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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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APPROVE TIME (Timekeeper)

This section shows how to enter time worked.

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
- -

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

|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@&STATE

Discovery. Diversity. Distinction.

Campus Login Services

IMPORTANT SECURITY NOTIFICATION

QUICK LINKS ¥

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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The Main Menu displays.

5. From the Main Menu, -
click Time
Administration > Time
and Labor > Review
Reported Time.

The Timekeeper
Review Reported Time
will show.

avorites :
-

My Page

Main Menu >

Employee Self Service
Student Self Service

HR Transactions

Time Administration
eRecruit

Reports Portfolio

Forms Portfolio

PAWS Action Request Tr.
Security Requests
Fresno Custom
Reporting Tools
PeopleTools

|5 D search

ﬂ CFS PeopleSoft Financials
[5] CFs Datawarehouse

[E] peoplesoft HCM

[E] Blackboard

[E BuldogLink

cooroororoorooo

MY FRESNGSTATE

Main Menu > Time Administration

(1 Time and Labor

3 Time Entry
3 Reports
[ Absence

ﬂ Student Clubs & Organizations

5] Bizflow Workflow

[5] GradesFirst-Academics
ﬁ Access Google Apps/Mail
ﬂ Access Zimbra/Mail

g Change My Password

- w v Ap

- v v v

CSU HR Student Process
Distribution Review & Update
Reports To Maintenance

Review Reported Time —
Timesheet

Department Pay Period Report

e e

Entry

ntry

ancial Aid

J HR Student Process
\d Paysheet

FRESNGSTATE

Faworites | Man Manu 3 Time Administration

Mrfaoe | okl

Main Mery » Time Admionkintion »

Time and Labor
Tiee ared Lot

uden Process

uderta, hre studers s

Firewras snpicried e ared Eauk detad fer  day, woek, o e pared

~aif—

7] Datribution Reviers & Undata
i =

-

| rtms repsortec trm ared tank detasn ter & day, men o= e paven

== Reporia To Mambsnanca
1] ot repans i ter ermpiye

[ Duparimant Pay Baricd B
1| Gapartrmst By bereet Bmgert
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The Timesheet Summary
page will display.

1. Your student employees

will default to you by
oy Empl ID | Q
position number. The mren : 5
students working under ssiriame [ a
. Business Unit [ Q
your enterprise for the b Cote [ a
H H H H Department | Q
time period will display. e e : &
Position Number (002838586 Q
NOte: If your StUdents do nOt Clear Selection Criteria Save Selection Criteria Get Employees I

display, please contact
Melinda Dresser-Oakes to
correct the default for you.

If a detailed review of
individual(s) student
employee timesheet is
necessary, then click on
the individual’s name,
and the following will
appear:

MY FRESNGSTATE

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

My Page Workfiow

Approve Reported Time

Timesheet Summary

~ Employee Selection Criteria

e\ instructions

[¥] Show Schedule Information

ViewBy: Al TimeBefore =~ Date: |06/25/2013 [ij] |#Refresh |

Include Absence

Employees For Michael Mosinski, Time Needing Approval Before 06/2512013

Select | Mame

e Empl
Jab Hours to be Department Business
[ W

Agricultural

224 104721138 0 1870 34283 Operations

[[]  MyicklindseyMichelle ~Student Asst

FRSNO 00002294

Cus
Reports To Position Number

00283858

Position Number

B oo O

Approve Seledted |

Deselsctal
Deny Selected |

Report Time
Manager Seif Service
Time Management

Favptes  Main Menu »  Time Adminitration Timg aned Labor +  Rerewrw Raported Time

1. You may approve or Mefase  Waklow
geny submitted time by SUPTp.
ay (see arrows). ——
Jait Titla Shedeni Al Ermphayis Recsdd Mismber 0
Note: Comments may be >

made for specific
transactions (either by
student or by
Timekeeper). If
comments are made,
the comment “bubble”
on the right will look
like this:

alact for indingctions

DSO1RME [[§ (2 e

View By Tima Pericd =
Rupodted Hours:

“Diarbec

22 AHurs Scheduled Homrs: 163 0 Hours

Ssn |Mon |Tee Wed San Said kbon T
Lt &3 Lo &5 & &l L4

a1 42 27 40 40

Supmit

O Roporied Time Satus - selectio hide

Feporfed Time Status

z=Preieals Tima Perigd

Dok Ik Panked ==

Thd
M3

Firi
Errd

Sat
Lot

oo |Dein

0E0A2013 Heeds Approval 31 REG (=3
OA042012 Meeds Approval 24 -
DEA1A Heeds Appreval 42 REG -
6052013 Hepds Apgroval 27 REG 2
060SZ013 Herds Approval 20 -
04042013 Meeds Approval 40 REG -
OSOTIZ013 Heeds Approval 40 REG -
- —_ R Approve Sebeced Ceny Setecled |

ﬂ Elacsiied HOUrs SIMman - 5alad o i
o Balances - seled io e

Lo
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NOTE: This example

shows the timesheet
view to the far right.
(View has been split)

2. Once time is approved,
you will receive the
following confirmation
message.

| | | | [ 44 ~ [FR_AGOPS () |[BEEF_PUREBRED @ [=]

| | | | | 18.0 REG -Regular Hours Worked ~ [FR_AGOPS  Q [BEEF q E

FRESNGSTATE

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

My Page Workflow

Timesheet

Approve Confirmation

V The Approve was successful.
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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.

Navigate to Timesheet

1. Search for and select Timesheet
the employee that e
. . oh Tl Fudenl adil Errgiavis Rtoos bumssr 2
needs time correction. =
Enter the corrected S—
total hours worked Wity [Tevonle] es FOGTE PSS s i Trefued  aTo P
that day. Click on the SNSSENTE TRIs (MM O tiest Esge

I o Weednonday 100 L.00H 2 ko Therday 11%00H 7

“comments bubble”

Wed (Tha A St o Mon (Tes Wl Tha i E™ i £ 1 o T Tl Thea n At £ <
and add Com ments J| 1 - T I T T R T LT -|.- (] it g Ml Al g |.u -u T TS AT ] |-|.
regarding the change — ' -

2. Select REG - Regular
Hours Worked from the

WY e 28 REG

Time Reporting Code T A e
dropdown menu. e e 10 RED
1083013 M oeed ICFREG
. 1T Appesved 20 PEG
3' CIICk the ”Approve 108012 Appr i oG 6—
Selected” button. TRIRLE v i Y commarts
AT 20 REG
11T ThREG
Note: Hours reported for T e
11/27,11/28, and 11/29 T — s
need approval. TuHEE ke P
1ETEI1E  eess bapreval dbRES
AT Mees A b REG
10T Feedn Appipval ThREG
* syttt Cenmitd & A being Tty Etiampd
Click “Approve Selected” FQVOIIE | M Mem s e e i L Ttk e T e Mk el T
4. Once you have approved
changes, you will receive Timesheet
a confirmation notice. Approve Confirmation

V The Approve was successful.

oK
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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.

You may sort the report by staff, hourly and student employees

To Print the Department Pay Period Report, use the following path:

Time Administration > Time and Labor > Department Pay Period Report
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