FRESNG
ST ATE Disocyeey Time Entry — Student Employees
Distinction

Overview

This user’s guide provides student 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 pay period 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.

Pay periods overlap a new month (A day from the previous month may be on the next pay period). View the
appropriate Pay Period Calendar on the Calendars page on the Payroll Website for additional information
(http://www.fresnostate.edu/adminserv/hr/payroll/news/calendars.html) .
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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:/

FRESNGSTATE

Favorites @ Main Menu
v -

my.fresnostate.edu/psp/mfs/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST

|Signon
[R—
sign i

Mew User? Get an account now!

Meed 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

FRESNGSTATE

Discovery. Diversity. Distinction.

Campus Login Services

IMPORTANT SECURITY NOTIFICATION

QUICK LINKS v

Fresno State will never ask you to confirm or verify your email account by providing your password via email. Do Mot 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 oplionally sign up for a Google Apps

account here.

Students: Create your Fresno State student account now fo 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
reported in tenths. 01 31

Example: 1 hour 22 minutes
would be reported on your
timesheet as: 1.4 hours.

11 41
13 43
15 45
17 47
19 49
21 51
23 53

25 =4
27 57
29

|
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ENTERING TIME

This section shows how to enter time worked.

The Main Menu displays. My Menu
. [» Employee Self Senice
1. From the Main Menu, [ Student Self Service
click “Employee Self [ eRecruit
« » [ Repaorting Tools
Service”. — Blackboard
— Bulldoglink

— Btudent Clubs & Organizations
— GradesFirst-Academics

— Access Google Apps/Mail

— Change My Password

Job listings and career rnanagement systern. l

Campus Links (=] ]

Campus Directory
Campus Calendars
Campus Maps

Favorites | Main Menu > Employee Self Service

(1 Time Reporting =
|Z] complete and Submit 1-0 =] Timesheet

Employee Self Service L| Time and Labor Launch Pad
=l _| Payable Time Summary

Self service pages for employees to view and update informatic |_-| Payable Time Detai

2. Continue navigating: . ; =
. g & = Complete and Submit 1-9 Form [5] My Work Study Award Usage
Time Reporting > Complete and submit an electronic based -9 Form.

Main Menu =

The Employee Self
Service page displays.

Timesheet.
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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. Be
careful to select the correct
job/record number when
reporting time. Verify the
following to ensure you have
selected the correct job:

e Department Name
Job Title
e Empl Rcd Nbr

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.

The Timesheet page
displays. You may need to
scroll to the right to see the
entire timesheet.

1. Enter daily time

2. Besure Time Reporting
Code is “REG”

3. Click submit button once
time is entered.

NOTE: The example shows
a split screen so that you
may see the entire month’s
payperiod. When viewing
screen in your self service,
scroll to right to view the
entire payperiod.

Select Job Title

Grace Greyson

Please seled the appropriate job from the list Delow.

:b:;-drlmtﬂj;

Rod Mbr | Department 1D Comp Rate

Educational Opportunity Prgram

Police
Human Resources

Timesheel
Enpiaies O
FEERE

- T BT L Empivies Retond amscer 3

Wiew By
Beporied Homre: 2 S

T Penca =] "Dete: 11000000 H fwn == Prinsaia Tirme Paics Lt iy Ppriong ==

Scheduled Howrx (0 kit

Lo Taw el T Fri e Sy on Ll Wl T
1. Lro il 1w 12 LE LIS e r Lio L L 1

=_T]a

B LS ST I e

0 Baigrcnd - feielis diem

Fod o T W T il L Tan L] Tem Wed Thm Fr ) Twn
1% AT 13 1 1 LEorg ) T 1673 13534 1253 15 1 1 1= 19 Totsl

Tz Rpcsr i Crode
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The date will default to the
current pay period.

