FRESNG
STATE Discevery MONITOR, EDIT & APPROVE
Distinction STUDENT/HOURLY TIME —

Timekeeper

Overview

This business process guide provides department Timekeepers and Managers step-by-step instruction on use of
MYFRESNOSTATE to view, edit, and approve student employee time.

Student employees are to enter their time worked at the end of each business day. As department
Timekeeper, you must approve student assistant time regularly (daily or weekly) via PeopleSoft Reported Time.
You will also be responsible for updating and/or changing chartfields, updating and/or changing “reports to”,
and running the monthly Department Paysheet report to verify hours paid by specific chartfields.
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LOGGING IN

This section shows how to log into MYFRESNOSTATE.

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 Log in
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/?tab=PAPP_GUEST

FRESNGSTATE

Favorites | Main Menu
- -

|Signon

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

FRESN@GSTATE

Discovery. Diversity. Distinction.

QUICK LINKS ¥

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 fo 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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CHANGING REPORTS TO

This section demonstrates how to change the Reports To Manager for Time Approval. Each employee’s Reports To
Manager should be the MPP/Chair responsible for final approval of their time.

The Main Menu displays. Favorites : Main Menu > Time Administration > Time and Labor > Reports To Maintenance
From the Main Menu > Time My Page iiasichianey

Administration > Time and

Labor > Reports to

. Reports To Maintenance
Maintenance

1. Enter Department # Enter any information you have and click Search. Leave fields blank for a list of all values.

2. Search
Find an Existing Value

Limit the number of results to (up to 300); |300
SetlD: =i ¥

Q
Qe

Department: -begins with

Description:  begins with

Location SetlD: begins with

|

|

_ |
Company: begins with v|
-.|
Location Code: begins with v|

a
Q
[[Icase Sensitive

Search @CIear |Elasic Search [E] Save Search Criteria

Favorites Main Menu > Time Adnlinls‘tration > Time anvd Labor > Reports To Maintenance

3. Enter the Effective Date
4. Enter the Reports To
Position Number.

My Page Workflow

Reports To Maintenance

5. Click “Save” 30205 - Construction Management
Show: All Faculty Management Staf TA/GA Student

omize | Find | E'l First Il 4 o 1 B Last
o

ports To

101010100 Smith, Susan 2 00205975 Stdnt Tmee,On-Cmps Wrk Stdy | [5 [00004465 O

& C

& save | £\ Return to Search
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REVIEW AND APPROVE TIME (Timekeeper)

This section demonstrates how to review and approve reported time for both student and hourly employees.

The Main Menu displays.
From the Main Menu, click
Time Administration > Time
and Labor > Review Reported
Time.

The Timesheet Summary
page will display.

1. Enter criteria. You may enter
by:

a. Department number,
which will bring up all
student employees.

b. individual employees
by using EmplID, Last
Name, First Name,

c. GroupID.

2. Click “Get Employees”

Note: You may view the
employee population by:

3. “All Time Before” Date, by
“Week”, or by “Day”. You
may approve all student
employees’ time at once by
clicking “Select All”, followed
by “Approve Selected”.

NOTE: This will only display
employees who have reported
time NOT APPROVED. For full
listing, run

DEPARTMENT PAYSHEET
REPORT
(See pages 12 and 13).

Favorites © Main Menu » Time Administration

My Page Workflow

Main Menu = Time Administration =

_ Time and Labor
Time and Labar.

C 5U HR Student Process
—liSearch for students, hire students, add concurrent jobs, perform pay rate changes and terminate students.

E" Review Reported Time
Review reported time and task details for a day, week, or time period.

