TIMESHEET ENTRY
Timesheet Entry can be completed on your Staff Portal. In order to view/edit/submit your timesheet, log into your Staff Portal.

Once in your Staff Portal, click on the My Information tab above the words ‘Home > Staff Portal’.
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Click on Timesheet Information.
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Select your appropriate timesheet from the timesheet entry section.
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My Information
My Information Timesheets
IE My Information MName: ERIN N LUTZ ID: 1706
=] Pay Calculator
£ Pay Caleulato Timesheet Entry || Timesheet History
=] Pay History
=] My Absences Timesheet Entry Disclaimer
= salary Wage Information Failure to submit hours by lock date may cause a delay in payment.
=] Timesheet Information Timesheet Selection
[E] Course Activity Information Timesheet Pay Date Pay Period Status Complete by | Days Remaining = MNeeded for
SUPPORT HOURLY (W/HOLIDAY)  07/08/2022  6/12/2022-6/25/2022 Mot Found  08/28/2022 7 Tracking Time Worked
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There will be a pay date listed, a pay period, status (on this example it is Not Found which means you haven’t entered anything on the timesheet yet), when it
needs completed by and how many days are remaining until the timesheet is due.
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Once you click on the appropriate timesheet, you will see a page similar to the below:

Logged in as: lant (PROXY ehuiz) @ @ & @ ] o 3
HR/Payrall My Page StaffPortal |
My Tnformation

My Information Timesheet Entry
] My Information Name: ERIN N LUTZ 1ID: 1706 Class: SUPPORT STAFF - 251 DAY
EE1 Py el Timesheet: SUPPORT HOURLY [W/HOLIDAY) Pay Period: 06/12/2022 - 06/25/2022 Pay Date: 07/08/2022 Timesheet Report
] Pay History

=] My Absences This Timesheet must be completed prior to: 06/28/2022

) salary Wage Information Job Title Location Supervisor Regular Hours
= Timesheet Tnformation HR/PAYROLL SPECIALIST ~ ADMINISTRATION OFFICE  CARLESHA G HALKIAS
[E] Course Activity Informatien Minimum minute increment allowed: 15 Total: 0.00 Hours Complete: [] Cancel
Date Day Type Job Title (Location) In Time Qut Time Break Total Note
dF 06/13/2022  Mon HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} ¥ —:- : bl
SF 06/14/2022 Tue | —-Select- v HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} V| |--i-- - &+
oF 06/15/2022 Wed | -Select- v HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE) V| |—-i-- -- ¥
5P 06/16/2022 Thu | —Select- ¥ HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} ¥ | i ¥
oF 08/17/2022 FAi | -Select- v HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE) V| —-i-- -- ¥
SF 06/20/2002 Mon | —-Select- ¥ HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} ¥ | i +
5P 06/21/2022 Tue | —-Select- ¥ HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} ¥ | i R
oF 06/22/2022 Wed | -Select- v HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE) V| |--i-- -- ¥
5P 06/23/2022 Thu | —Select- ¥ HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} ¥ | i bl
SF 06/24/2022 A | —-Select- v HR/PAYROLL SPECIALIST (DIST-ADMINISTRATION OFFICE} v |--i-- - &+
Save [Validate] was successful (0) Errors {0) Warnings
1 3

On this screen, enter the following:

Type — select Work (even if you have an absence)
In Time — start time
Out Time —end time
Break — your 30-minute lunch break is automatically inserted; any change to this must be pre-approved by your supervisor and the Director of Business &
Operations
5. Note — please add a note by selecting the green plus sign under the note column for each of the following:
a. Any hours worked OVER your normal daily hours — please provide a brief description; these should be pre-approved by your supervisor and the
Director of Business & Operations
b. Absence (i.e. sick, personal, bereavement, etc.) — enter your normal work hours and record a note as to which absence it is (i.e. 3.5 hours Sick, Full
Personal, etc.); or
6. If you need to add an additional line for a day (for example you left work at 3:00p but then at 5:00p you needed to come in for a student with play practice)
you would select the green plus sign to the left of the date and add an additional time line and enter a note
7. Save —when complete
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Copying entry. Please note, if you generally work the same schedule, you can enter information for the first day and save it. THEN you can click on the
italicized blue day that you just entered information for and it will allow you to copy the information to the other days (see screenshots below). You can still
edit individual days if you have an absence, or if you may work additional time that day.

After clicking the italicized blue day, a popup will appear asking if you would like to duplicate entry. Click ok.

e Timsttheet Eriry ® N A5 58 - Sl Portal Tenethest £ % +

& G B f3csiu-technology.org/CAMP/StaffPomal /StatfPortalStafTime sheets/ TimesheetEntry/27

