Self Service Time Entry — Time Only

Introduction

Welcome to this Self Service Time Entry session. This session is intended for employees that report
hours worked, leave taken, and other payroll information like shift differential. This session
demonstrates how to enter payroll information for your supervisor’s review and approval.

Welcome to
Self Service Time Entry

Time Only

Statewide Payroll Services

What 1s Self Service
Time Entry?

Employee enters time and leave
Supervisorreviews and approves

Payroll administrator reviews and validates

What is Self Service Time Entry? It includes you entering your payroll information and your
supervisor reviewing and approving your record. If your supervisor determines that your information
is not accurate, you will be asked to return to your record and make the necessary changes. Finally,
your agency'’s payroll administrator is reviewing and validating your record in order for it to process
in the overnight payroll calculation.



Today’s Objectives

* Locate the Self Service Time Entry module

» Navigate within the Time & Labor component

* Modify default payroll information

* Enter leave, other payroll information & comments

* Save payroll information & mark a timesheet “Complete”

* Adjust a “Completed” timesheet

*» Access timesheets for multiple jobs
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The session Objectives include:

Locating the self service time entry module

Navigating within the time and labor component

Modifying default payroll information

Entering leave, other payroll information and comments
Saving payroll information and marking the timesheet complete
Adjusting a completed timesheet, and

Accessing timesheets for multiple jobs.



Locating the Time Entry module
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When an employee is set up for self service time entry, a new Time Entry TIMe Eniry |ink displays on
the Self Service Home page.
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When you click the Time Entry Iime Enity |ink, you access the Time and Labor component which has
two pages; Time and Labor and Comments. Access either page by clicking the tabs at the top of the
page, or the links at the bottom of the page.

You can access the Time and Labor component to add or update information as many times as
necessary during a pay period. You will save the information each time you enter changes to



ensure the data is not lost. When you are finished entering information for a pay period, you
indicate that your time entry is complete and ready for your supervisor’s review and approval.



Navigating within the Time and Labor component
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On the Time and Labor page, you will see:

The department ID that your job record is assigned to, and the description for that department
The pay period end date that you are entering payroll information for

The Complete check box that you click when you are finished entering your information

Your hame

Your employee ID

Your job record number and the job classification for that record.
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Under the Time & Labor header bar, the fields where you enter your payroll information display.

Upon accessing this page for the first time each pay period, some employees will see the REG earn
code and hours filled in; others will see blank hours fields. In pay periods that have a holiday,
eligible employees will also have a row with a “Holiday” earn code displayed.



To the left of the Earn Code field, there are two buttons that are used to add or delete =] rows
of information. To the right of the Earn Code field are Hours fields for each day in the pay period, as
well as the Total field for the row. Below that are daily totals, and the total for the entire pay period.
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You can access your leave activity page by clicking the View Leave Activity

View Leave Activity | button

The Pay Period Selection ParFeriod Selection | a1lows you to view prior pay period timesheets. It
also allows you to select and enter information for a future pay period. For example, if you are going
to take a 3 week vacation, and will be gone for an entire pay period, you can enter payroll
information before you leave for vacation.

El save ¥y Refresh
The Save 4 and Refresh ﬂ buttons are located at the bottom of the page.



Modifying default payroll information

Print Sign out
E»
Mew Window | Help | w5,
J/ Time and Labor {_ Comments
Departiment: HS50200 Human Resources Pay End Date:  04/01/1997 [JComplete?
Hame: 02Berman,Hal ID: 00845702 Rea#: 0 Accounting Officer

Time & Labor | Find

First [H] 1 of 1 [¥] Last

Earn Wed Thurs Fri Sat Sun Ion Tues Vied Thurs Fri Sat Sun Non Tues Total

Code 0319 03.20 03-21 03.22 03-23 03-24 03-25 0326 03-27 03-28 03-29 03-30 03-31 04.01 -

= [recla [goo| [soo] [ s8] [ | [ | [eo0] [eoo][aoo] [soo] [soo] [ ] [ | [so00 [so0 80.00
Daily Totals

Wed Thurs Fri Sat Sun [Mon Tues Wed Thurs Fri Sat Sun [lon Tues Empl Total

8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 80.00

Selft-Service Time Entry Type:

View Leave Activity |

To access other pay periods, click

B save | rh Refresh

Time and Lakar | Comments

Pay Period Selection

Assume it is mid-way through the pay period and you want to bring your timesheet up-to-date. You
need to enter some sick time for Friday, March 21 because you took your child to a doctor’s
appointment. On the REG row, reduce the hours to the number of hours worked, which was 5.5
hours. If you enter partial hours, be sure to include a decimal.