My Page Workflow

Approve Reported Time

Timesheet Summary
Empl ID ===
Empl Recd Mbr
Last Name
Business Unit
Department

|
-
|
|
Job Cade [
|
|

Reports To Position Mumber

Clear Selection Criteria | Save Selection Criteria Get Employees

i)

View Instructions
Show Schedule Information

ViewBy: AllTime Before ~  Date: |05/31/2013 [5] | @ Refresh |
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If a detailed review of
individual(s) student employee
R . Reported Hours:  79.0 Hours Scheduled Hours: 0.0 Hours Next Employee ==
timesheet is necessary, then
click on the individual’s name,
i heolwins il oo | R NN
111 116 "7 1118 1113 1115 1117
4. You may approve or deny o o Bo o o
submitted time by day (see S| ubmit |
arrows). 0 Reported Time Status - select to hide
Reported Time Status 1T Fiest B0 116 0r 16 B Last
Note: Comments may be made Daste  saws | TotalTimcReporting Code [Comments |
for specific transactions (either | ™Y 10212012 Necos Approval SIS et
b t d t b T k &l 111012012 Meeds Approval 7.0 REG Q
y stUaent or y ime eeper)' [l 11/05/2012 Needs Approval 3.0 REG O
If comments are made, the T 41062012  Meeds Approval 8.0 REG .
comment “bubble” on the ] 11072012 Needs Approval 20 REG ®
right will look like this: &l 11/08/2012 Needs Approval 7.0 REG -
[ 11132012 MNeeds Approval 8.0 REG O
] 11442012 Needs Approval 20 REG ¢ 3
F 11152012 Meeds Approval 7.0 REG Q
] 1119/2012 Needs Approval 3.0 REG O
[F 1112002012 Needs Approval 8.0 REG Q
] 110212012 Meeds Approval 2.0 REG Q
F 11/26/2012 Meeds Approval 3.0 REG Q
] 1112712012 Meeds Approval 8.0 REG Q
] 11282012 Needs Approval 2.0 REG ®
&l 1112912012 Meeds Approval 7.0 REG Q
Select All E‘ Deselect All Approve Selected Deny Selected
o Reported Hours Summary - select to view ' '
Balances - select to viev
€ Balances - select to view OR
Once time is approved, you
will receive the following
confirmation message.
Timesheet
Approve Confirmation
‘/ The Approve was successful.
Fresno State Human Resources Monitor, Edit, & Approve Student Time
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ADD, DELETE, OR CHANGE TIME

This section demonstrates how to add, delete, or change the time of your employees after they have submitted their
hours. Your student employees do not have access to correct their time entry mistakes after they submit their hours.
All corrected time will be available for approval immediately. Note: Students will not be allowed to enter over 8 hours
worked per day.

Favorites : Main Menu > Time Adnjnlstmtion > Time anvd Labor > Review Reported Time

Navigate to Timesheet

My Page Workflow
Search for and select the O amrinsiudions
employee that needs time
correction. ViewBy: TimePeriod v  spate. |05/01/2013 [ (2 Refresh | == Previous Time Period Mext Time Period ==
Reported Hours:  67.2 Hours Scheduled Hours: 0.0 Hours == Previous Employee Mext Employee ==
1. Enter the corrected total From Wednesday 05/01/2013 to Thursday 05/30/2013
hours worked that day.
Select REG - Regular
Hours Worked from the
Time Reporting Code Save for Later ] Submit @
dropdown‘ menu. The i ] Reported Time Status - select to hide
student will aut_omatilca_lly T p—— I e W i Wl
be sent an email notifying Date Status Total [Time Reporting Code Comments
them of the change. 05/01/2013 Approved 40 REG »
4 = 05/02/2013 Meeds Approval 26 REG @
2. Click the “Submit” button 05/03/2013 Approved 5.0 REG =
05/06/2013 Approved 50 REG &
3. Click on the “comments 05/08/2013 Approved 40 REG 2
bubble” and add 05/09/2013 Approved 24 REG Q
comments regarding the 05/10/2013 Approved 5.0 REG -
05M3/2013 Approved 50 REG Q
change
05/15/2013 Approved 4.0 REG Q
4. Select the day to approve 05M6/2013 Appraved 24 REG &
. 3 05/17/2013 Approved 5.0 REG 2
5. Click the “Approve 0512012013 Approved 5.0 REG >
”
Selected” button. 05/22/2013 Approved 4.0 REG )
05/23/2013 Approved 24 REG Q
05/24/2013 Approved 5.0 REG Q
05/29/2013 Approved 40 REG o
05/30/2013 Approved 2.4 REG o
@ Select Al [LI:J Deselect Al Approve Selected @ Deny Selected ]
i ] Reported Hours Summary - select to view
0 Balances - select to view
Click “Approve Selected”
Once you have approved
changes, you will receive a e eshaat
confirmation notice. Appl’OVE Confirmation
V The Approve was successful.
oK
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APPROVE TIME REPORTED USING WEB CLOCK

(POLICE AND PUBLIC SAFETY)

This section demonstrates how the timekeeper for Police and Public Safety will approve reportable time of their
employees once punch time has been entered by the student employees. The Timekeeper may change Activity
and should have previously reviewed the Department Paysheet Report to view total time paid to specific

Chartfields.