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

5. Date: Be sure the date is
showing the payperiod
you wish to report time
under.

6. Enter the total hours
worked that day.

7. Select REG - Regular
Hours Worked from the
Time Reporting Code
dropdown menu.

8. This task group will
always default. Do not
change the default value.

9. Click the “Submit”
button.

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

NOTE: Time Reporting Code
should always be set to
“REG-REGULAR HOURS
WORKED”

Fa.-m:l:es H.an!l-enu H En'plcwegel'sfemce

My Page Wk honsy

Timesheet
Job Title:  Stucent 430
i

Eelect fod Ingncticng

&

View By Timg Period =

Reported Howrs: 20 0 Howrs
0.3 1o Senday P0G 3

e Friday 02

“Dabe: | DHIVR0ME [M] P Reirest
Schaduled Howrs: 0.0 Hours

Irreﬂgpnrm;r ¥ Timeshaet

Erplziee I 104104104

Ermployee Record Mumber 1

== Prinigus Time Pencd Mt Time Pecpd »=

Erédous Job

Sat Sun Mom | Twe Wed |Thu

Fri 5 g Mon Tue Wired

(2] T 7 i [T [T ]

SaelorLlater | Suybenit
& Roooded Tims Stabus - select 1o higs

&7 ] i 0 L] (T F]

50 5.0 5.0

DA0L2013 Heeds Approval
DE0SR073 Nowds Approval
DEMER013 MHeads Approval
OEH0R0T3 Meads Approval
0612013 Neads Approval
0EM22013 Meeds Approval

© Eoponed Hours Summan - seleclto vew
i ] Balancas - salect i ew

Retuim bo Salech lob
cont [imashael
Sall Sandcs

Timé Réoading

50 REG £
5.0 REG -]
50 REG £
5.0 REG £
50 REG J
50 REG L

Time Reporting Code

REG - Regular Hours Worked| v‘ZR_MNN =
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The Submit Confirmation
page displays.

Click OK.

Once you have entered and
submitted your hours, your
Time will appear, by date,
under “Reported Time
Status”.

The Reported Time Status
section displays the time
submitted for the period.

1. This example shows
Status as “Needs
Approval” . Once the
Department Timekeeper
has approved your time,
it will show as
“Approved”.

Timesheet
Submit Confirmation

“ The Subhmit was successful.
Time for the Week of 2012-02-20 to 2012-02-26 is submitted

Timesheet
Employee ID:

Job Title:  Student Asst Employee Record Number: 0

oSeIect for Instructions

View By: | TimePeriod 3| *Date: ﬁﬂaﬂmm?—_@ P Refrash |

<< Previous Time Period Mext Time Period ==

Reported Hours: 24,0 Hours Scheduled Hours: 0.0 Hours

From Friday 11/30/2012 to Sunday 12/30/2012

Fri Sat Sun Mon  |Tue Wed (Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
130 1211 122 (123 (1214 125 (126 127 12/8 1219 1210 1211 1212 (1213 1214 1215

[ L[ lfeo Jlo Jfao fleo Jlao I 1[4 [0 i | [
Save for Later | Submit |

) Reported Time Status - select to hide @

Reported Time Status | B First B gsors B Lag

Date Status Total | Time R Code Comments
12/03/2012 Needs Approval 80 REG
12/04/2012 Meeds Approval 40 REG ®
12/05/2012 Needs Approval 40 REG O
12/06/2012 Needs Approval 40 REG ®
12/07/2012 Needs Approval 40 REG O

@ Reported Hours Summary - select to view
® Balances - select to view
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TIME ENTRY FINANCIAL AID WORK STUDY

This section instructs you on time entry for work study students. If you have any questions regarding your work
study assignment or award, please contact the Financial Aid office at (559) 278-2182.

This example shows a
student with both On-
Campus and Off-Campus
Work Study positions. Chose
which assignment you would
like to report time for.

1. Enter time for each day
worked.

2. Click “Submit”.

3. Ifyou are working in an
off-campus work study
position, print time sheet
and submit it to your
supervisor monthly for
approval of your hours.

4. Your supervisor will
forward your timesheet
to the Financial Aid
Department

Fa\rovr'rtes Mainiv'lenu > Employee gerFSer\rice > Time Rgporting »  Timesheet

My Page Workflow

Report Time

Timesheet
i

View Instructions
First Bl 12 or2 B Lot

Customize | Find | =

Department Description Comp Rate

Financial Aid

Student Trainee, On-Campus

Wor 2 62483 Financial Aid 8.000000

Self Service

Time Reporting
Fi

Timesheet

Empiloyee IDr 10a103104

Job Title:  Student Asst Employee Record Mumber, 1

0 lect for in. jong

Viewmy: Week ®  cpate:  (0SBV2013 [ (2Retesh =< PIovipys Wesk Besd Weak =»

