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How to Report Time Online

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

CSUSM / mvCsusi

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 ights SPM - 124M s needed Access CSYou Portal andthe GSU Common Financl Sysem (GFS)
. Usemame System
campus portal at https://my.csusm.edu. : ——
Password -
CFS DUO Pilot

Access o CFS system using DUO Ml Factor Authertcaton. CFS
Trouble Logging In? N
sgnin Login using DUO.
Login Information

Use yournetvork usemame and password.The same one used forcampus emai or Cougar Courses

Troubleshooting

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

Favorites ~ Main Menu ~

2. Under Student Assistant,

select the link for:
My HR Resources for Students

Campus Solutions

Ma
Em
Pn
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mergency Contacts

Student Assistant Menu
3. Under Student Assistant Menu, Timesheet

Report your time and task details for a day, week, or fime period b
select the link for:

Hourly Timesheet Report

T | meSheet Hourly Employee Timesheet

Hourly Adjustment Report
Hourly Employee Timesheet Adjustments

View My Paycheck
Review current and prior paychecks

4. If you have only one active job, you will immediately be taken to the time entry 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 enter time by clicking on the row containing that jobs

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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5. Enter the total number of hours worked on each calendar day.

Timesheet Start date can be
changed and the
i Employee ID:
grid refreshed.
Timecard Job Titie:  Student Asst
can show O e x \
Select for Instructions
day, week
or full View By: | /Week Y| *Date: [11/05/2013 |[5] [ Refrash |
calendar Reported Hours:  19.0 Hours Scheduled Hours: 0.0 Hours
month. Reported time on or after 10/31/2012 is for a future period.

From Monday 11/05/2013 to Sunday 11/11/2018
Timesheet

Employee Record Number:

controls.

Navigate week to
week with these
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Submit Apply Rules
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Reported Time Status

Time Reporting Code
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buttonsto
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@ First @ 1-30f3 @ Last

J

Date Status Total Time Reporting Code Comments
[06/2018 Meeds Approval 7.5 C_)
0872018 Meeds Approval [
0972018 Meeds Approval 4 Q

i ] Reported Hours Summary - select to view

© Balances - select to view

™

Grid showsthe
status of your
time entered
thusfar.

Any hours after midnight should be
entered on the following day.

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

e *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
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55-60

[EEN
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6. When time entry is complete you may Timesheet

either save the time or submit the time. Submit Confirmation

When time entry is ready to submit time to

your supervisor, click the V The Submit was successful.

button. Time for the Week of 2015-11-05 to 2013-11-11 is submiited
0K

A. Youwill see asave confirmation

page as shown below after
submitting or saving.

B. Click L2£] to continue. Thiswill
take you back to the time entry
page

DEADLINES

e Timemust be submitted by 5:00 PM on the last day of the pay period.

e If youfail to submit your time by the last day of the pay period, payment may be delayed.

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

e  Consult your Department Timekeeper for your own Department deadlines.
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