Main Menu > Time
Administration > Time and
Labor > Review Reported Time

1. Enter department
number.

2. Ifall employees time is
correct, click “Select
All”. This will put a
check mark next to all
employees’ names.

3. Click “Approve
Selected”. This will
approve all employees.

Favorites ! Main Menu > Time Administration > Time and Labor > Review Reported Time

My Page Workflow

Approve Reported Time

Timesheet Summary

~* Employee Selection Critena

Empl ID I
Empl Red Nor [ e
Last Name Iio\
Business Unit [ e
Job Code I -
Department [ & @
Reports To Position Mumber Iio\
Position Number qu
Clear Selection Criteria Save Selection Criteria Get Employees |

o‘ufiew Instructions
Show Schedule Information

View By: All Time Befare IE‘ Date: 10/2242013 E‘j f' Refrazh
Include Absence
View By: All Timq Befare E[ Date: 100232012 E‘j f;Refresh

Include Absence

, Time Needing Approval Before 10/23/2013
Job Ilnu rs to be Departme:
Description roved Ilhr Des=criptio

Smith, Jason Student Asst 243 101010101 0 1870 43425 Police
D lones, Bree Student Asst 26.4 102020202 0 1870 43425 Police
[ e Student Asst 265 103030303 01870 43425 Police

Selel:t.&ll@ Deselect All

Approve Selects Deny Selected
3
Report Time

Manager Self Senvice
Time Management

Fresno State Human Resources
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If correct, click “OK”. You will
receive a confirmation message
once this has been completed.

4. |If you would like to view
an individual employee’s
time, you may click on
that employee’s name
and view their timesheet.

Are you sure you wantto approve the time selected? (13504, 2500)

Once the page is saved, the time cannot be "Unapproved”
Press OK to Approve or press Cancel to not save the approval.

OK | Cancel

ViewBy: | 4 Time Before [~] Date: 102312013 [5) (@ Rehesh)

["linclude Absence

, Time Needing Approval Before 10/23/2013

Dep
-

Smith, Jason Student Asst 243 101010101 0 1870 43425 FPalice
Jones, Bree Student Asst 26.4 102020202 0 1870 43425 Palice
Alvarez, Jose Student Asst 26.5 1p3030303 0 1870 43425 FPolice

Select All (m] Deselect All

Approve Selected | Deny Selected

Report Time
Manager Self Service
Time Management

MNext Employee »>
Reported Hours: 21.4 Hours Scheduled Hours: 0.0 Hours Show all Punch Tvpes

From 10031/2012 to 11/29/2012

- Day Date Status . Punch Total |Taskgroup | Time Zone TL Project
| GO wed 1031 New | [ [FR_PUBSFTY I [PST a | e Q1001 =
7T QO M New | [ [FR_PuBSFTY O PST Q| aQ Q 11 =
O M 12 New | [ [FR_PUBSFTY O PST q | Q o 12 =
OO et H1B New | [ [FR_PuBsFTY/q PPST a | a Q 13 =
[l ¢ sun 114 New | [ [FR_PussFTYiq PPsT Q| Qa Q 1 =
O ¢ mon 115 New | [ [FR_PUBSFTY /O PST o [ a Q15 =
| O Tue 16 New | [ [FR_PuBsFTY iy PPsT Q| aQ Q 16 =]

