Instructions for Time Sheets Entry

Find Self-Service task on MY.UCA.edu and Log in using your UCA Network ID and Password
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Click on Employee: Click on Time Sheets:

Personal Information Employee

Personal Information Employee

Secarch | Se
Search Go |

I Emplovect

| Main Meno
sawve Report

Parsc al Information Pay Information
N . irect deposit allocation, earnings and ded
pdate addreshsgs, contact information or man
Tax Forms
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Click on Access my Time Sheet and Select

Personal Information Employvee Finance

Search | Go

I Time Reporting Selection

W Select a name from the pull-down list to act as

Selection Criteria

My C e
Access my Time Sheet: -
cecess mmy Leave Report:
Acc ave Reqguest:
Approve or Acknowledge Timmes:
Approve All Departments:
Act as Proxy: Self -

AC as Superuserr:



Select correct Job (if you have more than one), choose correct Pay Period (dates may
not be in order) and click Time Sheet:

Personal Information Employvee Finance

Search Go

| Time Sheet Selection

7 Make a sel T TT oI Yy COICe T a Time Sheet period from the

tle and Department hoice
Payroll Services Specialist, 084001-00
Human Resources & Risk Management, 501000
Payroll Services Specialist, 02910032-00

Human Resources & Risk Management, 501000
Generalist, 222005-00

Resources & Risk Management, 501

v Period and Status
Jun 16, 2016 to Jun 30, 2016 Completed

Mar 01, 2018 to Mar 15, 2018 Completed

ct 01, 2019 to Oct 15, 2019 Complet v |
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Double check Information. Click on Enter Hours:

Personal Information Employee Finance

Search Go SITE MAP HELP EXIT

| Time and Leave Reporting

P select the link under a date to enter hours. Select Next or Previous to naviate through the dates within the period.

Time Sheet

Name:

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

et e e

Student Commun Service Federal -- 995092-00
Reading Center -- 321200
Oct 01, 2019 to Oct 15, 2019
17, 2019 by 11:59 PM

Earning Shift |Default Total Total Tu%Wednesday rsday Friday Saturday [Sunday Monday

Hours or Units Hours |Units |Oct 01, 20 WOC( 03, 2019 |Oct 04, 201 Oct 05, 2019 Oct 0§ 2019 Oct 07, 2019
Federal Work Study 1 [s] [s] Enter Hours| Enter Hours] Enter Hours] EnterffHours Enter Hours] ‘Er ter Hours| Enter Hours|
Federal Work Study Comm Serv 1 0| 24 2] B B EntefHours Enter Hours| JEnter Hours Enter Hours,
Total Hours: 24 4] 4 4] 0 0| /J 0 0|
Total Units: 0 0 0 0 AN o J 0 0

Previous Menu || Preview || Comments || Approve || Next \/

Submitted for Approval By:
Approved By:
Waiting for Approval From: Susan Lynne Suits
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Make sure you are entering hours into the correct line:

Time Sheet
Mame:
Title and Number:

Department and Number: Reading Center -- 321400

Time Sheet Period: ot 01, 2019 to Ock . 2019

Submit By Date: 2019 by 11459 PM

Ea Default Total [Total |Tuesday hursday Friday ‘Saturday W
Hours or Units Hours |Units |Oct 00, 2019 P Ocr 02, 2019 Oct 03, 2019 [Ocr 04, 2019 Ocr 05, 2019 Oct 06, 2019 Oct 0F, 2019

[Federal Work Study
r 24| 4

= b ] al al
Tol : (&) o o]

Previous Menu || Prfkview || Comments || Approwve || Next

(=1(=]

oln

=)=

Submitted for Approval By:
Approved By:
wWaiting for Appfoval From: Sugdn Lynne Suits
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If you ar:f Student Commun Service Federal — 995*** you will enter hours on the
Federal Work Study Comm Serv line.



Enter your Start Time with correct AM/PM and End Time with correct AM/PM

Personal Information Employee Finance

Search Go

Time In agd Out

J Enter time in intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours.

Date: Tuesday , Oct 01, 2019

Earnings Code: Federal Work Study 1 to 7 minutes =:00 (top of current hour)

Shi ufic Out otal Hours .