State of Minnesota Employee Self Service, Welcome Hal 02Berman

Sign out
3

New Window | Help | B,

J/ Time and Labor {_ Comments

Department: H550200 Human Resources Pay End Date:  04/01/1997 [ Complete?
Hame: 02Berman,Hal ID: 00845702 Rcdi#: 0 sccounting Officer
Time & Labor | Find First |I| 1-20f2|1| Last
Eamn Wed Thurs Eri Sat Sun on Jues Wed  Thurs Fri Sat Sun Mon  Tues Total
Code 0319 03-20 03-21 03-22 03-23 03-24 03-25 D3-26 03-27 03-28 03-29 03-30 03-31 04-01 I
= [res]a [ goo| [soo] [ss0] [ | | | [#oo] [soof [ eoo [soo [soof | | [ | [soo [so0f 77.50
maEJj« [JC 0000 O] 3
Wed Thurs Fri Sat Sun IMon Tues Vired Thurs Fri Sat Sun Ion Tues  Empl Total
B.00 8.00 5.50 3.00 5.00 5.00 8.00 8.00 5.00 8.00 77.50

Self-Service Time Entry Type: View Leave Activity |

To access other pay pericds, click

B save |l Refrezh

Time and Labaor | Comments

Bay Period Selection

To add the sick leave, click the plus button to add a new row. On the new row, enter the earn
code for sick leave. If you know what the earn code is, you can just enter it. To look up an earn
code, click the look up earn code “ button.




Look Up Earn Code
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The list of earn codes that could potentially be used displays. This list is available to everyone using
Self Service Time Entry; however, not every earn code applies to every employee. If you are unsure
of which earn code to select, consult with your supervisor, a co-worker, or the payroll person in your

agency.
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From the list, select sick leave. You can click either the earn code description or the earn code itself.
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The 3-character code for sick leave displays in the Earn Code field.



{ Time and Labor {_Comments |

Department:  HZ50200 Human Resources Pay End Date:  04/01/1997 [CJcomplete?
Hame: 02Berman,Hal ID: 00845702 Red#: 0 Accounting Officer
Time & Labor | Fin First E‘\-z of 2 [ Last

Earn Wed Thurs Fri Sat Sun on ues Wed Thurs Fri Sat Sun Ion Tues Total
Code 03-19 03-20 03-21 03-22 03-23 03-24 03-25 03-26 03-27 03-28 03-29 03-30 03-31 04-01
E| REG |, B.00 8.00 550 8.00 8.00 B.00 8.00 8.00 8.00 8.00 77.50
= sk |@& 25

Then, use the tab key to move to the Friday field and enter 2.5 hours.

Entering information on the Comments page
/_ Time and Labor ) Comments |

Department: H550200

Human Resaurces Pay End Date:  04/01/1997

Hame: 02Berman,Hal

ID: 00845702 Red#: o

Find ] View Al First [4] 1 or 1 [*] Last

E| 3121 child drappt.

Next, click the Comments page tab to enter a comment regarding why sick leave was used.

Employees or managers who want to include comments about time entry can enter text on the

Comments page. Comments are considered to be private information. Check with your agency for
guidelines and what to document on the Comments page.

In this case, on March 21, sick leave was used for a doctor’s appointment for your child.
/ Time and Labar_§ Comments

Department: H550200

Human Resaources Pay End Date:  04/01/1997
Hame: 02Berman,Hal

ID: 00845702 Rod#: ]

Find]View Al First [1] 1 or1 [*] Last
00845702
02Berman,Hal

b

F[= [r21 child dr appt.