] O wea 17 New | [ [FR_puBsFTY 0 PPsT Q| Q Q 1 =

| O ™ 118 New | [ [FR_PUBSFTY ' PST Q| a Q 1 =l
Fl O FfR 118 :"::riial [11:040140 [ 6:04:42PH 7.0 [FR_PUBSFTY ¢ PST Q| Q) ADMIN (PD) Q 19 =
Fl (¢ sst 1110 :;pr'::@i [ 11:01:4580 [ 4:5850PM 59 FR_PUBSFTYQ PST q Q) ADMIN (PD) Q110 =
O sun 111 New | [ [Fr_PuBsFTY | PPsT Q| a [ Q 1m =]
T1G) Mon 1112 New | | [FR_PUBSFTY ¢ PST Q| & Q 112 =
7 O Twee 1113 nNew | [ [Fr_PuBSFTY (q PPsT o | a [ Q 1113 =
Fl @ wed 1114 :"::r':a [ 135420 | 50 FR_PUBSFTY O PST © SAVEMARTCTR (4 ADWIN (PD) Qe [
0 @ :‘:;:fal [ [ 5:3552PM [FrR_PuBSFTYIQ PPST a @ ADMIN (PD) Q1 G
0O ¢ ™u 1115 m [ 953424 [ 33 FR_PUBSFTY | [PST Q [FOOTBALL G JADMIN (PD) Q 1ns =
] ?::r:ial [ [ 115:18PM [Fr_PuBsFTY/q PsT Q| @ JADMIN (PD) Q 115 =l
O R e New [ IFrR PuBsSFTYIcy [PST al [¢] o 118 =1+
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ADD, DELETE, OR CHANGE TIME USING WEB CLOCK
(POLICE AND PUBLIC SAFETY)
This section demonstrates how the timekeeper for Police and Public Safety will approve reportable time of their
employees once punch time has been entered by the student employees. The Timekeeper may change Activity
and should have previously reviewed the Department Paysheet Report to view total time paid to specific

Chartfields.

Main Menu > Time

Administration > Time and
Labor > Review Reported Time

1. Enter department

number.

Favorites : Main Menu > Time Administration > Time and Labor > Review Reported Time

My Page Workflow

Approve Reported Time

Timesheet Summary

* Employee Selection Criteria

Dezcription

Empl ID

Empl Rcd Mbr

Last Name

Business Unit

Job Code

Department

Reports To Position Mumber

Position Mumber

a(1)
[
Q

Clear Selection Criteria

Save Selection Criteria

Get Employees

o"v"i ew Instructions

ViewBy: [ allTime Before [+] Date: [10/23:2013 5 (& HRefresh)

Include Absence

Show Schedule Information

Fresno State Human Resources
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APPROVE TIME REPORTED USING USING TIMETRAK

(LIBRARY)

This section demonstrates how the timekeeper for Police and Public Safety will approve reportable time of their
employees once punch time has been entered by the student employees. The Timekeeper may change Activity
and should have previously reviewed the Department Paysheet Report to view total time paid to specific

Chartfields.

Main Menu > Time

Administration > Time and
Labor > Review Reported Time

1. Enter department

number.

My Page Workflow

Approve Reported Time

Timesheet Summary

Description

Empl ID

Empl Rcd Nbr

Last Mame

Business Unit

Job Code

Department

Reports To Position Mumber

Posgition Number

Favorites | Main Menu > Time Administration > Time and Labor > Review Reported Time

~ Employee Selection Criteria

[ o
[
[
[
I
I - @
[
[ a

Clear Selection Criteria

Save Selection Criteria

Get Employees

o"v"i ew Instructions

ViewBy: ||| Time Before [=] Date: [10/232013 [ (©Retresh |

Include Absence

Show Schedule Information
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ADD, CHANGE, OR DELETE USING TIMETRAK

(LIBRARY)

This section demonstrates how the timekeeper for Police and Public Safety will approve reportable time of their
employees once punch time has been entered by the student employees. The Timekeeper may change Activity
and should have previously reviewed the Department Paysheet Report to view total time paid to specific

Chartfields.

Main Menu > Time

Administration > Time and
Labor > Review Reported Time

1. Enter department

number.

My Page Workflow

Approve Reported Time

Timesheet Summary

Description

Empl ID

Empl Rcd Nbr

Last Mame

Business Unit

Job Code

Department

Reports To Position Mumber

Posgition Number

Favorites | Main Menu > Time Administration > Time and Labor > Review Reported Time

~ Employee Selection Criteria

[ o
[
[
[
I
I - @
[
[ a

Clear Selection Criteria

Save Selection Criteria

Get Employees

o"v"i ew Instructions

ViewBy: ||| Time Before [=] Date: [10/232013 [ (©Retresh |

Include Absence

Show Schedule Information
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DEPARTMENT PAY PERIOD REPORT

The Department Pay Period Report replaces the Department Paysheet Report. This report may be run multiple times
per month to monitor which employees have time outstanding that needs to be reviewed and approved. This report
will also give work study balances for students under the work study program.

