Minnesota State Colleges and Universities

eTimeSheet Quick Reference Guide
(Employee)

Purpose

The eTimeSheet application provides employees access to their online timesheets where they can
view, submit, and update timesheets and leave or overtime (OT) requests.

2. Enter your StarID Password.
3. Click to Login.

e You do not need to select an Institution when logging in with StarID.
e To Activate your StarID go to http://starid.mnscu.edu/ and click the Activate StarID link.

e To leam how to look up your StarID or Password go to StarID Self Service How-To.

Please login to continue.

Notice: EMPLOYEE The eservices/web registration site will be unavailable from
approximately 6:00 a.m. until 9:00 a.m. on Sunday, May 20.

The '*' indicates a required field.

* StarlD:
* Password: | rd?

T | AR A : d

Display Name: [T Dpisplay and print your narme until next legin, To
protect your identity, you may wish to print only at
secured locations,

Lo_gi_n_.__
See Login Help if you are having proble Zating an account or logging in.

You must logout when finished to ensure that nobody else gains access your records.

1. If you have multiple positions, a list of your positions is displayed. Click the Select
button next to the one you want to work with.

Employee Job Assignment

o T T T T gy e | .. :

0 Off & Admin Spec Sr. Administrative Affairs Farrell, Nicolle Full-Time, Unlimited Se[ect !

2999  CSS, Int, Records Office Farrell, Nicolle
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eTimeSheet Quick Reference Guide
(Employee)

Employee Home Page - Layout

Employee and Supervisor Information.
Current Leave Balances.

Message Area.
Pay Period and Timesheet Status. Unsubmitted Status is Red. Other statuses are Black.

Timesheet Detail. Unapproved requests are in Red Italics. Other statuses are Black.
Current and Future Leave Requests. Click a column header to sort by that column
Navigation Area.

PO Rt i

eTimeSheet Employee Home

Employee Name: Tylock, Chuck Mike Leave Balances as of: 12/07 /2010
Supervisor: Barrios, Albert Floating Holiday: 1.0 days

Work Title: Business Analyst Sick: 116,75 hrs
Record: 0 ¥acation: 77.25 hrs
Emplowyes e-Timesheet e o
g i : Your leave request for 01/28/2011 has been submitted and is pending approval.
Ll L] AR v SR S LTl I i

Slate Employes Seil-Servios

Timesheet for pay period Jan 19, 2011 - Feb 1, 2011

Status: Unsubmitted Reminder; submit leave slips for this pay period prior to submitting your timesheet.

i Docamenlatgn

T T AT T
N e e ) i S
Work Schedule g8l 8 g e
RegularPay(REG) 8 | 8 | 8
¥acation (VAC) O .
P (Sﬁ(i e .MWFWW R
Edit Timeshesat w Submit Timesheat . Save Timesheet

Requests for the Current and Future Pay Periods

The Minnesora State Ta take Approved leave, you must have enough leave balance available on the requested date,
Co and
e e

A -
Status Edit Descr

Tylock, | Sick
Chuck [Child
Tylock, | Long
Chuck [Weekend

[T iPendingiif [sick Leave Fri (01/28/2011 1:30PM  [5:00 PM;3,

[T ipending it [Vacation EMon!OlﬁUZOllE&:OO AM 430 PMiB.
13

X Delete Selected Regquests
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Employee Home Page - Navigation

1. Click to return to the Employee Home Page.

2. Click to view eTimesheet documentation web page.

3. Select a different Pay Period from the drop down list and click ‘Change’ to go to that pay
period. The Employee Home page defaults to the current Pay Period.