] ] El save ] ]
After entering the comment, click the Save button. Notice that when the comment is saved,
the author of the comment (the employee in this case) displays off to the right.

It is important to understand that when you click Save on this page, you are saving not only the
comment, but also the information entered on the Time and Labor page.
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. . . . & save
It is important to understand when it is most appropriate to click the Save 4 button, the

1s Refresh

[]complete?

Refresh button and the Complete check box.

7 Refresh
e At any time, clicking the Refresh ﬂ button after entering changes will not save the
information but rather, it brings the page up-to-date.

. . . . & save
e You can save your information by clicking either the Save button or the Complete

[ ] complete?

check box. However, the particular situation will determine which method is

most appropriate.

. s . .

o Clicking the Save ﬂ button may be most appropriate if you are making changes
and it isn’t the end of the pay period and you expect that you might have more
changes to enter at a later time.

Clicking the Complete [ Complete? hock pox is most appropriate when you are at

the end of the pay period and are done entering changes. When marking your

timesheet complete, and verifying that the entries are correct, your timesheet is ready
for your supervisor’s review and approval.
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Entering additional payroll information

J Time and Labor {_ Comments

Department:  H550200 Human Resources Pay End Date:  04/01/1997 [Icomplete?

: 0zB Hal 10 457 : 0 - ]
Name: erman,Ha 00845702 Red#®: Agcounting Officer

Time & Labor | Find First E 1-20f 2 E Last

Earn Wed Thurs Fri Sat Sun lon Tues Med  Thurs Fri Sat Sun Mon  Tues Total
Code 0319 0320 0321 0322 03-23 0324 D325 0326 D327 0328 0329 0330 0331 D4 .
= [res|a [ Boo| [8oo] [ssofl [ | | ] [soo] [soof oo [ | [ | [ | [ ] [so00 [&ao0 77.50
EBxja [ JL Jleeof [ JL JL T L JL JL T T TEJE L] 250

Assume it is the end of the pay period. You need to enter two days of vacation for Thursday, March
27 and Friday, March 28. On the REG row, delete the hours for those days.

/ Time and Labor Y Comments |

Department: HS50200 Human Resources Pay End Date: o4/01119497 DComple[e?

Name: 02Berman,Hal ID: 00845702 Red#: 0

Accounting Officer

ind First [4] 14 of4 [¥ Last
Earn Wed Thurs Eri Sat Sun Ion Tues Wed Thurs Eri Sal Sun I'.']on TL|es

Code 0349 03-20 03-21 03-22 03-23 03-24 03-25 03-26 03-27 _28
= [res]@ [ s00| [ &0
Efacla [ ][] |
B[ Ja [ J ]|
Elfsklja [ J[ ]|
Then, click the plus button to add a new row. You know the earn code for vacation, so enter
VAC in the Earn Code field. Then, use the tab key to move to Thursday and Friday and enter 8
hours for each day. If you have whole hours, there is no need to enter a decimal.

e ey — Total

H B MEHB

250

{ Time and Labor {_Commenis

Department:  HZ50200 Human Resources Pay End Date:  04/01/1997 [Jcomplete?

Name: 02Berman,Hal ID: 00845702 Reod#: 0

Accounting Officer

Time & Labor | Find First E 1-401’4'1' Last
Earn Wed Thurs Eri at Lin Non Tues Wed Thurs ri Sat Ln Non Tues

Code 0319 03-20 03.21 0322 03-23 03.24 0325 03.26 0327 0328 0329 0330 0331 04.01 Towl
= [rec)a | oo [soo] [ss0f [ | | | [soo] J[soof [eoo | | [ | [ | [ | |eoo |eoo 6150
B S wja [ ] ] 0 0 0] [sef [eeo] ] ][] [] 16.00
e jo [0 ] 0 O £ T
meEEja [0 J[=s ][ ][ 1 I C 0 250
Daily Totals
Wed Thurs Fri Sat Sun Mon Tues Wed Thurs Fri Sat Sun MMon Tues  Empl Total
8.00 8.00 8.00 8.00 8.00 8.00 2.00 8.00 8.00 8.00 20.00
Self-Service Time Entry Type: View Leave Activity |
To access other pay periods, click Pay Period Selection R§

