SAN DIEGO STATE
UNIVERSITY

Business Process Guide
Time & Labor — Student Employee Self-Service

Introduction

This guide provides step-by-step instructions for Time & Labor Self-Service (TLSS), where
student employees record, modify, and view their own Timesheet transactions.

e All hours worked must be reported in the Oracle PeopleSoft and submitted for approval
before the end of the month in which a student is reporting his/her time.

e Students are encouraged to track their time on a daily basis, and to discuss the
expectations for doing so with their Managers, or designated Approvers.

e Time should not be entered before it is worked.

e Time for prior payroll cycles cannot be entered via self-service, and must be reported
on a paper timesheet to T&L Coordinator for processing.

Please refer to the University Payroll Calendar for campus deadlines.
The calendar is located at https://sdsuedu.sharepoint.com/sites/BFA/HR/SitePages/Home.aspx.
Your department may enforce earlier deadlines.
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PeopleSoft Processing Steps

e Login and Navigation to Timesheet

Steps

Screen Shots

1) Navigate to the Center for
Human Resources website at
http://hr.sdsu.edu/

2) Click on Current Employees,
SDSU Intranet and login with
your student SDSUid and
password.

3) Click on PeopleSoft under the
Home menu on the left.
Bookmarks the site for future
use.

HH Office 365

fti SAN DIEGO STATE
UNIVERSITY

Home
HFE Documents

¥ PeopleSoft

4) Login to PeopleSoft:
Enter your SDSUid (e.g.
jsmith@sdsu.edu) and password.

5) If you haven't claimed your
SDSUid, visit SDSUid.sdsu.edu for
information and instructions. Be
sure to visit the FAQ page to
answer commonly asked
questions about SDSUid.

6) Please use Chrome or Firefox
browsers.

PeopleSoft
Sign-In
SDSUid (e.g. jsmith@sdsu.edu}

Password

™ Enable Accessibility Mode

If you haven't claimed your
SDSUid, visit SDSUid . sdsu.edu
for information and instructions.
Be sure to visit the FAD page to
answer commonly asked
questions about SDSUid.

Please use Chrome or Firefox
browsers.

7) Navigation to Timesheet:
Main Menu > Self Service
> Time Reporting >
Report Time >Timesheet

Main Menu =

Search Menu:
.@.

a

J sef service

L Time Reporting

L Repart Time:

—_—
= Timesheet

8) Enter the total hours worked for
each applicable date. All partial
hours worked must be reported to
the tenths of an hour.

Example: enters 4.10 for 4 hours
and 5 minutes worked.

Report Fractions of
Hours as Tenths
Minutes Tenths

1-6 01
712 oz
13-18 03
19 - 24 04
2530 0s
31 -36 0a
a7 -42 v
4348 na
49 - 54 oA
a4 - G0 1
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http://hr.sdsu.edu/
http://bfa.sdsu.edu/hr/sdsuid-info.aspx

e Reported Time Worked

9) Once you click on Timesheet, you
will be able to report your time.
This applies to student employees
with one job record.

See step #10 with multiple job
records.

Timesheet

Donna Summer Emplayee 1D:

<< Previous Week

100508187

Next Week >>

Job Tele:  Stdnt Tranee On-Crmps WS Employee Record Number: 0
OSP act for Instructions
View By: | Week v spate:  OBZBEO1T [[i (2 Retash

Reported Hours: 17 80 Hours  Scheduled Hours: 000 Howrs

From Monday 06/26/2017 to Sunday 07/02/2017
Timesheet | [F5

Mo Tue

skgroup Owverride Raote

10) Select the name of the
appropriate job to begin
reporting time.

Some student employees have

Report Time

Timesheet
Li ]

Wiews Instructions

more than one active jOb Under Ronald McDonald Personalize | Find | & First ‘4 1-20f2 ‘® Last
. T Empl
these Clrcumstances, multlple Name E{Eﬂ Department g:s:r::“‘iz:t Pasition Title Hourly Rate
rows will display (see screen : -
shot) play ( 0 50040 géh’;";:;g'a"“‘d& Student Assistant 10500000
1 50040 23?2?,??3”““& Stelnt Trnee, On-Cmps Wik Sty 10.500000)
Questions as to which job Name to |
select? Contact your department
Time and Labor Coordinator.
11) The Timesheet displays the
following details in the header: Timesheet
N Name Ronald McDonald Ernployee D 100526137
ID Job Title Stdnt Trainee On-Cmps WS Employee Record Mumber. 1
-
e Job Title ogééiééf'féf'inusiru\':'t'\'u'ﬁ'é
- Emp|0yee Record Number View By: | VWeek 7| -pate: 08262017 |5 (£ Retresh ) << Previous Week Mesxt Week >>
Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours Previous Job
Timesheet date ranges may be From Monday 08/26/2017 to Sunday 07/02/2017
: . A Timesheet | [F=5)
dISpIayed In dlﬁerent WayS by Mon Tue Wed  Thu Fri Sat Sun
Changing the defaults in the fo“owing 6/26  B/27 B8 B29 BE0 7N 712 Total  Time Reporting Code Taskgroup Cwverride Rate
pull down menus: =lfesy Q =
. | %
< View By: You can select the I —
time entry calendar by Day,
Submit

Week or Time Period (month).

e Date: The start date of the
week/month can be changed by
entering a new date and
clicking the “Refresh” button.

e The following navigational
links are also available:

Previous Week/Next Week:
Use these links to quickly
navigate to the previous or next
time period.
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e Timesheet: Enter the total
hours worked for each
applicable date. All partial
hours worked must be
reported to the tenths of an
hour. (See chart below.)