4. Click ‘Current Pay Period’ to quickly return to the current pay period.

5. Click ‘Edit Timesheet’ to make changes to the timesheet or to add a comment.

6. Click ‘Submit Timesheet’ when you all requests/changes are done for the active Pay
Period.

7. Click ‘Save Timesheet’ if you want to save it but it isn’t ready for your supervisor to
approve.

8. Click ‘Request Leave/OT’ button to go to the Create Leave/OT page.

eTimeSheet Employee Home

Employee Name: Tylock, Chuck Mike Leave Balances as of: 12/07/2010
Supervisor: Barrios, Albert Floating Holiday: 1.0 days
Work Title: Business Analyst Sick: 116.75 hrs
Record: 0 Vacation: 77.25 hrs

Employee e-Timeshest chadhi ; ;

Sl Gy Your leave requestfor 01/28/2011 has been submitted and is pending approval.

detmave Pegezsb RS SEERIN IS by TN Sy SR i G S - | sl U N oy ot ~ e e e | R PR e T G e

Slate Employes Eeif-Senvos
: Timesheet for pay period Jan 18, 2011 -Feb 1, 2011

g Documentaian
Status: Unsubmitted Reminder: submit leave slips for this pay period prior to submitting your timesheer,

By FeniOe Ewt WED | THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE TOTALS

Cutrent Pay Period 6

Period Endings Ry 15 20 21 22 23| 24 25 26 27 28 29 30 T |
| work Schedule s | s |8 g tm o bl e e 8s |
| Regular Pay (REG) g]e |8 8 8 8 B8 |45 | 8 68.5 |
| Yacatiom(vac) | | =l vk L ECL T | | 8 21|

f ' . 3.5 | 35 |
Total Hours 80 |

!lqur-n,c S ollene: T

. Edit Timeshest i} Submit imesheat = Save Timesheet
argo Place

aul MM 55101 Requests for the Current and Future Pay Periods

To take Approved leave, you must have enough leave balance availzble on the requested date. Reques- LeaverDT

| el T
: |Begu| 'I‘szEm'l Time ' Tnhl gr::lmn

; | . ; g
Sick LeaveFri .01.-*23,'2011 |1 30 PM {s 00 pM‘a 5 igg"ﬂé‘?g‘

| 02{01{2011'T§-Iock, Long
Vacation MUHFOUSUZDIIiB 00 AM §-1 30 PM SO |°9 145:12  |Chuck |Weekend|

YE
an equal opportunity
qnlp!eyﬂr and

X Delete Selectad Requesls
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Submit a Leave or OT (Overtime) Request

O gdpe-taih i

. Employee Name: Barina, Hortensa Florence Leave Balances as of: 01/05/2010
Minnesota 1k st Fe e i
STATE COLLEGES Supervisor: Dalke, oating Holiday: 0.0 days
Sick: 9.0 hrs

A UNIVERSITIES ¥ork Title: Laun
Employee e-Timesheet

Employes Home _ . & 1 ij] J-'QIQ] 0

My Leavae Requests

Se - Sick R =i -Sublype- =
Docurnentation '
Select Pay Period End 1T __

Current Pay Period

Minnesota SMBV

and Universities

Leave Balances as of the last Pay Period Ending.

Enter a Start Date and an End Date for the request.

Enter the Begin Time and the End Time. Select am or pm.

Select a Type of Leave Request from the drop-down menu.

Sick Leave requires a Sub Type.

Enter the Total Hours for the date range selected. This field will change to Daily
Amount for leave types:

e ‘OC2-0OnCall @ 25%’ default value 16

e ‘OCS — On Call Supervisor’ default value 50

Enter Reasons/Comments if desired. Reasons/Comments are required for leave types:
Leave Without Pay (LWO)

Miscellaneous Leave (MSL)

Time Not Paid (TNP)

Worked but Not Paid (WNP),

Overtime or Compensatory Time (OT)

e Sick Leave (SIK) when the Sub Type is Bereavement (06).

Click Submit to save.

Click Cancel to quit without saving

Create/Edit Leave Request

Record: 0

Start Date * End Date * Begin Time *

e ZUU _am (% pm & 5 30 am € pm &

Sub Type *

Total Hrs *

Reasons/Comments

November 2, 2010 4
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Leave Request Confirmation

This page is only displayed if the leave request is for multiple dates.

1. The Leave Request Confirmation page is only displayed for multi-day leave or
overtime requests.

2. Review and Edit the Start Time, End Time and Total for each date.
3. Click Save to submit the requests or Cancel to exit without submitting.
v
Leave Request Confirmation
AL : Employ N eTirnesheet, Tara teave Balances as of pay period ending: 05/27 /2008
3“?2:‘::2},‘: Supervisor: eTimesheet, Tom Floating Holiday: 1.0 days
A UNIVERSITIES Work Title: eTime User Sick: 38.5 hrs
Record: 9999 Yacation: 26.0 hrs

Employee e-Timesheel

Sy AR o You requested multiple days of
State Employes it.

