FRESNG |
STATE &2

Overview

This user’s guide provides hourly employees step-by-step instruction on how to use my.fresnostate.edu to enter
time worked. You should enter time each day that you work. Your supervisor will monitor your time throughout
the month and must be able to see the hours as you accumulate them. (Do not enter time on Fresno State
holidays unless your supervisor has given you approval.)

Check with your supervisor for special instructions on time entry for your department. Also, some pay periods
overlap a new month. View the appropriate Pay Period Calendar on the Calendars page
(http://www.fresnostate.edu/adminserv/hr/payroll/news/calendars.html) for more information.
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LOGGING IN

This section shows how to log into your MyFresnoState portal.

The MYFRESNOSTATE
homepage displays.

1. Goto MyFRESNOSTATE
(http://my.fresnostate.edu/).

2. Click the MyFRESNO
STATE SIGN IN
button.

The Oracle PeopleSoft
Enterprise Sign In page
displays.

3. Enter your Fresno State ID
and Password.

4. Click the “Sign In”
button.

Note: If you have difficulty
logging in, contact the Help
Desk at 278-5000

& https://my.fresnostate.edu/psp/mfs/EMPLOYEE/EMPL/h/7tab=PAPP_GUEST

FRESNGSTATE

Favorites | Main Menu
- -

| Signon

New User? Get an account now!

Need Help? Click here for My Help

My Menu

[» Future Students & Alumni
[> Apply for Admission

[» Class Schedule

— Continuing & Global Ed Courses
— View University Catalog

Campus Links

Campus Directory
Campus Calendars
Campus Maps

FRESN@&STATE

Discovery. Diversity. Distinction.

Campus Login Services

IMPORTANT SECURITY NOTIFICATION

Fresno State will never ask you to confirm or verify your email account by providing your password via email. Do Not Respond To Requests that ask you to
reply to an email or to click on a link to non-campus affiliated Web sites to confirm or verify your account by providing your password. These requests are
called phishing scams. Do Not Respond To Requests even if they appear to come from an email address ending with "csufresno_edu” or fresnostate edu. If you
think you have provided your password or other personal information in response to a phishing scam, contact the Help Desk immediately at 278-7000 for
staffffaculty and 278-5000 for students.

Username:

Password:
(I forgot my password)

Need an Account?

Faculty and Staff: Request your Fresno State email account now to gain access to email. calendaring. My Fresno State, Blackboard. free campus
Wi-Fi access, and services only available to employees. Once you have your employee account, you can optionally sign up for a Google Apps
account here.

Students: Create your Fresno State student account now 1o gain access to Google Apps. email. your My Fresno State class schedule and
registration site, BlackBoard online classes, free campus Wi-Fi access, and other services available to Fresno State students. Once you create
your account. you'll login to your email at http://googleapps.fresnostate.edu.

You can also set up mobile access to your Google Apps at Fresno State account.
Having Trouble?

Get online help with Google Apps and other topics through the Help Center, or call the Help Desk.
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MINUTE CONVERSION CHART

Please use the following chart to properly enter fractions of an hour worked.

Item 621 - Conversion Chart

Fractions of hours reported for
regular time worked are always

Minutes Tenths | Hundredths

Minutes | Tenths Hundredths

reported in hundredths.

Example: 1 hour 22 minutes
would be reported on your
timesheet as: 1.37 hours.
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ENTERING TIME

This section shows how to enter time worked.

The Main Menu displays.

1. From the Main Menu,
click “Employee Self

Service”.

The Employee Self
Service page displays.

2. Continue navigating:

Time Reporting >
Timesheet.

My Menu

[» Employee Self Senice
[ Btudent Self Service

[» eRecruit

[» Reporting Tools

— Blackboard

— BulldogLink
— Student Clubs & Organizations

— GradesFirst-Academics

— Access Google Apps/Mail
b Chanqg My Password

Campus Links

Campus Directory
Campus Calendars
Campus Maps

Favorites | Main Menu > Employee Self Service

Main Menu =

e —

[ Time Reporting
|=| Complete and Submit -
25| Employee Self Service

Self service pages for employees to view and update informatic

E" Complete and Submit [-9 Form
Complete and submit an electronic based -9 Form.

lob listings and career rmanagement systern. l
(=] [X]

[Z] Timesheet

[Z] Tirme and Labor Launch Pad
[Z] Payable Time Summary

|5] Payable Time Detai

:_'| My Work Study Award Usage
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If you have only one job,
you will be taken
immediately to the
timesheet.

If you have multiple jobs,
they will all display.