B save | ki Refresh

Time and Lakor | Comments

) Refresh
Click the Refresh ﬂ button. Again, refresh does not save, but it brings the page up-to-date.
Notice the total fields for each row, the totals for each day, and the grand total for the entire pay
period.
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Marking the Timesheet Complete

/" Time and Labor {_Comments |

Department: HZ50200 Human Resources Pay End Date:  04/01/1997 %c
0

Hame: 0zBerman,Hal ID: 00845702 Red#: Accounting Officer

Let’'s say you are done entering changes for this pay period. Mark the timesheet complete by

[]complete?

clicking the Complete check box in the upper-right portion of the page; this creates a

checkmark in the box.

| verify the entries are correct. (24050,75)

[fyourresponse is "MNa”, the Complete flag will be turned off automatically. If your response 1s ™es”, your time and labor data will be autcmatically saved.
Yes Mo

A page displays asking you to verify that your entries are correct. If you click the No

N [] complete?

o button, the checkmark in the Complete check box will automatically be

i

removed. If you click the Yes *_ lputton, you are applying your electronic signature and the

data is saved.

Click the ﬁ button. Your timesheet is now ready for your supervisor’'s review and approval.

-
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There are a couple of differences once the Complete “ check box is checked. The
buttons and fields where you entered data are no longer accessible. Your timesheet will stay like
this until your supervisor completes the review and approval process. Until then, you do have the
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option of going back into your timesheet if you need to make a change. In order to do this, you

z

would need to clear the Complete * check box.
Adjusting a completed

timesheet

Deparemenst HES0200  Human Resources PayEndDale 34014087 Oe wy

[T 02Bsrman Hal M GHELEToS Aeds: o

ALCOunang Ofoer

{ Tune and Labor | Commants

Earm Tied Thews tn Sal 4 Bion Tues ¥ed  Ihors n =] Hn S iy lues
* =| REG 4 i (1 5.3 B o0 ] § 00 B 00
T = foc o B0 (k]
1 = = I
& - B A 250

LAk
15.09

250

Assume you forgot to include shift differential for 2 days, Monday, March 24 and Tuesday, March 25.

J/ Timeand Labor {_Comments

Department:  HZ50200 Human Resaurces Pay End Date:  04/01/1997 [Jcomplete?

: 02Berman,Hal 10z 457 : 0 ) ]
Hame: 00845702 Rea#: Accounting Officer

Earn Wed Thurs Fri Sat Sun Mon Tues Wed  Thurs Fri Sat Sun Mon  Tues

Code 0319 03.20 0321 0322 0323 0324 0325 0326 0327 0328 0328 03.30 0331 0401
= [Recla [ eoof [8oo] [ssof [ | || [soof leoof [ ][ L ][] [sog
B 8w [ JL ][ ][] ] 1 I ] [sef [sof [ ][ ][ ][]
ey CJ0C0 0T ] I 0 B 0 B £
Ee & [ JCIJCIJC)0C )0 I ) 1 0 ] ]
EeEa [ ] JEJ [ JLC T ] CIJC T T T T ][]

61.50

16.00

250

To add shift differential hours, click the plus button to add a new row. To look up the earn code,

click the look up earn code “ button.
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Look Up Earn Code

Earnings {Zo-de:| lregins with v|| |

Description: |heginswith V|| |

LDDFUD| Clear | Cancel ‘EESigL.}jru‘u

Search Results

1-41 of €1
Description Earmings Code
Bone Marrow Donar BOM

Comp Time Eamed @ 1.2 o1z

Fersonal Use St veh-#Commutes CAR

Call Back @ 1.0 icB1

Call Back @ 1.5 CBR

Comp Time Eamed @ 1.0 oE1

Personal Use 5t Veh- 20/0lile Ml

Zomp Time Taken oT1

The list of earn codes that could potentially be used displays.