Report Fractions of
Hours as Tenths
Minutes Tenths

1-6 0.1
7-12 0.2
13-18 0.3
19 - 24 04
20 -30 045
31 - 36 08
37 -42 0.7
43 - 48 08
49 - 54 049
25 - 60 1

IMPORTANT! Do NOT enter

zeros on any days that work was
not performed. Leave the fields
blank.

e Time Reporting Code: Select
“REG — Regular Hours
Worked.”

e Override Rate: Do not enter
anything in this field. Rows
with an Override Rate cannot
be paid.

e Submit: Click to submit your
time.

Submit button is equal to
signing your timesheet and
certifies that you are reporting
compliant and accurate time
worked.

e Confirmation message will
display. Click “OK” to
continue.

Timesheet sample:

Timesheet

Ronald McDonald 100526137

nih Title: St

t Trainee On-Crrps WS
i

Eelect for Instructions

Employee Record Number. 1

View By: | YVEEH ¥| Date: (UE26201 T £ Ratresh

e Previous Wesk

Reportad Hours: 14 50 Hours Scheduled Hours: 1100 Hours
From Menday DE/2E/2017 to Sunday 070272017

Timesheet | |FT7H

Frevinus Joh

14 50 |REG - Regular

Hours Worked =] C5U

Meut Weak ==

The following message will display if your submission was successful:

Timesheet

Submit Confirmation

' The Submit was successful.

Time for the Week of 2017-08-26 to 2017-07-02 is submitted

website.)

result in a delay in your paycheck.

Time must be submitted by 11:59pm on the 1St business
day of the month after the end of the Pay Period. (Be sure
to check the Payroll Calendar posted on the SDSU HR

Failure to submit your time by this deadline may

® Submitted time displays under
“Reported Time Status”.

Reported Time Status

Date Status

06/26/2017 Meeds Approval
OB/27/2017 MNeeds Apprawval
0B/28/2017 Meeds Approval
0B/29/2017 MNeeds Approval

|k
Total Time Reporting Code
4.20 REG

230 REG
4.40 REG
3.60 REG
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12) Comments (optional) may also
be entered into a timesheet by
clicking on the comment cloud Ronald McDonald Employee 1D:
next to the time entered. Job Title:  Stdnt Trainee On-Cmps WS Employee Record Number: 1

= Date Under Report: Date Under Report] 06/26/2017 |

Displays the date on which
you're leaving a comment

Comments
100526137

Perzonalize | Find | View All

Operator id DateTime Created  Source Comment

|('\ﬁ’ campus at a high schoal fair] 1

08/30/2017 . z
1 BY8787808 2-12PM Time Reporting

e Enter notes in the Comment
field and click SAVE.

| Save | Cancel

Click on OK:

Message

Are you sure you want to save the comment(s) entered? (13504,10060)

Once the page is saved, the comments cannot be changed.
Press OK to Save or press Cancel to return to the Comments page without saving.

Cancgl

Reported Time Status [ Fist 4 140f4 b Last
Date Status Total Time Reporting Code Comments
061262017 Neads Approval 420 REG

0812712017 Needs Approval 230 REG b

13) Sign Out

Click on “Sign Out” at the top, right A
corner of the page to exit before closing Lol ST EOES

browser so others will not be able to
access your record.

Reminder: Remember to report your
time on a daily basis.
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Correct Timesheet Data

Time entries that fall into the current pay period can be corrected as needed. Corrections can only be performed

on or before the monthly time entry deadline, and before it is approved by your supervisor/time approver.

Any corrections that need to be made o
timesheet to your approver.

utside of the current pay period must be submitted on a paper

Navigation to Timesheet: Main
Menu = Self Service > Report
Time > Job Name > Timesheet

If you have multiple jobs, choose

i} Reported Time Status - select to hide

Reported Time Status
Select

First ‘& 1-40ofd4

Total Time Reporting Code

_ast

Date Status Comments

500 REG b=

06262017

Meeds Approval

approved, change the time
period to retrieve the period in
which you are making the
change. Click “Refresh.”

Type over existing hours to
make applicable changes.

DO NOT enter zeros to delete
hours. Instead, remove time.
Submit and confirm the change
that you made.

If you have any questions regarding
your timesheet, please contact your
supervisor/approver.

the job that needs to be =i E ?U i _
corrected. B bl i -
(i Needs Approval 360 REG §

e The “Reported Time Status” grid

should show the status of the

time that you wish to correct as

“Needs Approval”.
e If your time has not yet been

Timesheet

Ronald McDonald

b Title

“':“.' ect for Instructons
View By | VVEE j’ “Date:

W | Ratresh

Reported Hours: Scheduled Hours: (100 Hows

From Monday DE/26/2017 to Sunday 0T/02/2017

Timesheet  [FH

Reported Time Status

Saloct Status

Datn

Meeds Approval

Before — correcting time on 6/26 and removing time on 6/28
From Monday 06/26/2017 to Sunday 07/02/2017

Timesheet | |F=5W
Ian Tue Wed  Thu Fri Sat Sun
G/26 B/27 B/28  Br20 G730 kil 72 Total  Time Reporting Code
£.00 230 440 3.60 1820 REG - Regular Hours Warked j

After — corrected time to 4.10 and removed time.
From Monday 06/26/2017 to Sunday 07/02/2017

Timesheet | |50
hon Tue Wyed  Thu Fri Sat Sun
st Biav Ri28 B9 fran T Ti? Total  Time Reporting Code
410 230 3.60 10.00 REG - Regular Hours Woarked j
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