NOTE: Verify the following
to ensure you have
selected the correct job:

e Department Name
e Job Title
e Empl Rcd Nbr

Timesheet will display:

1. Select time period using
the “View By” dropdown
menu. View shown is
“week".

2. Enter hours worked
each day (Adjacent
view shows a partial
month’s calendar).

3. After time is entered,
Click “Submit”.

4. Once you click
“Submit” you will see
your hours under
Reported Time Status
awaiting approval by
your supervisor.

NOTE: This example shows

Status as “Needs Approval”.

Once the Department

Timekeeper has approved

Your time, it will show as

“Approved”.

Report Time

Timesheet

Wiew Instructions
Frances Linda Rios-Ramirez

LDepartmeni Description
’7 Red ”hr’[lert— Department Description

Admissions Recds &

Customize | Find | El

Athletic Cerifcation Cert 0 62431 St

Casual Worker 1 64506 Office of Testing Services

Self Service

Time Reporing
Favorites | Main Menu > Employee Self Service > Time Reporting > Timesheet

My Page Workflow
Timesheet

Employee IO 101010100
JobTitle:  Hrly IntrpryRItmecap/Catscrbr Employee Record Number: 4

Selact for Instructions

05/31/2013 |[5] (2 Refresh |

Reported Hours:  101.0 Hours Scheduled Hours:  168.0 Hours

From Friday 05/31/2013 to Sunday 06/30/2013

View By: TimePeriod ~  spate: <= Previous Time Period MNext Time Perigd ==

g0 |85 g0 g0 |55

Li ] Reported Time Status - select to hide

Reported Time Status I First Bl 443 0713 B Last
[ststus | Total[TimeReportinaCode  |Comments

05/31/2013 Needs Approval 8.0 .

06/03/2013 Needs Approval 8.0 o

06/04/2013 Meeds Approval 8.0 O

06/05/2013 Meeds Approval @ 8.0 Q

06/06/2013 Meeds Approval 6.5 Q

06/07/2013 Meeds Approval 8.0 Q

06M0/2013 Needs Approval 8.0 ®

06/M1/2013 Needs Approval 8.0 o

06M2/2013 Needs Approval 8.0 {2

06M3/2013 Meeds Approval 6.5 O

06M4/2013 Meeds Approval 8.0 O

06M7/2013 Meeds Approval 8.0 Q

061812013 Meeds Approval 8.0 Q

0 Reported Hours Summary - select to view

i ] Balances - select to view

@ Submit |
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This example shows the
latter half of the month.
5. Please be sure that task
group is always:
“REG- Regular Hours

Worked”
6. Task Group should be | 538 | | | 101.0 REG-Regular Hours Worked ~ [FR_MAIN G [=]
“FR_MAIN”

The task group will always
default, do not change the
default value.

NOTE: If you have not filled
out the online Form 1-9, and
completed new hire
paperwork with human
resources, you will not be
able to enter any time
worked.

Enter time each day you work.
Do not wait until the end of the

month.
The Submit Confirmation Timesheet
page displays. . .
Submit Confirmation
13. Click OK.
“ The Submitwas successful.
Time forthe Week of 2012-02-20 to 2012-02-26 is submitted
Fresno State Human Resources Time Entry - Hourly Employees
User Guide
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PRINT TIMESHEET

All hourly employees have the ability to print a timesheet.

Timesheet may be printed by

clicking the “Print Timesheet”

link.

Adjacent is the view of a printed

timesheet.

Favovr'rtengainvMenu & EmployeegelfService > Time Rgporting »  Timesheet

My Page Workflow
Timesheet
Employee ID: 104104104
Job Title: Employee Record Mumber: 1
View By: VWeek ~  spate: (053112013 [5] (2 Retrech | == Previous Week Mext Week ==
Reported Hours:  15.0 Hours Scheduled Hours: 0.0 Hours Previous Job

E_-Eﬂ--_—--

(i ] Reported Time Status - select to hide

Reported Time Status | ] First 4] 1-30f3 o Last
06/04/2013 Meeds Approval 5.0 REG

06/05/2013 Meeds Approval 5.0 REG O

06/06/2013 Meeds Approval 5.0 REG O

(i ] Reported Hours Summary - select to view

(i ] Balances - select to view

Return to Select.Job

Print Timesheet b

Self Senice
Time Reporting
FRESN@GSTATE = Discovery. Diversity. Distinction.
Timesheet
Employee Id: 104104401
Rate of pay: 8.00 Employee Record Number: 0

From Friday 05/31/2013 To Sunday 06/30/2013

Number of Hours

Date Status Report Code Worked
06/03/2013 Needs Approval Regular Hours Worked 6.00
06/04/2013 Needs Approval Regular Hours Worked 6.00
06/05/2013 Needs Approval Regular Hours Worked 4.00
06/11/2013 Needs Approval Regular Hours Worked 6.00
06/12/2013 Needs Approval Regular Hours Worked 6.00
06/13/2013 Needs Approval Regular Hours Worked 4.00
06/19/2013 Needs Approval Regular Hours Worked 6.00
06/20/2013 Needs Approval Regular Hours Worked 6.00
06/21/2013 Needs Approval Regular Hours Worked 4.00

Total Hours
Worked
48.00
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COMMENTS

There are occasions when you must enter a comment in addition to your daily hours. Examples: Making changes

to already approved time, any reason for change to normal work hours (late, making up time, covering hours for
someone).

