Self-Service Time Entry Guide

Employee Self-Service can be used to report your time if enabled for your employee/job classification.

Navigate to the Employee Dashboard. If available, select Enter Time.
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Select “Start Timesheet”. If you have multiple positions, ensure that you select the correct timesheet.
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Timesheet Leave Request
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Pay Period W

Pay Period Hours/Units Submitted On Status

Clert Ill, C10007-00, B, 11001, Biology, Rate: $16.125442 ¥0) Prior Periods
08/26/2018 - 09/08/2018 Not Started Start Timesheet I

PT Security Officer, SC0004-00, B, 12302, Campus Security, Rate: $12.895600 ¥0) Prior Periods
08/26/2018 - 09/08/2018 4,00 Hours I Progress 0

Begin entering time for the days worked. Select the appropriate earn code from the earn code drop
down. If you worked multiple shifts in a day, or need to report multiple types of earn codes in one day,
you can select “Add More Time”. Save the record after each entry.
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Employee Dashboard - Timesheet « PT Security Officer, SC0004-00, B, 12302, Campus Security, Rate: $12.895600

PT Security Officer, SC0004-00, B, 12302, Campus Security, Rate: $12.895600 O Restart Time {0 Leave Balances
08/26/2018 - 09/08/2018  4.00 Hours (3) ¢ In Progress  Submit By 09/08/2018, 08:00 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

26 27 28 29 30 31 1
< 4.00 Hours >

(®) Add Earn Code

Earn Code Start Time End Time Hours

Regular Pay \t!_l'j @ @ 0.00

(® Add More Time




Complete the rest of the hours for the rest of the pay period. Preview the entire pay period’s
information, certify that the information is correct, and submit the timesheet when appropriate. Note
the deadline for submission is included at the top of the preview for your reference.

Tip: The submit button will remain disabled until the timesheet has been certified to be correct.
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Employee Dashboard - Timesheet « Clerk Ill, S X
Clerk 111, C10007-00, B, 11001, Biology, Rate:

<) Restart Time {1 Leave Balances
Clerk 11, C10007-00, B, 11001, Biology

08/26/2018 - 09/08/2018 = 40.00 Hours (F) (S Pay Period: 08/26/2018 - 09/08/2018 ' 40.00 Hour In Progress  Submit By 09/08/2018, 08:00 PM
SUNDAY MONDAY I Submit By: 09/08/2018, 08:00 PM FRIDAY SATURDAY
2 3 4 7 8
4.00 Hours 4,00 H¢ : g . 400 Hours
< Earning Distribution >
Earn Code Shift Total
—
Regular Pay 1 20.00
Vacation Leave (@ 4.00 Hours /s O ~
Vacation Leave 1 20.00
Total: 4.00 Hours | Account Distribution
Total Hours 40,
Total Units 0.00

After you have submitted your timesheet, you can review the approval status and which approver is
next in the queue by clicking the small i button:

# (g Goodman,Tom

I @ ellucian

Employee Dashboard - Timesheet « Clerk lll, C10007-00, B, 11001, Biology, Rate: $16.125442

19 Leave Balances

Clerk 111, C10007-00, B, 11001, Biology, Rate: $16.125442

08/26/2018 - 09/08/2018 = 40.00 Hours Q‘j . Pending Submitted On 09/05/2018, 12:52 PM
===y List of Approvers

SUNDAY MONDAY THURSDAY FRIDAY SATURDAY
2 3 Originated On 09/05/2018, 12:33 PM by G 7 8
4.00 Hours Goodman, Tom 4.00 Hours 4.00 Hours
< Submitted On 09/05/2018, 12:52 PM by >

Goodman, Tom
Approve by 09/09/2018, 10:00 PM

Galleher, Cathy L.
Vacation Leave (2 4.00 Hours sequence 1.00

Pending Approval

Total: 4.00 Hours Account Distribution




