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Steps to Adjust Hourly Report

1

/ ff You will need PeopleSoft Human Resources access to enter your Absence Time. PeopleSoft is
® accessed through the campus portal at the following address: https://my.csusm.edu.

*If you do not have a PeopleSoft access please send an email to helpdesk@csusm.edu or contact your Department Timekeeper
for assistance. If the access is needed immediately please call the helpdesk (ext. 4790).

Processing Steps Screen Shot
. . S BM /I myCSUSM
1. Use your web browser to sign into - -
Peop|eSOﬂ Human ReSOUI’CGS '[hI’OUgh the Sign in to MYCSUSM Maintenance Schedule Employee CSYou & CFS
‘Tuesday nights 9PM - 12AM as needed. Access CSYou Portal and the CSU Common Financial System (CFS)
. Usemame System.

campus portal at https://my.csusm.edu. AP — —

Password

CFS DUO Pilot

T Access o CFS system using DUO Mut-FactorAutentcaton OFS
et Loy 000

Login Information
Use yournetwork usemame and passwiord.The same ane used for campus emailor Cougar Courses.

Troubleshooting

Enable pop-ups for this site. If you are experiencing difficulties, visit myCSUSM Help.

2. Under Student Assistant, i Campus Solutions
select the link for:

My HR Resources for Students

mergency Contacts

Student Assistant Menu

3. Under Student Assistant Menu, B e task cetails for = . week. o e pericd
select thelink for:
Hourly Adjustment Report

Hourly Timesheet Report
Hourly Employee Timeshest

Hourly Adjustment Report

Hourly Employee Timeshest Adjustments h

View My Paycheck
Review current and prior paychecks

4. If you have only one active job, you will immediately be taken to the Hourly Adjustment Report page.
If you have multiple active jobs, you will be presented a list to choose from.
A. Select the job for which you wish to adjust time by clicking on the row containing that job's

information.
(If you have any questions as to which job you should report time to, contact your Department Timekeeper for assistance.)
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Processing Steps Screen Shot

Favorites - Main Menu - >  CSUSM HR Custom - > CSUSMHR Time & Labor ~ > He
5. Under Pay Period Information, Cararria Stote Ve
SaMN MAARICOS
enter the:
Month and Year for which time Houdv,Emwioveelimeshest Al
needs to be adjusted. Hourly Employee Timesheet Adjustment

Then click Submit and select
Report Manager

My Job Information
Empl ID:

Empl Rcd Nbr: 0/Q OHR Office of Human Resources ! Student Asst
Pay Period Information

Month | 11 - November -
Year | 2018 v

Submit
Report Manager

Favorites ~ Main Menu ~ > Reporting Tools ~ > Report Manager

Califorra State Urnmets
S it Human Resources

6. Under Report List, select Details

List || Explorer || Administration || Archives

View Reports For

User ID Type v | Last hd 1 Days hd Refresh
Status - Folder hd Instance to
Report List Personalize | Find | View All =3 Fist (& 10f1 @ Last

select Format  Status  Details

O Postes Detals h

Report  Prcs
D nc

. Description Request

1714505

648 Hourly Employee Timesheet Adj

vSEIEC( All Deselect All
Click the delete button to delete the selected report(s)
[5] Save
List | Explorer | Administration | Archives
"Favorites - Main Menu « > Reporting Tools~ » Report Manager
8 . . Ealifiarmia State Unnmeesity
. Under File List, e

select the link which contains:
.PDF Report Detail

Report
Report ID 1714505 Process Instance 2675548 Message Log
Name SMOTLODE Process Type SQR Report

Run Status Success

Hourly Employee Timesheet Adj
Distribution Details

Distribution Node HSMPRD Expiration Date 12/13/2018
File List
Name File Size (bytes) Datetime Created

SOR_SMOTLODE_

1,688 10/29/2018 10:11:

DF

smotl008_2675648. 5,826 1072972018 1
smotl008_2675648.out 258 1072972018 10:11:
Distribute To
Distribution 1D Type * Distribution ID
User

QK Cancel

7. After selecting the. PDF file from the
previous menu, the Hourly Employee
Timesheet - Adjustment file should
automatically download.
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8. Verify that the information in Section A is correct, then proceed to Section B.

For each day that requires an adjustment, enter the total number of hours worked on the calendar day in
Correct Hours, note how many hours were added or reduced from the entry of original hours within the

Adjustment (+/-) section, as well as the Reason for the adjustment in the indicated area.

California State University,
I} ployee Timesheet - Adjustment

For Pay Period Starting 10/31/2018 Through 11/29/2018

A-EMPLOVEE | ASSIGNMENT INFORMATION

San Marcos

Emphayee Nume

Emplovee 1D

Employee Record No.

Job Cade

Time Approver

2018
11042018

LLDS2018 200

11062018 om0

11072018 0.00

1LD8 2018 0.0

1192018 om

11102018 0.0

0.00
I

0.
0.

000

T [

o
D - CERTIFICATION

Enter timein tenths (.5, .6, .7 etc).

o *Employees should NOT enter in
hundredths.
e *Round up to the next tenth.

Conversion Table
Minutes | Tenths
1-6
7-12
13-18
19-24
25-30
31-36
37-42
43-48
49-54
55-60

S|O|0 N[OOI WIN|F

[EEN

Be sure to attain all
necessary signatures.

Once all appropriate
sections are filled, print the
form and deliver to your
Department Timekeeper
or to Payroll Services.

California State University

SAN MARCOS
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DEADLINES

Time must be submitted by 5:00 PM on the last day of the pay period.
If you fail to submit your time by the last day of the pay period, payment may be delayed.

Should you need to make any adjustments to a prior month’s time, you will need to submit an Adjustment
Timesheet. Follow the above instructions to generate an adjustment timesheet to use in submitting adjustments

to Payrall.
Consult your Department Timekeeper for your own Department deadlines.
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