Reported Hours: 150 Hours Scheduled Hours: 0.0 Hours Pidnious Job

From Friday

@ 50 [s0 |[50 150 REG-Regular Hours Worked ~ FR_MAN o =] [#
Save for Later | Subrmit | ®
'ﬂ Repared Time Status - seledt o hide

06ME2013 Meeds Approval £.0 REG .
DEMER012 Meeds Approval 5.0 REG -]
'ﬂ Eepored Hours SUnmany - Selec 1o wew

0 Egl;ng"i = SElgct 1D viw

Barburn 80 Select Job

Prnt Timiezheat

Sell Sanidce

Ticri Bporsng
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FINANCIAL AID WORK STUDY BALANCE

This section shows you how to find your work study balance remaining as well as the error message that will appear
should you exceed your work study award balance.

To find your Work Study
Award Balance

1. Main Menu > Self SerVice My Waork Study Award Usage

> Fresno HCM > My Work
Study Award Usage My Work Study Award Usage

Rondaw your work Study Jward usage below, Dy kd year and term

Work Study Aid Year

A Year: 2013

Tarm: Spding 2013

Used Amound includes any hours you have enbered on a imesheaet

Term:  Fall 2012

College Work-Stuoy $190640 190640

Used Amound includes any hours you have entered on a timesheast

i Save Fxﬂmmwmmﬁ L="] bty

Should you Sxcesd your Work

study balance, the following
error message will occur when
you are inputting your hours
worked.

The cost of the reported hours exceeds the work study award by $320.00.
Contact your supervisar. (32001,6)

NOTE: Should you receive
this error message, contact
your supervisor immediately
to ensure you are paid in a
timely manner

Fresno State Human Resources Time Entry - Student Employees
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PRINT TIMESHEET

All student employees have the ability to print a timesheet. Only off-campus Work Study students are required to
print timesheets monthly and provide it to his/her supervisor for signature.

Timesheet may be printed by
clicking the “Print Timesheet”
link.

Adjacent is the view of a printed
timesheet. Note the status is
“Needs Approval”, shows it is
awaiting Timekeeper’s approval.

Favorkes Man Menu > Empioyee Sef Senice > Time Reporting »  Timesheet
My Page Workfiow

Timesheet
Employee IO 104104104
Job Title:  Student Asst Employee Fecord Number. 4
“Mmm
View By Wk v spater  (OS2U2013 [ 2Rk ) == Prenvigys Week Bext Weai »»
Reported Hours: 1510 Hours Schedwled Hours: 0.0 Hours Prindows Job

From Friday 05012013 to Thursday BEOG2013

Sat Sun Mon  (Twe Wed Tha

B B7 B3 L% ) E'5 [ Todtal Timie Reporting Code Tas Kgrowp
[ [ 50 |[s0 [50 150 REG -Regular Hours Worked = [FR_MaN o [=] [+
Save for Later Submit

O Repomea Time Statys - selact o hide

DAMS2013 Heads Approval 50 REG -]
DEMER013 Needs Approval 50 REG L)

Prrind Tirnasshot b

el Jenvce

FRESMN@STATE  Discovery: Diversity Distinction,

Timesheet
Emplovee [d: 104104401
Rate of pay: 8.00 Emplovee Becord Number: 0
From Friday 05/31/2012 To Sunday 06/30/2013
Mumber of Howrs
Date Status Bepont Code Worked
(6032003 Neads Approval Regular Hours Worked 6.00
06042013 MNeeds Approval Fegular Hours Worked 600
06052013 Neads Approval Regular Hours Worked 4.00
(6112013 Neads Approval Regular Hours Worked 6.00
05122013 Needs Approval Regular Hours Worked 6,00
06132013 MNeeds Approval Regular Hours Worked 4.00
061972013 Needs Approval Regular Hours Worked 6.00
06202013 MNeeds Approval Regular Hours Worked 600
06212013 Needs Approval Regular Hours Worked 4.00
Total Howrs
Worked
48.00
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TIME ENTRY USING WEB CLOCK

This section demonstrates how to use the Web Clock enter time daily.

The Main Menu displays.

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

2. Continue navigating:
Time Reporting >
Web Clock

The Web Clock Enter
Punch Screen displays,
showing the current
day.

