FRESNG
ST ATE B:\S/g?s\i/teyry 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 may overlap a new month (A day from the previous month may be on the next pay period). View the
appropriate Pay Period on the Payroll Services Calendars website.
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https://adminfinance.fresnostate.edu/hr/payroll/calendars/index.html

LOGGING IN

This section shows how to log into your MyFresnoState portal.

The myFRESNOSTATE
homepage displays.

1. Go to 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

& hitps:/s

FRESNGSTATE

Favorites | Main Menu
- -

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

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.

Campus Login Services

QUICK LINKS »

IMPORTANT SECURITY NOTIFICATION

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 optionally sign up for a Google Apps

account here.

Students: Create your Fresno State student account now fo gain access to Google Apps. emalil. your My Fresno State class schedule and
registration site, BlackBoard online classes, free campus Wi-Fi access, and other services available fo 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 10 your Google Apps at Fresno State account.
Having Trouble?

Get online help with Geogle 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.

Fractions of hours reported for
regular time worked are always
reported in tenths.

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

ENTERING TIME

CONVERSION CHART
(Tenths of Hours)

Minutes Tenths
1-6 A
7-12
13-18 3
19-24 A
25-30 5
31-36 B
37-42 g
43-48 B
49-54 R
55-60 1.0

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 Semnvice
[ Student Self Service

[> eRecruit

[ Reporting Tools

— Blackboard

— Bulldoglink

— Student Clubs & Organizations
— GradesFirst-Academics

— Access Google Apps/Mail
— Change My Password

Job listings and career management system. l

Favorites = Main Menu > Employee Self Service

L1 Time Reporting .
[=] complete and Submit 19 E

2= Employee Self Service

Self service pages for employees to view and update informatic

Main Menu = Timesheet

|=] Time and Labor Launch Pad
[Z] Payable Time Summary
[5] Payable Time Detail

| My Waork Study Award Usage

E" Complete and Submit -9 Form
Complete and submit an electronic based 3 Form.
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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
e 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. Be sure 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 select the appropriate job from the list below.

Select Job Title

|Department

Bod Mbr | Department 1D Comp Bale

Educational Opportunity Prgram

Police
Human Resources

Timesheet
Emgipes O

Jia Tiee SRUSERE 434l Empiyes Recoed Humdsr.

e rag e e

View By Timae Pancd _'_' “Dete 11009007 H | § e « < Priraoug Timg Pt gt Tomsj Prgiyaed v
Reporied Hours: & Sidiurn Schepduled Howne 0 0 kg
From Frday 11N 7 b Senday 1 200017

San |[Mon | Tes Wed | Tha LLi E o Tus el The I Sl b Toe Wl L]
For gl 14 1% 1% T oy 12re 1 122 121 1 12N 1P s 1 1 15

S for Liae Sasienl @

D Baroded Tine Stakay - yeied io by

T L] L] Wed Thm ik Lo Jan L] Test Wed Th i k] e
1" 1r 1M 1 1 Lrory] N7 1323 1204 12028 LF.r LF.rig 1 12 1200 Fotell Tirmar Rarpaw g Cosde

wn
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The date will default to the Ficata] At Moy S BRy SR Sul Sirdcals S Tw Ruscit oo o

current pay period. MyPeoc L Jerkilow
4. Select time period using Timesheet
IUVH )
the VIEYV By dropfiown Eiplipta I 104104104
menu. View shown is
“ " Job Title: Studenl 551 Employee Record Mumber, 1
week".
ﬂgglgg' Iod Ing i Chons
5. Date: Be sure the date is @ @
showing the payperiod View By~ TMePenod =  apgpe:— 053172013 [ (2 Renasn << Prnvious Tina Paded  bissd Tiens Padod »>
you wish to report time Reported Howrs: 30 0Hows  SCheduled Howrs: 0.0 Hours Piious Job
under. From Friday 3 1o Senday 06302013
6. Enter the tOtal hOUI’S fr :..‘;m :..I:t :I.Il:d rl.:.u :.'r.: : -.. s : | r:.l'|-.1 613 :-'r':l :-::15
worked that day. 50 (50 |[s0 50 50 (50

SaeforLaer | Submit | 8}

7. Select REG - Regular
Hours Worked from the © Rocored Time Status - seisctio ice
Time Reporting Code
dropdown menu.

DE0LR013 Meeds Approval
DBOS2013 Mowds Approval 50 REG -
8. This task group will EMER013 Fats Ao 5.0 REG (]
always default. Do not T ] Moads Approval 50 REG ()
change the default value. 06M12013 Maeds Apgproval 50 REC )
0622013 Maeds Apgrol 510 REG L

9. Click the “Submit”
button.

o Bipodlad Hours Summan - Seladl b i
ﬂ AGIGNaE - galast 10 dEw

Note: Enter time each day

. . Bieturm bo Setedt Job
you work. Do not wait until i Thvashael
the end of the month. Salf Zenjes

Tinte Reooting

Time Reporting Code

[ 6o [t |24 @ - ‘Fa_mmw q [
NOTE: Time Reporting Code
should always be set to
“REG-REGULAR HOURS
WORKED”
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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”.

