SFFRXQWLQJ )LQDQFLDO 6HUYLFH\
3DV\UROO 2IILFH

(% 7,0( (175<
+285/< 7,0( 6+((76
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,(QWURGXFWLRQ

‘HE 7LPH (QWU\ LV WKH PHWKRG RI UHSRUWLQJ WLPH IRU ER\
KRXUO\ HPSOR\HHV VWXGHQWY DQG KRXUO\ VWDII ZLOO EH
KRXUV ZRUNHG HYHU\ SD\ SHULRG )URP WKOVS FBRYLIOWR UWZKHD (
UHVSRQVLEOH IRU DSSURYLQJ WKH KRXUV ZRUNHG 2QFH WK
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,Q WKH 7LPH 5HSRUWLQJ ER[ FOLFN RQ WKH FXUUHQW SD\ SHL

I_m | Content Layout | Preferences | Help | Sign Qut

. MIUIRRAY i vl z0te

Revised 11.2.16 3



(QWHULQJ KRXUV RQ \RXU 7LPH 6KHHW
1RWH <RX PXVW HQWHU DOO KRXUV ZRUNHG DQG VXEPLW D WLI
$ 9HULI\ WKH IROORZLQJ LQIRUPDWLRQ LV FRUUHFW EHIRUH
f 7LWOH DQG 3RVLWLRQ 1XPEHU
f " HSDUWPHQW DQG '"HSDUWPHQW 1XPEHU
f 7LPH 6 KHHW 3HULRG

% )RU ILUVW ZHHN RI SD\ SHULRG LGHQWLI\ FRUUHFW HDUQL
ODFDWLRQ 3D\ 6.LFN 3D\ HWF

& )RU HDFK GD\ WKDW ZHdtér AGUSNRGVKHODBSISURSULDWH HDUQL

[ — - — . | Preferences | Helo | Sinn chr

T et 5 M

LIS e cmGanL s Wisesdisissgewis acies ——

o PrsitenTi S Daciting Muncbee ... atrie_ | Titla and Mumhars.

B i e i R e e i j B PO o o R T E . e
jourg, Fnter Houwre - Enter Honre, . Frotes Honrg  Frter Hogirg . . Macation Paw o0 0 0 L o 0, FnferHr
(] Eriter Hours. * Enter Hours. Eriter Hours. Enter Hours  EnterHours.  Eiiter Hours.  Eriter Hours

Eriter Hours -~ Efiter Hours  Eriter Heurs: Eriter Hours — Eriter Hours — Eriter Hours: Eriter Hours: |H

Friter Houirs  F mHors  Friter Hwire  F ol Fi s Briter Haprs _F ] g

' [ Position Selection Comments Preview Submit for Approval Restart

Submitted for Annroval Bv:

JLIXUH &

Revised 11.2.16 4






Revised 11.2.16



Regular Bi—\nl;'eekl\«r Pay, Shift 1 : Earnings Code: |

Copy: Aug 16, 2008, 7.5 Hours Date and Hours to
[] I O
] Include Sundays:
Copy by date:
uesday Wednesday Thursday Friday Saturday Sunday Monday T
10 N0 Aunn 30 20Nng Ana 21 9002 _Aua 33 2008 e ANA TR CONNR_ Aun LT A00NR.Aun 1R 2008 Aun
L[] L] L] L] L] L] L]
Friday Saturday Sunday Monday Tuesday Wednesday Thursday

Aun 20 2008 L — All:! ".l_':! 0087 Ana 74 20N0R . fal '_1-7 nng

To continue entering additional time or to submit your timesheet, click Time Sheet
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) (QWHU DGGLWLRQDO HDUQLQJV LI DSSOLFDEOH

,GHQWLI\ (DUQLQJV &RGH
&OLFN RQ (QWHU +RXUV LQ WKH FRUUHFW GD\

Enter iegular B ] Enter Enter
Hours Hours Hours Hours
FoLTS
Enter —
Hours

e Enter Ewi_zz 1 o] 0 Enter Enter Enter Emter Emter Hours En

= Hours viZpay Hours Hours Hours Hours Ha
75 .5 1o, o= L -5 .5 L ]
0] 0] Total Units: o] 0] o] o] o] o]

Docitinn Selection..... . Commante... L Bravigw. L _..cubmit foc snnraval . W _pactare, W Mast 1o
L L . o8 N L Ch L
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&OLFNVQWMRHZ WKH VHFRQG ZHHN , I \RX XVHG WKH FRS
PD\ DOUHDG\ KDYH HQWHUHG KRXUV RQ WKH VHFRQG Z
KDYH DOO KRXUV ZRUNHG HQWHUHG FRUUHFWO\

Hoeurs

- e - - -
v _ LN MV N = 0 1

iter - Ehter Hourse——=.% A
urs
L riom-iors: Eritc — i — s
i — [

EE=T AT T RS L — e EE

=N BE=A1E 3 EiE——= i

S = :
— i ——

SR

] e | e e
§ i W gral s gy 3 grell

EleE =T

Enter Enter Enter Enter Enter Hours Enter Enter
Hours —Hours ——Hours Hours Hours —Hours
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Other components on the time on your Timecard:

