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Student Timesheet

Student Timesheet
Payroll

Student Timesheets are entered on line in PeopleSoft and submitted through the system to Payroll. Timesheets

still need to be printed and signed by the student and appropriate supervisors.

Self Service > Time Reporting > Report Time > Timesheet

Timesheet
Minnie Mouse EmpliD: 002305810
Job Title:  Student Assistant EmplRed Nbr: - 0

== Previous Week MNext Week ==

8Mo aM1 aM2  |8M3 |8M4 8M5  |8M6

Total |Time Reporting Code

s &

| | | N | ~lesu @ =

N | I | | ~lsu @ B
Save for Later | Submit |

Li ] Reported Time Status - click to hide

Date Status Total | Time Reporting Code Comments
0.000000

i ] Reported Hours Summary - click to view
i ] Balances - click to view
GoTo:  Self Senvice

Time Reporting
Punch Timesheet

Report Time

Timesheet

Matthew Moberly Customize |Find  First [ 1.3 of 3 L2 Last

Empl
Red  |Department Department Description |Position Description  (Hourly Rate

Nbr
Inatructional Studnt 1 52100 B S Instruclional Student 10550000
Azst Assist
Student Azsistant 380000 Independent Operations  Student Assistant 14.380000
) Academic Affaits, Vice  Special Congultant
apecial bonsuitant
Special Consultant fi 30030 Provost THi5E

1. Select the View By; Week, Day,
or Time Period

2. If selecting by week, enter the
date of the week you wish to
enter.

Enter the hours for each day

4. Select the Time Reporting Code;
REG - Regular Hours Worked

5. Click the Save for Later Button

NOTE: If you work for multiple
departments as a student, you will
need to choose the department and
pay rate for the hours you wish to log
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Payroll

731 |s1 |2 |83 a4 (a5 |8l |7

e o

o Reported Hours Summary - click to view

i} Balances - click to view
GoTo: Self Senice

Time Reporting
Punch Timeshest

C L I JC 0 1L ]I [ [ I | |

N | I N | \ I |
Save for Later | Submit |

i} Reported Time Status - click to hide

Date Status Total | Time Reporting Code Comments

0.000000

Timesheet 6. If entering hours by Day, select
o the day in which you want to

Minnie Mouse EmpliD: 002305810 enter for

JobTitle:  Student Assistant Empl Red Nbr: 0

i ’ 7. Enter the hours worked for that
day
Date: [08/10/2009 [FL A Ratrash == Previous Day MNext Day == 8. Select the Time Reporting Code;
eduled Hours:  0.00 Hours REG - Regular Hours Worked
9. Click the Save for Later button

"l 0 Total [Time Reporting Code Taskgroup

o . U Q =

| . tsu Q@ =

— . i Q =l

Save for Later | Submit |
i) Reported Time Status - click to hide
Date Status Total |[Time Reporting Code Comments
0.000000

i) Reported Hours Summary - click to view

i) Balances - click to view

GoTo: Self Senice

Time Reporting
Punch Timesheet
] 10. If entering hours for Time Period,
Timesheet select the date of the Time
Minnie Mouse EmpliD 002305810 Period you which to enter
JobTile:  Student Assistant Empl Red Nor: - 0 11. Enter the hours for each day
lons worked
G TR IRER e Sl 12. Click the Save for Later button
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13. Click the Submit button when
Timesheet

Minnie Mouse

EmpliD: 002305810

JobTitle:  Student Assistant Empl Red Nor: - 0

Li ] Click for Instructions

View By: Time Period -

Date: |07/34/2009 [ [ Retresh |

Scheduled Hours:  0.00 Hours

== Previous Time Period Mext Time Period ==

Reported Hours:  0.00 Hours

From Friday 07/31/2009 to Sunday 08/30/2009

I | | | | | \ [l I

I | | | O | | \ I C I

I I I | | | \ Ll I
Save for Later | Submit |

Li ] Reported Time Status - click to hide

0.000000

o Reported Hours Summary - click to view

Li ] Balances - click to view

GoTo: Self Senice

Time Reporting
Punch Timeshest

you are ready to submit your
hours for the month.