Timesheeat
Submit Confirmation

“ The Submit was successful.
Time for the Week of 2012-02-20t0 2012-02-26 is submitted

Timesheet
Employee ID:
Job Title:  Student Asst Employee Record Number: 0
@ select tor Instructions
ViewBy: | TimePeriod 3| *Date: [11/30/2012 [ 2 Refrash | << Previous Time Period Next 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
1130 |12 1272 1213 1214 1215 1216 127 12/8 1219 12M0 12M11 1212 12M13 12H4 1215

Save for Later | Submit |

€ Reported Time Status - select to hide @

Reported Time Status | B Fist 4 1-50f 5 o Last

Date Status Total | Time Reporting Code Comments
1210372012 Needs Approval 8.0 REG
1210472012 Needs Approval 4.0 REG Q
1210572012 Needs Approval 40 REG Q
12/06/2012 Meeds Approval 4.0 REG Q
1200772012 Needs Approval 4.0 REG Q

€ Reported Hours Summary - select to view

€ Balances - select to view

Fresno State Human Resources
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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- Fa\rtlr'rtes Mainlv'lenu > Employee §e|f Service > Time Rsporting > Timesheet
Campus and Off-Campus MyPage || Workflow

Work Study positions. Chose
which assignment you would

. . Report Time
like to report time for.

Timesheet
i )

View Instructions

Customize | Find | = First K 120i2 B Last

Department Description Comp Rate

Financial Aid

i - > 3 E
WSt—'—p—g?e"tTra'"ee R 2 62483 Financial Aid 8.000000
Self Service
Time Reporing
Fi
1. Enter time for each day
worked. .
Timesheet
2. Click “Submit” Empinyee I 104104104
Job Title:  Student Asst Employes Record Number, 1
3. Ifyou are workingin an O
off-campus work study
position, print time sheet | . o wosk v Dew: (SPV0H (Bhebsh)  coprevioys Week Rigx Week »>
and submit it to your

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

supervisor monthly for
approval of your hours.

Timee Bepoiting Coade Taskgroup

4. Your supervisor will

) (D 50 llse_lse 150 REG-Regular Hours Worked = FR_MAN O
forward your timesheet
to the Financial Aid savefortater | i L@
Department O Repoded Time Status - selectto hide

06042013 Meeds Approval 5.0 REG L

0852013 Needs Approval 50 REG £

DEMGE013 Newds Approval 5.0 REG L

ﬂ Hoirs Summaly -

Li ] Balances - select o view

Bisluim

Bnnt Timeshest

Sell Sandce

Tirni Bapomng
Fresno State Human Resources Time Entry - Student Employees
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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
> Fresno HCM > My Work
Study Award Usage

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

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

My Work Study Avward Usage

My Work Study Award Usage

Roview your work Study dward usage below, oy 3id year and term

Work Study Aid Year

Al Year: 2013

Term: Spring 2013

Awards & -
Customize | Find | View 21 & ) 8

R O 274400 S274400]

Used Amound includes any hours you have entered on a imesheet

Termc  Fall 2012
Awards &

Customize | Fing | view 1] 52| 8 {0 g ory B aes

_ | Award Amount| Used Amount
College Work-Sugy 5190640  §1.906.40|

Used Amound includes any hours you have entered on a imesheet

& Save .'I‘xnmrnm‘»wmf (=] oty

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

Favorkes Man Menu > Empioyee Sef Senice : Time Reéporting > Timesheet

Timesheet may be printed by egme

clicking the “Print Timesheet”

link. Timesheet
Emplayes 10 104104104
Job Title: Ssudent Assi Employee Record Mumber. 1
ﬂﬁglfﬂ for Inistruchions
View By: Wk T epater  DSEU2012 5] (fhetesh <= Previgys YWeek gl Wig el =

Reported Hours: 1510 Hours Scheduled Hours: (L0 Hours Prindous Job

Sun Mon Twe ed Tha

) B3 B &5 [ Tovtal Timie Reporting Code Tasgrowp
50 |[s0 [50 150 REG-RegularHowrs Worked = [FR_MAN o [=] [#]
Save for Later Submit