S My paformabon Fiarme: LENDSAY K KINT tOr 1385
S Py Cutcelley Timeshatt SUPPORT - 12-HONTH Pay Perods 117092020 - 10/22/2030
g ,F:ﬁ:z:; This Timeghget must b completed prarte: 11F22/7203
T Sabary Wage Irdamaten Job Tie Lo gaenn Supriince FRegular Hours
B Tieneshest Infarmation SUPPOAT - 12:MONTH  DISTEICT  TINA L DRRCHICOURT
T Course Acswity Infuimtion Hirmism manute ingrement alinwed: 15 Totadr 56,00 Hours
Dt Day  Typa Juots Tiele [Locaticn) Ini Tima Out Tima Break Total  Hode
4 110 Aan Werk | SUPPORT - 12-MDMTH (DIST-DISTRICT) * | | 07:30 aM 04300 M 30 B00 9
& i R[] T | Work W SUPPORT - 12-MOMTH (DIST-DISTRICT) . |07:30 &M 04:00 PH 34 BD0
W TIIHR00 . W Wotk v SUPPORT - 13-MOMNTH (CIST-DISTRICT) ¥ == == == e = s
§ LAZI  The Wk v SUPPORT - 12-MOWTW (DIST-oisTRICT) < DMPlicate Entry %
e RS Ty Eriare 1 work W SUSBOET - 12-MONTH (CIST-DISTRICT) »  Would you like to duplicabe the selected row/date?
o 1NEEO0  Man Work v SUSPORT - 12-MONTH (DIST-BISTRICT)
S 11/17/2020° Twe  Weork v SURPORT - 12-MONTH (DIST-DISTRICT) e
W 11BN W Select - v SUSPORT - 12-MONTH [DIST-DISTRICT)
g A1/I9/2000  Thy | --Selact-- % | SUPPORT - 12-MONTH (DIST-DISTRICT) v S
0000 A -Ssect- v SUPPORT - 12-MONTH (BIST-DISTRICTY w.| | —1— — ek o
e
i

The duplicate timesheet entry screen will appear. Select the dates you want to duplicate and then click Save & Close to return to timesheet entry screen.
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Duplicate Timesteet Entry
Name: LINDSAY K KINT 100 1285 Classz  SUFPORT - FULL TIME
Timesheet: SUPPORT - 12-MONTH Fay Period! 11/03/2020 - 11/22/2020 Puy Dater 11/27/2020
o Date Oay  Type  Job Titke Locelion. | In Out el Tot
FiETEr Te Wik SUPRORT « LM-NONTH DISTRICT 7:30AM 400PM 05 800
u pate Dy Thpe  JobTite Loceon | dn out Break  Totd
P Man Wk SUPPORT - LMMONTH  DISTRICT T:304AM  &0OPH 05 2
11/ 207200 Ter Wik SUPPCHRT - LI-MONTH  DESTRICT T:304M 4:0PH 05 1o
11172020 Wed  Work SUPPORT - L-MONTH DISTRICT  7:304M  400PM 05 .00
18f12/2020 Thu  Work SUPRORT - 1-MONTH DISTRECT T.30AM S00PH 05 a0
181372020 Fil Work  SUPRQRT « ILMONTH DISTRICT 7:304M 400PH 03 200
WS Mo Wik JUPPORT - [1MONTH DESTRICT 7:04M  480PM 03 LE
11/ 18200 \ied SUPRORT - LI-MONTH  DESTRICT [1e]
¥ sz Thu SUFPORT - LI-HONTH  DESTRICT 000
[# wpezen Fn SUPRORT - 13-MONTH  DESTRICT 000 ]

Saved Com | Concel|

You can complete this as you go throughout the pay period. When you are ready to submit to your supervisor for approval, check the box to the right of
Complete on your screen and it will submit to your supervisor.

Timesheet Entry
MName: LINDSAY K KINT ID: 1285 Class: SUPPORT - FULL TIME
Timesheet: SUPPORT - 12-MONTH Pay Period: 11/09/2020 - 11/22/2020 Pay Date: 11/27/2020

This Timesheet must be completed prior to: 11/22/2020

Job Title Location Supervisor Regular Hours
SUPPORT - 12-MONTH DISTRICT  TINA L DARCHICOURT
Minimum minute increment allowed: 15 Total: 80.00 Hours Complete: [
Date Day Type Job Title {Location) In Time Out Time Break Total MNote
4k 13/09/2020 o SUPPORT - 12-MONTH (DIST-DISTRICT) ¥ | 07:30 AM | 04:00PM | |30 800 ¢
S5 11/10/2020 Twe | Work ~ | SUPPORT - 12-MONTH (DIST-DISTRICT) %  07:30 &M 04:00 PM 30 BOD =
%‘ 11/11/2020 Wed | work v SUPPORT - 12-MONTH (DIST-DISTRICT) % 07:30 AM 04:00 PM 30 B.00 “E“
96 11/12/2020  Thy | Work ~ | SUPPORT - 12-MONTH (DIST-DISTRICT) %  07:30 &M 04:00 PM 30 BOD
4P 11/13/2020 A5 Work ¥ | SUPPORT - 12-MONTH (DIST-DISTRICT) ¥  07:30 &M 04:00 PM 30 8.00 ¢
EE‘L' 11/16/2020 Monm | Work hd SUPPORT - 12-MONTH (DIST-DISTRICT) % 07:30 AM 04:00 PM 30 B.00 ‘E“
S 11/17/2020  Twe | Work ~ | | SUPPORT - 12-MONTH (DIST-DISTRICT) % 07:30 AM 04:00 PM 30 800 ¢
S5 11/18/2020 Wed | Work % | SUPPORT - 12-MONTH (DIST-DISTRICT) % 07:30 &M 04:00 PM 30 BOD o
SF 11/19/2020  Thy | Werk ~| | SUPPORT - 12-MONTH (DIST-DISTRICT) ¥ 07:30 AM 04:00 PM 30 BO0 9
S8 131/20/2020 AP Werk % | SUPPORT - 12-MONTH (DIST-DISTRICT) %  07:30 &M 04:00 PM 30 BOD =
Save
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Payroll has the ability to see timesheet entry, so if completing your timesheet slips your mind, you may receive an email reminder from them. They will also
correspond with supervisor regarding approving, so there is no need to worry once you submit on your end.