Overdime i@ 1.5 OTR
FegularPa FEG
Shift Differential . £0 S40
Shift Differential .50 220
Shift Differential .52 Shh
Shift Differential .60 S60
chiit Differential .65 o685
Shift Cifferential at .70 570
Sick L eave SlkK

Training THE

The shift differential earn codes start with an “S”, so scroll down and select the appropriate one for

you.

/ Time and Labor {_ Comments |,

Department:  HZ50200 Human Resources Pay End Date:  04/01/1997

Name: 02Berman,Hal ID: 00845702 Rcd#; 0

[Jcom plete?

Accounting Officer

Wed Thurs Eri at

0319 D3.20

61.50

16.00

HEHEMKBBMA

B EK e

2.50

When adding shift differential, you do not adjust your REG hours. Enter the shift differential hours

for the entire shift worked; in this case, it is 8 hours on both days.
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Home _Print _Sign out
E»
Mew Window | Help | n5h
/ Time and Labor {_ Comments
Department: H=50200 Human Resources Pay End Date: 04/01118a87 O Complete?
Hame: D2Berman,Hal ID: 00845702 Red#: 0 Accounting Officer

Wed Thurs Eri at

Self-Service Time Entry Type: View Leave Activity

To access other pay periods, click Pay Period Selection

Save | L Refrezh

Time and Labor | Comments

Code 0319 03.20 0321 03-22 03-23 0324  03-25 0326 03-27 0328 0329 0330 0331 0401 Total

= [res]a [ goo| [Boo] [ss0] | | [ | [soo] [soo[oof | | [ | [ | [ | [so0 [soof 6150

B Svwa [ ] VL L T L ] [0 ] [eef [so [ ][ [ [ ] 16.00

EEssjla [ J[ ][ ][ ][ ] [so [eoo[ J[ ][ J[ JL ][ ][] 15.00
Be @ [ JC ] 010 ) g

3 = N T N A O N o 2 O T o N e A O o O o O I O O O O O e 250

Daily Totals
Ved Thurs Fri Sat Sun Mon Tues Ved Thurs Fri Sat Sun Ion Tues  Empl Total
800 800 800 16500 16.00 8.00 800 8.00 800 800 95.00

by

*, Refresh
Then, click the Refresh ﬂ button. Notice that you have 96 total hours instead of 80. The
number, 96, is correct because it includes the shift differential hours in addition to the other hours.

j/ Time and Labor Y Comments

Department:  H550200 Human Resources

Name: 02Berman,Hal

Pay End Date:

10

00845702

04/01/1997

Rcd#:

0

Accounting Officer

Let’'s say you are done entering changes for this pay period. Mark the timesheet complete by

clicking the Complete [ complete?

check box.

| verify the entries are correct. (24050,75)

[fyourresponse is "Mo”. the Complete flag will be turned off automatically. If your response 15 "Yes”™, your time and labor data will be autcmatically saved.
Yes Mo

A page displays asking you to verify your entries. You just remembered that you received approval

to substitute your floating holiday for a day of vacation. So, instead of clicking the Yes
Lbutton, click the No Mbutton.
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/ Time and Labor {_ Comments

Department: HZ50200 Human Resources

Hame: 02Berman,Hal

Pay End Date:  04/01/1997

10:

00845702 Rod#:

Notice that the Complete
now be updated.

Earn Wed Thurs Er Sat Sun Mon Tues Wied Thurs Eri Sat Sun Mon Tues Total
Code 0319 03-20 0321 03-22 (0323 0324 0325 0326 0327 0328 0329 0330 03-31 04-01 =
=] [recay [ Boo| | moo| [ss0 | | | | |=00] [soof | soof | | | | | | | | [eoo0] |[so0] 5150
® =l [ J[ LT[ L L [ JL ] [=00f [soof [ | [ [ J[ | 16.00
m =esla [ [ ][ ][ ][ [eeo] [eoof | [ [ | J[ L ][ J[_] 16.00
Ea « [ JCI1CJ0C )] I g
B Sswkja [ J[ J[zs [ ][ ][ ] [ JC JLC IO J0LC J0L 10 ][] 250
[]complete?

checkbox has been automatically cleared and the page can

/ Time and Labor {_ Comments

Department:  H550200 Human Resources

Hame: 02Berman,Hal

Pay End Date:  04/01/1997 [ complete?

