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1.0 Entering Time

The Time and Labor system allows you to enter time online and uses an electronic approval process. If
you have any questions or problems, consult with your supervisor.

Self Service Menu

Favorites :
-

Main Menu > Self Service

Main Menu > ETViCE =

E‘ Time Reporting
Report and review your time, schedules, request absences and more.
Report Time ﬁ View Time
i Report your time and request planned overtime and absences. View your schedules, forecasted, payable and comp time, exceptions and more.
= Timeshest = Exceptions
= Pavable Time Detail

Under Self Service, there are two sections, Report Time and View Time:
Report Time: contains your timesheet to enter your time
View Time: inquiry to view your total hours and their status and view the exception page.

You have access to enter time only for the current pay month. Once the pay month is over, you will
not be able to add or adjust any time, contact your supervisor for assistance.

Report Time Menu

Favorites © Main Menu > Self Service
- H w -

ﬁ Report Time

Report yvour time and request planned overtime and absences.

Timesheet
reEpoTtyouTtime and task details for a day, week, or time period.

Under Report Time, click the Timesheet link. If you have multiple job records, the page will look similar
to the next screen shot. If you only have one record number, the timesheet page will display.

Timesheet Record Number Page This student has multiple records, choose

—r— the appropriate record number to enter

Job Description [EmpiRod tibr | Department your time. If you are unsure which

— . record number to use, contact your
Btudent Assistant 2 e supervisor for assistance.

IMPORTANT: Once you enter your time on a record number, you must use the same number for the whole
pay period month. Only use different records if you directed to by your supervisor.
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Timesheet Page

oC“CK for Instructions

[\l’lew By: |Week b ])ate: (04092012 [5) (2 Retresn | == Previous Week Dlext Week ==

Reported Hours: 0.00 Hours Scheduled Hours: 4000 Hours  Show all Punch Types

From 04/09/2012 to 04/15/2012

Punch Total | Taskgroup Time Zone Rule Element 3

@) lesu  alpst  al g4 =
O [csu q, [psT a | Q410 =]
> TR Y Q&
®] ~ |csu Q PsT Q| Q2 [H
O Fi 4M3 New [ / [ [ |csu a |psT a | QL 413 =
O sat 414 New [ / [ [ [ [csu a, |psT a | a 414 =
(3 sun 4ns [ [ [ |csu Q |psT a | Q415 =

@ Reported Hours Summary-di NOTE: If you are working with no lunch break, enter time on

€D Balances - click o view

the first ‘In’ column and your ending time in the ‘Out’ column.
DO NOT USE THE LUNCH COLUMN TO END YOUR DAY.

Submit |

View By: Click on the drop down and choose Time Period to see the whole month
Entering Time: enter your time in the following format:
Even hour (8am, 1pm) - 8a or 1p (you must indicate am/pm)
Everything else (8:15am, 1:30pm) - 8:15aor 1:3p

Once your time is entered, click on the Submit button, this is the same as saving. If your time is not
submitted, everything entered at that time will be lost. If you have previously submitted time for the
current month and need to make a correction, return to the timesheet page, adjust the time and re-
submit.

Timesheet Confirmation Page

Timesheet
Submit Confirmation

Click on the ﬂl button to update the timesheet, you
will return back to the timesheet page.

& The Submitwas successul
Time for the Time Period of 2012-04-01 to 2012-04-30 IS submitted

k|

Timesheet Page

Reported Hours: 14.00 Hours Scheduled Hours:  162.00 Hours Show all Punch Tvpes

From 04/01/2012 to 04/30/2012

3 In In Punch Total | Taskgroup Time Zone Rule Element 3

(> sun 41 Submitted | S:00:00AM | 11:15:00AM | 1:15:00FM | 5:00:00PM 7oo[csu g lpeT @ 0 g 4 =
(3 Mon 42 New [ [ [ [ |csu a, |psT Q| Q 42 =
O Tue 43 Submitted | 10:00:00AM | [ | 2:00-00PM 4.00|csU a, |psT a| Q43 =

All time will automatically format correctly, the status will change to ‘Submitted’ and the Punch Total
field will calculate total hours. NOTE: submitted time still needs to be approved by your department
before it can be paid.
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2.0 Additional Shifts

If you work more than one shift on the same day which requires punching in and out multiple times, an
additional row(s) must be added to record this time.

Timesheet Page

O Tue 43 Submitted | 10:00:004M | [ | 2:00:00PM 400 |csuU q |psT Q| Q 42
] Submitted | 5:00:00PM | | [ | 7:00:00Pm 200 CsU a [PsT Q| . g

Scroll to the right and click on the button to add a new row for the same date. Enter the time. You
can enter multiple rows for the same date.

3.0 Lab or Department Field — Library and Computer Labs only

For areas which need to add the lab or department worked, scroll to the right side of the page. You will
be instructed by your supervisor if you need to enter this information.

Lowk s

Look Up Rule Element 3

Punch Total | Taskgroup Time Zone |Ru|e Element 3

4.00 [CsU

Q [psT Q| Q43

Rule/Element 3 — click on the look-up button and choose the appropriate Rule Element.

4.0 Exceptions

When there is a problem with the time entered, the system will notify you that there is an exception.

Timesheet Page

€ Mon 1013 Submitted | 9:00:00am | 1:00:00PM | 1:20:00PM | 6:00:00PM 8.50 [csU a |psT Q| Q1003 =]
O Tue 104 New [ [ [ [ lcsu a |psT a, | a, 104 =
) Wed 105 Submitted | 2:00:004M | 1:00:00PM | 1:30:00PM | 6:00:00FM 850 [csU c |psT a | 1065 =
O Thu 1006 New [ [ [ [ lcsu a |psT Q| Q, 10/ =
O P07 New - [ [ [ [ \csu q [psT q | Q107 =
o sat 108 submitted | &4 | s:00:00am | [ [ 12:00:00PH 4.00[csu a |psT Q| 10/ =
(> sun 109 New [ [ [ [ lcsu a |psT a, | @, 1009 =]
€3 Mon  10M0  Submitted | o:00:00am [ 1:00:00PM [ 1:20:00PM | 6:00:00PM 8.50 [csU a |peT a | Q 1010 [=]
3 Tue  10M1 New [ [ [ [ lcsu a |psT Q| q 101 [5]
¢ Wed 1012 Submitted | 2:00:004M [ 1:00:00PM [ 1:30:00PM | 6:00:00PM 8.50 [csU a |psT a | Q 1Mz [=
3 Thu  10M3  New [ [ [ [ lcsu a |psT Q| Q 1013 [=]
(> Fi 10M4  Submitted | &% | 1:00:00Pm | [ | s:00:00PM 4.00 [CsU q [psT Q| q 1014 [

In the Exception column, this & symbol indicates there is a problem with your time. There are two
exception types:

1. Total hours for the week (Sunday — Saturday) exceeds 20 hours.
2. Total hours for a day exceeds 16 hours.

Review the exception and correct if necessary by adjusting your punch times. These exceptions are
reviewed by your supervisor.
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