To Print the Department pay Fa\fovr'rtes MainvMenu »  Time Adrginistration > Time Ellld Labor » Department Pay Period Report
Period Report, use the following MvPoce  HeinEie

path: Time Administration > Time

and Labor > Department Pay

H Run Control ID: HR. Report Manager Process Maonitor Run
Period Report
Language: English  [+]
1. You may sort the report by “Business Unit:  [FRSNO|(,

staff, hourly and student et [Hech & @
employees Both Students & Hourly

Students
2. Enter Department Number Department: 43426 S ko anc Onsanas @
OR
Employee ID:
3. Enter the Pay Period you would Time Period for Report
like to view.
*Pay Period: 10/01/2013 - 10/20/2013  [=]
4. Update display
& save | E\Return to Search | +ElPrevious in List | +[E| Next in List | =] notify | Eradd | AEupdate/Display

Department Pay Period Report

Run Control ID: HR Report Manager  Process Monitor Run
Language: English  [+]

*Business Unit: FRSMO G

*Employee Type: Hourly IZ|

Employee Selection

Department: 43426 @, Parking - Traffic Operations
OR

Employee ID:

Time Period for Report
*Pay Period: [10/01/2013 - 1013012013 [+] ( 3)

07/01/2012 - 07/31/2012
08/01/2012 - 08/30/2012
08/31/2012 - 09/30/2012
B save | L\Return to Seal 10/01/2012 - 10/30/2012 et in List | =] Motify | Eradd | 4EUpdate/Display |
103112012 - 1142012012
1113002012 - 1213112012
01/01/2013 - 01/30/2013
01/31/2013 - 02/28/2013
02/01/2013 - 03/31/2013
04/01/2013 - 04/30/2013
05/01/2013 - 05/30/2013
05/31/2013 - 06/30/2013
07/01/2013 - 07/30/2013
07/31/2013 - 08/29/2013
08/30/2013 - 09/30/2013

10/0172013 - 10/30£2013

Fresno State Human Resources Monitor, Edit, & Approve Student Time
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The Department Pay Period Report is shown below. The example shows the report split in half due to space

limitations

A B C D E F G H
1 Department Pay Period Report
2 122013 - 1193002013
3 45435 Human Resources - Report Type Both Students & Hourly As OF T
4 Name Emplid Rod# Deptid Department Mame Jobcode | Position Position Description
5 Abell Jordan 101010101 0745435 Human Resources B70 (435206 Student Assistant
& |Smithsen, Kelli 101010102 275435 Human Resources &0 "DO004545 Hourly Employee
7 | Miller, lames 101010103 0 "35435 Human Resources F 870 0435806 Student Assistant
J K E W M ) P Q R 5 T
OO = O R OI==0) ® O
Rptd Payable | Payabl Remaining
Needs Rprd Neads -] Total Est. Work Study
Activity TRC Apprul Appred Apprvl | Apprd | Hours Rate Gross Reponts To Distribution Information 4
REG 14 0 0 0 14 B.25 115.5 Jones, Roberta 100%: 90000-45435-00000-601981 0
REG 0 0 0 0 D 15 0 lones, Roberta 100%: 90000-45435-00000-601961 0
REG 30 1] o o 30 9 270 Brandt, Karl 100%: 90000-45435-00000-601981 ]

1. Reported Needs Approved: Shows Employees Reported Time
Reported Approved: Shows Time already approved by Time Keeper

Payable Needs Approval: Time waiting for MPP/Chair approval

Payable Approved: Time already approved by MPP/Chair

3. Rate: Hourly rate of pay
Estimated Gross: Amount of check before taxes

5. Reports to: Reports to Manager

6. Distribution Information: Chartfield being charged

7. Remaining Work Study $: Amount of work study award remaining (if any).

Fresno State Human Resources

User Guide
Updated 10/01/2013

Monitor, Edit, & Approve Student Time

13