ID: 00845702 Rcd#: ]

Accounting Officer

Earn Wed Thurs Eri Sat Sun Lon Tues Wed  Thurs Eri Sat Sun Mon  Tues Total

Code 0349 0320 0321 0322 0323 0324 0325 0326 0327 0328 0320 0330 0331 04.01 —
[ Boo| | moo| [ss0 | | | | |=00] [soof | soof | | | | | | | | [eoo0] |[so0] 6150
Ly s [ ][] 16.00
N T N N N AN e e N s o 1 e N I N O O O
LI T ] [eee feeoff [ [ J[ JL [ ][ ][ | 16.00
Ly ey gy ey
N T N o (-1 I N e N A O O O o O e O I O O 250

Click the plus button to add a new

row. You know the earn code for floating holiday, so enter

FLH in the Earn Code field. Then, move to Thursday, March 27 and enter 8 hours. On the vacation

row, delete the 8 hours on March 27th.

16



Tirme and Labor Commeants

Depaniment:  HSS0200 Human Resources Fay End Date: 02011997 mfwﬂ'ﬂ
0

Harma: U2Beiman, Hal e p0geET0R Rili:

Accounting Cfficer

Department  RESO2DD Huaman Resounces

Pay End Dalee  Ga1ingd? [ mphata?

Hame: fiarman Ha 0 00B£5T0R 8
s - Heaw Astnuning So

Eam Vied Thews ] 2 2 oy Tues Wi Ihurs 1] i i ] Tass Toanl
Lo S1 03 fRE SRl 0343 Qa4 QEad e QRIT fRE B SR fed el
# =l [REG Q 800 | B.00 550 £ 00 200| | B.00 200 200 E1%0
= =l vas 9 200 8.0
#H = WG4 B L1
o=l (=9 b0 ko 1600
+ - & -h
# =l 8K O 220 220
Cuaily Tiotals
Wid  Thins Fii Sal Sl Ma Tues Wil Thaes Fii £ Sun Ma  Tues  Eml Toal
B - os] 8.2 1000 1600 B .00 £.00 B0 ] #4500
Sab-Sanicd Tl Endry Tipe Vil Leanon aoinady | !:'.5
To acoess ofher pay penods, cid Py Puti Siec nio

i R o B Pt |

Thrres and Labor | Cosmayyisnbs

Cli

*
ck the Refresh M button to update the page and check to make sure the data on the page

is correct. You notice there is a row that has no information and is not needed.

30 = 7Y (< N I N N s U Y o N O O O 8.00
B Srnla [ J JL JC T L ] I Jeee [ ][ JL 1[0 T[] 8.00
B Sssla [ J[ ][ ][ ][ | [eeo [eoof| | [ J[ ][ J[ [ ][] 18.00
(N - S N (N e e N N N e N O N O O O
ekl [ ][ Jfeso [ ][ ][ ] O J0C 30O 70O 0O 7001 250
Click the minus =!I button to remove the row.

Windows Internet Explorer E|

.h?‘_’) Delete current)selected rows From this page? The deleke will occur when the transaction is saved,

[ DpK J[ Cancel J

When the pop-up message displays, confirm that you want to delete the row by clicking the OK

button.
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j/ Time and Labor {_Comments

Department: HE50200 Human Resources Pay End Date:  04/01/1997
. 02Berman,Hal 10 457 : 0 i )
Hame: bos4702 Red#: Accounting Officer
[l complete?