Note: Once the submit button is used,
the time period is locked from
making any changes.

Would you like to check for errors? (13504 1 0066)

res I Mo

14. Click the Yes button to check for
errors.

Note: This will happen when Save or
Submit is selected.

Stanislaus HR Custom > Reports> Student Timesheet

Student Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: begins with - |00230581U
Empl Rcd Nbr: = - |
Search Clear | Basic Search [E] Save Search Criteria

15. EmplID should default to your
Student ID

16. Click the Search button
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17. Click the Submit button
18. Select the Report Manager link

Student Timesheet
Payroll

Hourly Employee Timesheet

Minnie Mouse

Submit | Report Manager

&l Save | [\ Return to Search | [Z] Motify |

19. Click the Refresh button every
few seconds until the Status says

Posted
20. Select the Student Timesheet

Report link

User ID:
Status:
Report List

Acrobat
(*.pdf)

081472009
9:59:50AM

Report |Prcs
1D Instance Description

80072 154161 Student Timesheet Report

Posted Details

=
. |[MmousE Type: ~ Last | 1 Days ~  Refresh |
*  Folder: ~ Instance: | to: |
Customize | Find | View. .-II| Firgt (41 1 of 1 LBl Last
uest Date/Time |Format Status  |Details

SelectNI IE|Dese|ec’c.¢\l|

%ICIickthe delete button to delete the selected repori(s)
& save |
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California State University Stanislaus

Hourly Employes Timesheet

For Pay Period Starting 073172009 Throush 08/3172008

A - FMPLOYFE | ASSIGNMFNT INFORMATION

Funployee Name Exmployee ID Emplayee Recard Na.

Minia Momse ou303E10 0

Pocision Job Code

00001352, Smdent Assistint 1870, Smdent Assistant

Department Time Apprever

60103, At Rslations, 062 Ui

B-STATUS

Fmployes Final 11

- FOURS WORKFD

Date Eeported Foar; _HowlyEate __ Daify Totsl

3312008 000 1000 0.0

8013009 0 w00 00

05022000 000 1000 B30

18030000 000 1000 0.0

OE0472000 0.00 10.00 0.00

18052000 000 1000 0.0

OE0672000 0.00 10.00 0.00

18072000 000 1000 0.0

OE0E2008 0.00 10.00 0.00

18092009 000 1000 0.0

081072009 0.00 10.00 0.00

8112000 000 1000 0.0

081272008 0.00 10.00 0.00

08130000 000 1000 0.0

081472009 0.00 10.00 0.00

08150000 000 1000 0.0

081672000 0.00 10.00 0.00

08172000 000 1000 0.0

081872000 0.00 10.00 0.00

08190000 000 1000 0.0

082072008 0.00 10.00 0.00

8212000 000 1000 0.0

082272000 0.00 10.00 0.00

8730000 000 1000 0.0

082472000 0.00 10.00 0.00

18250000 000 1000 0.0

OE2672000 0.00 10.00 0.00

18772000 000 1000 0.0

OE2872000 0.00 10.00 0.00

08290000 000 1000 0.0

083072009 0.00 10.00 0.00

08310000 000 1000 0.0

Total 0.00 0.00

D - CERTIFICATION

Enployes Sigmero s

Apperal 21 D

Appoal 22 D

21. Print the Report
22. Sign and date it

23. Give to your appropriate
supervisor to sign.

Self Service > Time Reporting > View Time > Payable Time Summary

Payable Time Summary

Minnie Mouse EmpliD: 002305810

JobTile:  Student Assistant Empl Red Mo 0

T " e for the date selected.

Payable Time

Get Rows

t Date |08/08/2009

Payable Time From 08/08/2009 10 vsraizvuy

End Date  08/14/2009

ime Sat Sun Mon Tue Wed Thu Eri ta] Quantit
n = Total Quantity
o 8ig 819 8i10 8i11 8112 813 8i14

GoTo: Self Senvice

Time Reporting
Detail Page

24. Select the Date in which you
want to view

25. Click the Get Rows button
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