Tirme Sheett Pevice :

4 FE Enter Enter 75 T 75 5ol 75 1
Hours Hours

0 a Enter Enter Enter Enter Enter Hours Enter Enter W RTISn Py
Hours Hours Hours Hours Hours Hours
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Using the Restart Button:

&OLFN 5HVWDUW (QWU\
7KH 5 HVWDUW &RQILUPDWLRQ SDJH LV GLVSOD\HG ZKHQ WK

&OLFN RQ 2. WR UHWXUQ WKH HPSOR\HH WR WKH 7LPH 6KHH
WKDW SDJH $00 GDWD HQWHUHG IRU WKH HQWLUH SD\ SH

&OLFN RQ &4DQFHO WR UHWXUQ WR WKH 7LPH 6KHHW SDJH Z
ZLOO QRW EH GHOHWHG
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Submitting Time:
Verify all hours are correct
Click Save
Click Submit for Approval

— 1 — 1 F N N BT - - N c = - - s S
R & Tt s T T Y o I R LA K L [ || . - L

5 Enter Enter
Hours Hours

S Wi
S T . 2 A — S = Sogmm e S e s g, Emdnn, g T Tebg U ogo T
e i o 11T A
7.5 Enter Hours Enter Enter e Enter Enter Ente
s Hours Hours Hours Hours Hour
Enter Enter Hours Enter Enter Enter Enter Ente
s Hours- - Hours—Heurs- L ) ) ) Heurs—Heurs—Heur
Enter Enter Hours Enter Enter Jury Duty 1 0 0 Enter Enter Ente
s Hours Hours Hours Hours Hours Hour
Enter Enter Hours Enter Enter Death in 1 0 0 Enter Enter Ente
5 Hours Hours Hours Family Hours Hours Hour
——— e T e e T E- e - - B i
N i I i 0 i -
) Total Units: 0 0 0 0 0 0 0 (
- J . Pogjtion. Selection. t Proicuar Syhmit for anorowzl | | pestart | | Nt |

You will see “Your time sheet was successfully submitted.”
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Entering Second Position:

Select Position Selection on the screen that shows your first time card was
submitted successfully

Follow the same directions as entering your first position

Logging Out:

Click exit at top right of the screen

You will see this message if your time

R T PR S, Ir..||.. | | | B

=T T T
S =il

Time Sheet
Admin Secrefary 1T Acct/Fin -- 998995-00 Title and Number:
A Seuret e 11 AEE D e COCCH Czpartinent ans Mlimnker!
ST I =REET e AT 2 Sl —m—m—m———— ime=Sheet Reriod =
G 0L, 20050y 0L BDTNMT Submit By Date:

day..Sundav.  Moondav.. Tuesdav. Wednesday Thursdav. Eridav e Earmnﬂ &thLQ‘:IaUJLM

Enter Enter Enter Hours

— Hours —Hours

Jury Duty 1 1] o]
S PenshGel 4 no. o0 3 = Fa ., e 1 .
e, e i, e ), e—— | — T
_ i o T _
—_— — —Fi=z=
= i =i Fai- i Trdal e Tapa-,
0 0 0 0 0 0 0 Total Units: 0

Alaimer . i o e [ naritinn catnetinn ool | comonnen | [ r————

Pl M FIFIS [ A LT T L . Mot me Mesean oeea e
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Using Self Service Banner to Access your Time Sheet:

If you cannot find your time sheet using the Time Reporting channel on the Employee tab in
myGate, you may need to use the Self Service Banner Link.

AdminTools  Money  Financial Aid  Academics  Time/Leave Reporting

The regulations require that the University survey two groups: its applicants
or open pesitions at the time thev aoply for the ngsition. 30d.its entire
R T, . N )

\rcnEe o ege SDOE. I - AR et A s

Internal Job Listings

P T e ST 1
Building Services Technician 1
Dlasca cantact tha Offica of Inctitutinnal Nivarcib, Goviby, and Accace JINEAY - - Directnr for Interpatinnal Repoitment, and Nogrationg Mananer . . ...,
DigitalMeasures @it EpEESHERGSL ATTI5 Coordinator of McNair Scholars Program

e S r
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l A T TTw T AX T

Personal Information Student Fi ial Aid Employ Fi e

Search

ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Student
Register for Classes. View vour Academic Recordcdesilln ollment Verificatinn.. Annl tn Graduate. .

RETUREN TO MENU  SITE MAP HELP EXIT
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Selection Criteria

_ My Choice  lmm————

4

| select 8

RELEASE: 8.12.1.5

2016 Ellucian Company L.P. and its affiliates.

6HOHFW WKH FXUUHQW 3D\ SHULRG IURP WKH GURS GRZQ PHQX
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FAQ:

When will my time sheet be available for each pay period?
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