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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 

 

 

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. 

3. 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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6. If entering hours by Day, select 
the day in which you want to 
enter for 

7. Enter the hours worked for that 
day 

8. Select the Time Reporting Code; 
REG – Regular Hours Worked 

9. Click the Save for Later button  

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 

 

 

10. If entering hours for Time Period, 
select the date of the Time 
Period you which to enter 

11. Enter the hours for each day 
worked 

12. Click the Save for Later button 

 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 



  Student Timesheet 
Payroll 

 

 

  Page 3 

 

 

 

 

13. Click the Submit button when 
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. 

 

 
 

 
 

 

 

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 

 

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 

 

 

 

 
 

 

 

 

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

20. Select the Student Timesheet 
Report link 
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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 

 

24. Select the Date in which you 
want to view 

25. Click the Get Rows button 

 