8 to 21 minutes =:15

1 v AM ¥ 0

3 A v AM ¥ 0 23 to 37 minutes =:30

1 AM ¥ AM ¥ 0 38 to 52 minutes =:45

1 AM ¥ AM ¥ 0 53 to 59 minutes =:00 (top of next hour)
— |1 AM v AM ¥ 0

0

| Previous Menu || Next Day \ Click Save after you enter your time.

| Add New Line | Save || Copy || Delete |

Click Next Day to enter hours on another day.
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) o Click Previous Menu to return to main timesheet
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—— Do Not Change the Shift (It will always be 1)

Once all hours have been entered:
Click Preview to view all of pay period.

Personal Information ~ Employee  Finance

Search Go

SITE MAP HELP EXIT
Time and Leave Reporting
7 Select the link finder a date to enter hours. Select Next or Previous to navigate through the dates within the period.
Time Sheet
Name:
Title and Number: Student Commun Service Federal -- 995092-00
Departmenjf and Number: Reading Center -- 321200
Time SheetfPeriod: Oct 01, 2019 to Oct 15, 2019
Submit ByjDate: Oct 17, 2019 by 11:59 PM
Earning I Shift |Default Total Total |Tuesday Wednesday Thursday Friday Saturday [Sunday Monday
Hours or Units Hours |Units |Oct 01, 2019 Oct 02, 2019 Oct 03, 2019 Oct 04, 2019 Oct 05, 2019 Oct 06, 2019 Oct 07, 2019

Federal Wopk Study 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours| Enter Hours
Federal W Study Comm Serv 1 0 24 4 4 4 Enter Hours Enter Hours Enter Hours| Enter Hours
Total Hours: 24 4 4 4 0| 0) 0 0

Units: 0 0 0 0 0| 0 0 0

Previous Menu \review Comments || Approve || Next
Submitted for Approval By:
pproved B

Approval From: Susan Lynne Suits
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View all hours entered — Click Submit if all information on Time Sheet is correct.

Personal Information ~ Employee  Finance

Search Go SITE MAP HELP EXIT
P Select Next or Previous to access anoffer employee.
Employee. ID.and. Name:. B01201463 Bobbie Jo Mgams Department and Description: Z 150000 Office-Director of Athletics
Title: 992190-00 Student Fede! Transaction Status: In Progress
Previous Meni revious | | Next
Routing Queue | Account Distribution

Time Sheet

Earnings Shift|Special ?VW Tuesday ,|Wednesday, Thursday |[Friday , [Saturday |[Sunday, |Monday , [Tuesday ,(Wednesday,Thursday FWWSunday ; [Monday , |Tuesday
Ri ours Units Oct 01, |Oct 02, N Oct 04, |, Oct 06, |Oct 07, |Oct08, |Oct09, N Oct 11, |, Oct 14, |,
/ 2019 2019 Oct 03, (2019 Oct 05, |2019 2019 2019 2019 Oct 10, (2019 Oct 12, (2019 Oct 15,
P 2019 2019 2019 2019 019
WWOFK 1 16| 1 4 2 1 1 4 2 1
udy
Total Hours: 16 1 4 2| 1 1 4 2| 1
Total Units: 0|

Time In and Out

rnings Tuesday , |Wednesday,|Thursday, |Friday, Saturday , [Sunday , Monday, |[Tuesday, (Wednesday,Thursday, |Friday, Saturday , [Sunday , Monday, [Tuesda
Oct 01, Oct 02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, Oct 08, Oct 09, Oct 10, Oct 11, Oct 12, Oct 13, Oct 14, Oct
2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 9
Ty
Federal Work \ 12:00PM 12:00PM 12:00PM 12:00PM 12:00PM 12:00PM 12:00PM M
Study LO0PM 04:00PM 02:00PM 01:00PM 01:00PM 04:00PM 02:00PM 01:00PM

Pay Schedule
There are two pay cycles for student and part-time employees:

1. The 1st — 15th is paid on the last business day of the month.
a. Hours worked from 1/01/19 to 1/15/19 are paid on 1/31/19.

2. The 16th — end of the month is paid on the 15th of the following month.
a. Hours worked from 1/16/19 to 1/31/19 are paid on 2/15/19.



