOR THE PAY PERIOD HAS BEEN ENTERED. If you do click it 

before you are done, it will lock you out and your supervisor will have to finish entering your time.  

To add an additional line just click the plus sign with the correct date, for example see below. I worked 6 

hours of Regular and had 2 hours of Sick Leave Used.  

If you have to make a correction / change after you have saved it, your supervisor has the ability to 

return it to you, after you make the change he / she will have to approve it again.  

 

Project String Entry 

Below is how to enter the project, if you are an employee that uses projects. If not please keep this 

blank.  

 

You will have to search the project needed, by clicking the plus sign to the right.  

 

Enter the partial project 

number with an astric, 

then click “Search 

Projects” it will pull up all 

projects associated with 

“PT10” for example. You 

can also type in the full 

project number or string 

if you have it. Most times 

it is on your timesheet.  
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Select the project needed by clicking the circle next to it.  

 

Then Click “Save and Close” 

 

It will populate the project you selected. Each project you select will save in your timesheet for future 

use. It will be in the drop down, so you won’t have to search the project every time.  

 

Payroll Task Entry 

Employees that enter tasks for certain hours worked and projects that require tasks, please see below.  

Click the plus sign to the right of the date you need to enter a task on your web timesheet.  

 

 

Select the task by clicking the drop down arrow, once you have selected the appropriate task click Save 

and Close. 
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Once you have finished filling out your timesheet click “Save Changes” 

 

Once you have saved the changes then you will use the drop down arrow next to Timesheet Open and 

select Close Timesheet. Doing this will send it to the next approver, most likely your supervisor.  

 

You can no longer make any changes, if you have changes to make you will need to contact the “current 

Approver” and have then “Return” the timesheet.  

 

If you need any assistance or have any questions please contact HR at 

775-751-6301. 