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

3. You will use the
pulldown tab to choose
to punch “IN” or “OUT”
e Taskgroup shows
Department

e Comments may be
used to submit note
to timekeeper

4. TL Activity is required.
Click the magnifying glass
to the right and it will
provide options.

5. TLProjectis Department
Specific and your
department supervisor
will advise you on its use.

6. Click “Enter Punch” to
clock in or out.

Note: If the TL activity field is

left blank, you will receive an

error message. Add a value
this field.

7. Once Punch has been
submitted, you will
receive a confirmation.

8. Each day worked should
have a punch “IN” and
punch “OUT”

Favorites : Main Menu > f
&L -

Main Menu > Emplovee Self Service =

/ Time Reporting

Report and review your absences.

E Timesheet
Report your time and task details for a time period

E Employee Balance Ingui
Employee Absence Balance Inguiry

E" Time and Labor Launch Pad

View a summary of your reported time and access other transactions.

E My Work Study Award Usage
My Work Study Award Usage.

My Page Workfipw

Web Clock

% Webclock

Report a single punch and associated time and task details.

Graduated Vacation Chart
Graduated Vacation Chart

Enter Punch

Job Tile:  Student Asst

Employes ID

Employes Record Number: §

Enter 8 Punch Type and any relevant task mformation. YWhen firshed, chek e Enter Punch bution

Pumch Type:
Tima Zone In Pacile Time (LS)
Oul
T Rieporting Ekements
Day: Tuesday
Taskgroup Fresno Public Safety
Comiments:
TL Project 4
TL Activity SCoUT 4
Beguesi Ovarime
Solf Sepdce Favorites  Main Menu > Employee gelf Service > Time Reporting > Webclock
Timne Regeting My Page Workflow
Web Clock

Enter Punch

Payable Time Summal

View a summary of your payable time.

Save Confirmation

“ The Save was successful
The following punch has been recorded

Date:
Day:

Punch Time:

Time Zone:

Punch Type:

06/04/2013
Tuesday
7:26:58AM
PST

In

Fresno State Human Resources
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TIME ENTRY USING TIMETRAK

The TimeTrack system is accessed by a swipe card. You will receive a swipe card to swipe in and out for the day.
A Department supervisor will train you on proper use of the TimeTrak system.. This is how your hours worked are
calculated.

Your time will record daily
and the department WIII 2123Abcl02852980 0000057.8 REG 000000000010.650000 1

A . 2123Abcl03167021 O0000052Z.60 REG 000000000009, 600000 1
receive a prlntout Of yOUr 2123A1cl03878343 0000073.70 REG 00000000000%,.350000 1

2123Abcl04313400 0000085.70 REG 000000000008.000000 1

hOUrS Worked' 2123Abcl04359420 0000016.20 REG 000000000005.350000 1
At the end of the month, the
Department timekeeper will
Submit all hours worked to
the Payroll department on
your behalf.
Fresno State Human Resources Time Entry - Student 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.

2. Continue navigating:
Time Reporting >
View Time > Time and
Labor Launch Pad

ﬁ View Time

Main Menu = Self Service = Time Reporting =

View vour schedules, forecasted, payable and comp time, exceplions and more.

=== Time and Labor Launch Pad

—— 1572w a summary of your repored

ime and accezs other tranzactionz.
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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.

Favorites | Main Menu : Employee Sef Service > Time Reporting > Time and Labor Launch Pad
My Pane Workfiow
Time and Labor Launch Pad
Employee ID
JobTitly:  Student 4551 T
May 2013 05 - Way = 2013 = ReporiedHours - EI
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 | 4
e e— : :
5 L] 7 8 9 104 "
3.50
12 13 14 15 16| 17| 18
18 20 21 2 23 24| 25
26| a7 28 23 30 31
|| Memarial D
Farecast Payable Time Pravious Month | Mt Manth
Links: Go ]
Solf Sendce
Time Repoding

X Exceéplion

Reported Punched Time
Reported Elapsed Time
Payable Time
Forecasted Payable Tirma

D Memo

Recommended Atendance Actions

3.50
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Details about reported

02/07/2012

Details for:

time displays. Student Name Employee ID: 999999999
Job Title:  Student Assistant
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
SUpEI’ViSOI’ 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
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