Mark your timesheet complete by clicking the Complete check box.

| verify the entries are correct. (24050,75)

[fyourresponse is "MNa”, the Complete flag will be turned off automatically. If your response 1s ™es”, your time and labor data will be autcmatically saved.
Yes | Mo

Again, a page displays asking you to verify your entries. If the entries are correct, click the Yes

Yes_Iputton to save the data and to attach your electronic signature. Your timesheet is now
ready for your supervisor’'s review and approval.
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Accessing timesheets for emploxees with multiile 'Iobs
_Home _Pront Sign out

Mew Window | Helg | i

Time Entry for Current Pay Period

Time Entry for Current Pay Period

Employee Data

Time Entry  Current Pay Period End  EmpliD Rcd# Department Description

03/21/2009 00002909 0 GETE821  Sales-DOS UnitWest
Time Entry | 03/31/2008 00002909 1 G021023 FIMR SMARTIGeneral Fund

Let’'s say you have multiple jobs set up for self service time entry.

When you are on your self-service home page and click the Time Entry Iime Enity |ink, instead of
going directly to one of your timesheets, you go to the Time Entry for Current Pay Period page.
On this page, you can determine the appropriate timesheet to access by looking at the record
number, department and description columns.

. . . . Time Entry
To access the timesheet, click the applicable Time Entry —! button.
[ Time and Labor {__Comments |
Department: GE76521 Sales-005 Unit-WWest Pay End Date:  03/31/2009 [ complete?
Mame: Larsans, Avery ID: 00002909 Red#: 0 Revenue Tax Spe
Time & Labor | Find First [4] 10f1 [ Last
Earn Wed Thurs Fri Sat Sun Mon ues ed Thurs Fri Sat Sun
Code 0318 03-19 03-20 03-21 03.22 03-23 03-24 03-25 03-26 03-27 03.28 03.29 1
= I N I I N I s N o O I A I O o |
Daily Totals
Wed Thurs Fri Sat sun lon Tues Wed Thurs Fri Sat sun
Self-Service Time Entry Type: Time Only View Leave Activity |
To access other pay periods, click Pay Period Selection

Ta entertime for another job record inthe current pay period, cick  cyrrant Period Selection

[E Save | L Refresh

Time and Lakar | Cemments

Once you access a timesheet, complete it routinely. When you’re done updating or completing the
timesheet, click the Current Period Selection turrent Period Selection |ink gt the bottom of the page to
return to the Time Entry for Current Pay Period page where each job is listed.




Home Print Sign out

Mew '."'.'ir.cl-:lw| Helg | rE',,

Time Entry for Current Pay Period
Time Entry for Current Pay Period

Employee Data

Time Entry  Current Pay Period End EmpliD Rcd# Department Description

03/31/2009 00002909 0 GE78821  Sales-00S Unit-West
Time Entry | 03/21/2009 00002909 1 021023 FMR SWMART/General Fund

From there, click the Time Entry M button for the other job and update or complete that
timesheet if appropriate.

Summary and Tips

Summary

» Locate the Self Service Time Entry module
* Navigate within the Time & Labor component

* Modify default payroll information
* Enter leave, other payroll information & comments

* Save payroll information & mark a timesheet “Complete”
» Adjust a “Completed” timesheet

» Access timesheets for multiple jobs

MINNESOTA
_\]élﬂ;iﬂ"(’t]l(‘ﬂ[
& Budget

In this session, we:

e Located the self service time entry module

¢ Navigated within the time and labor component

e Modified default payroll information

e Entered leave, other payroll information and comments

e Saved payroll information and marked the timesheet complete
e Adjusted a completed timesheet, and

e Accessed timesheets for multiple jobs.
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Tips

» Modify timesheet
» Comments
» Mark timesheet “Complete™

* Electronic signature

MINNESOTA
M ?U]?lg(\ﬂl(’ﬂl
& Budget

A few tips to remember:

e You can update your timesheet as many times as necessary during the pay period. Until your
supervisor approves your timesheet, you have the option to make changes.

¢ Employees or supervisors who want to include comments can enter text on the Comments
page. Check with your agency for guidelines on what to document on the Comments page.

e When you are finished entering your information, you will indicate that your timesheet is
complete and ready for your supervisor’'s review and approval. Make sure to complete your
timesheet by the deadline set by your agency.

e Once you indicate that your timesheet is complete, you will be asked to verify that your
entries are correct. By clicking Yes, you are applying your electronic signature.

If you have questions about self service time entry, contact your agency payroll or accounting
office.

Thank you.
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