Comments may be added by
Clicking on the comments
“bubble”.

1. Click on “bubble”. el i

240 | REG - Regular Hows Worker [w]

—— [T

12042012 Heeds dpproval s0RES e}
12082012 Hesds approval s0REs o
12062012 Heeds dpproval s0RES e}
12072012 Heeds approval 40 REG o

2. Enter comments in the
Comment section.

Comments

3. Click “Save”. Employee ID:

4. Your comments will be JobTitle:  Student Asst Employee Recard Number: 0
added, and you will see
lines in the comments

bbbl o B o |

1 12/05/2012
8134AM

Date Under Report:  12/04/2012

customize | Find | View Al 88 First Bl 4 or 4 Il Laat

Entered time as 3 hours, should have been 5 hours. Corrected|
Time Reporting

Save Cancel
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ABSENSE ELIGBLE EMPLOYEES-ENTERING ABSENSES/VACATION

This section demonstrates for ABSENSE ELIGBLE EMPLOYEES how to use Absence Management to enter absences
(vacation, sick time, etc.).

The Main Menu displays.

1. From the Main Menu, Report Time
click Employee Self Report your time and request planned overtime and absences.
Service. =] Timezheet

=] Report and View Absences €

2. Continue navigating:
Report Time > Report
and View Absences

NOTE: Your department
supervisor can assist you
with any questions
pertaining to entering
absences into the Absence
Management system.

Fresno State Human Resources Time Entry - Hourly Employees
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VIEW PREVIOUSLY ENTERED and PAID TIME

This section demonstrates how to use the Time and Labor Launch pad to view time entered by month.

The Main Menu displays.

1. From the Main
Menu, click Employee
Self Service.

Main Menu = Self Service = Time Reporting =

ﬁ View Time

2. Continue navigating: : : :
. . View vour schedules, forecasted, payable and comp time, exceplions and more.

Time Reporting >

View Time > Time and ==—1 Time and Labor Launch Pad

Labor Launch Pad iew a summary of vour reported time and access other tranzactions.

Fresno State Human Resources Time Entry - Hourly Employees
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The Time and Labor
Launch Pad displays,
showing the current
month.

Note: If you have multiple
active jobs, a Job Title:
dropdown menu will
display.

3. Tochange the time
period, use the
dropdown menus, and
then click the View
button.

e Reported Hours:
time submitted

e Payable Hours: time
that has been
approved

4. Click linked dates for
more information about
the time (see
following).

Note: The legend at the
bottom explains the values
that appear in the
calendar.

A Date Details box (from
above screenshot)
displays.

5. Click the linked date.

Favortes : Main Menu > Employee Self Service > Time Reporting > Time and Labor Launch Pad

My Page Workflow

Time and Labor Launch Pad

Employee ID:
Job Title:  Student Asst -
May 2013 05 - May * 2013 ~ Reported Hours -
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
5 6 7 8 9 10 14
3.50
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31
Memoarial D
Forecast Payable Time Previous Month | Mext Month

Links:
Self Service
Time Reporing

- Go

Legend

X Exception

Reported Punched Time
Reported Elapsed Time
Payable Time
Forecasted Payable Time

== B A I s B - |

Recommended Attendance Actions
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Details about reported

02/07/2012

Details for:

time displays. Student Name Employee ID: 999999999
Job Title:
e |f Status is blank, then
. . Reported Elapsed Time
the time is not
Quanti Type Time Reporting Code
approvable by YOUI' 3.500000 Hours Regular Hours Waorked
supervisor.
e [f Status is Needs Exceptions
Approval, your Exception ID |Description Status Severity Resolved by
supervisor needs to
approve time. Payable Time
e |f Status is Approved, Type m%mm Status Reason Code w L::{iﬂ Diluted Amt
your supervisor 3.500000 Hours REG Approved 38.500000
approved the time.
Return to Calendar
e [f Status is Transmitted

—Sent to PIP,
information has been
sent to the State
Controller’s Office for
processing

Fresno State Human Resources Time Entry - Hourly Employees
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