& Reponeg Time Staws - sstectio nige

DBOS2013 Heads Approval 50 REG o2
DEMER013 Needs Approval 50 REG L)

i B B

Prrind Tirnashiat _

Salf Service

FRESN@STATE  Discovery: Diversity Distinction,

Timesheet

Emploves [d: 1013MA0
Rate of pay: 8.00 Employee Record Number: 0
From Friday 05/31/2003 To Sunday 06/20/2013

Adjacent is the view of a printed
timesheet. Note the status is
“Needs Approval”, shows it is

Mumber of Howrs
awaiting Timekeeper’s approval. Date Status Repon Code Worked
(6032003 Neads Approval Regular Hours Worked 6.00
06042013 Needs Approval Regular Hours Worked 600
(6052013 Needs Approval Regular Houss Worked 4.00
(6112013 Neads Approval Regular Hours Worked 6.00
06122013 Needs Approval Regular Hours Worked 600
(61 372013 Neeads Approval Regular Hours Worked 4.00
061972013 Needs Approval Regular Hours Worked 600
06202013 MNeeds Approval Regular Hours Worked 600
06212013 MNeeds Approval Regular Hours Worked 4.00
Total Howrs
Worked
48.00
Fresno State Human Resources Time Entry - Student Employees
User Guide 8
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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. TL Project is 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 > Employee Seff Servica
- & 2

Main Menu » Employee Self Service >

Time Reporting

Report and review your absences.

ﬁ" Timesheet
Report your time and task details for a time period.

E Employee Balance Ingui
Employee Absence Balance Inquiry

E" Time and Labor Launch Pad

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

= My Work Study Award Usage
My Work Study Award Usage.

My Paoge Workflow

Web Clock

ﬁ Webclock

Report a single punch and associated time and task details.

Graduated Vacation Chart
Graduated Vacation Chart

Enter Punch

Job Tile:  Student Asst

Employee 1D

Empioyes Record Number §

Enbér & Punich Tyde 86 day relevant lask Rlermabicn. \Wheh frshed, chek B Enter Punch bufisa

Enter Punch

Pacile Time (LES)

Punch Type:
Time Jong Ini
Out
Day: Tuesday
Taskgroup
Comments:
TL Project
TL Activity SCOUT

Web Clock

Fresnd Public Sabety

O

Fa\'uvntes MalnvMenu » Employee gelfSer\'\ce > Time Rspurt\ng > Webclock

My Page Workflow

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

Payable Time Summal

View a summary of your payable time.

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 will
receive a printout of your
hours worked.

At the end of the month, the
Department timekeeper will
Submit all hours worked to
the Payroll department on
your behalf.

3Abcl102852980
3Ebcl03167021
Ahcl103878343
Abcl04313400
Abcl04359420

[N S R ¥
[ e
()

2
Z
2
2
Z

3
&)

0000057,
000005Z.
0000073.7
0000065.7
0000016,

REG
REG
REG
REG
REG

000000000010.650000
000000000009. 600000
00000000000%9.350000
000000000008.000000
00000000000%.350000

I N
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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:
X _g & View your =chedules, forecasted, payable and comp time, exceptions and more
Time Reporting >
View Time > Time and = I:me ancl Labn:-r:_aunn:h F‘a:tn:I:j | ; et .
EW 3 8 yory eporte & ez othel 2 =
Labor Launch Pad IEW @ SUMMAry of Your repo ime and acc other tranzaction

Fresno State Human Resources
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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
By Paoe Workfiow
Time and Labor Launch Pad
Employee ID
JobTily,  Student Asst =
May 2013 05 - May » 2013 = RepoiedHours - Vigw
Sumday Manday Tuesday Wednesday  Thursday Friday Saturday
1 2 3 | 4
5 8 7 8 9 10| "
3.50 [
E 3 1= T - = F
12 13 14 15| 16 17 18
19 20 21 2?‘ 23 24 25
26| 27 28 23 0 31
|| MemoraiD | |
Faracast Payable Time Previous Month | NextMonth |
Links: h Go J
Self Sendce
Tims Rsporng

X Exceplion

p Reported Punched Time

E Reponed Elapsed Time

5 Payabla Tims

F Forecasted Payable Tima

R Recommended Atendance Actions

3.50
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Details about reported Details for: 02/07/2012
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 your 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 (T:_Re oC Status Reason Code G":g:::‘e" A_"ih""e" 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 - Student Employees
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