. Here is the breakdown by day. Please review this and save

—
07/14/2008 Mon
Select Pay Period End 07/15/2008 Tue 30
Pay Period Ending 07/16/2008 Wed 00w @ e O 0430
07/17/2008 Thu 0800 @m0 0430 O pn® 80
| Change | 07/18/2008 Fri 0800 am®pn O 0430 an O pn ® 8O

Current Pay Perind

Cancel Save

Minnesota State Colleges
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Submit a Timesheet
Note: Submit your Leave or Overtime requests before submitting your timesheet.
An Unsubmitted timesheet status is displayed in Red.

Review all entries for accuracy. Unapproved requests are displayed in Red arnd
Italicized.

D =

3. If the timesheet is correct as shown, but you aren’t finished with the pay period, click

Save Timesheet

If the timesheet is correct as shown, click Submit Timesheet.

If you want to make changes to the Timesheet or add a comment, click Edit
Timesheet.

Al

Note: You can not edit Leave Requests in the Timesheet. You must edit the Leave Request to
change it.

Logout

eTimeSheet Employee Home

Employee Name: Tylock, Chuck Mike Leave Balances as of: 12/07/2010
Supervisor: Barrios, Albert Floating Holiday: 1.0 days
VWork Title: Business Analyst Sick: 116.75 hrs
Record: O ¥Yacation: 77.25 hrs
Timesheet for p 1od Jan 18, 2011 - Feb 1, 2011

Status: Unsubmitted Reminder: submit leave slips for this pay period prior to submitting your timesheet,

TUE WED ! THU FRI SAT SUN MON TUE TOTALS
e Date e e
Work Schedule : | g e
Regular Pay (REG) g | 8 8 E = S g 145 8
_Yacation (¥AC) | " 8 i
Sick Leave (SIK) | 3.5
IIIII B Total Hours -___. a0

i Edit Timesheet 3 Submit Timesheet 4

y Date : Begm Tme Eml Tnm Tntal l:re‘;tiou (Cre:

20132312011}1 130 PM Is 00 M 3.5 532"3;*?2“ Ui

H
| ! 2{01;231 1

Status Edit Descr

Tylock, Long | |
Chuck lWeekend |
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Edit a Timesheet

1. You can change Regular Pay, Hollday or Shift leferentlal hours.

2. You can not change Leave Requests. You will need to edit the Leave Request on the
Create/Edit Leave Request page.

3. You may add a Comment up to 500 characters in length to your timesheet.

4. Click Submit Timesheet to save changes and let your supervisor know your timesheet is
ready for approval.

5. Click Save Timesheet to save changes, but not submit for your supervisor’s approval.

6. Click Cancel to quit without saving.

I._quuk
Update eTimeSheet
Employee Name: Tylock, Chuck Mike Leave Balances as of: 12/07/2010
Supervisor: Barrios, Albert Floating Holiday: 1.0 days
Work Title: Business Analyst Sich: 116,75 hrs
Record: O ¥acation: 77.25 hrs
Ernployee e-Timeshest
Empliyee Home= Timesheet for pay period Jan 19,2011 - Feb 1, 2011
Status: Unsubmitted
N TUE | TToTAlS! )

Regular Pay (REG)

?a:abnn (¥ac) e i
| Sick Leave (5IK) i

Current Pay Period 4dd new comments; (Mar 500 characters)

lleges

and U

350 Wells F-xrgl: Place
30E Tth'S

Saint F'suH'!H 55101 -
The nr-esit.a State o

Cancel
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Delete/Edit a Leave Request
1. Click the Edit Icon to change the request type, Times, Hours or Comment
2. Click Check Box to flag the request to be deleted.
3. Click Delete Leave/OT button to delete checked requests.

Notes:
e Deleting a request will alter the pay period it resides in.
e If arequest was Approved, it will be cancelled instead of deleted. The cancellation will
need to be Approved by your supervisor.

Timesheet for pay period Jan 19, 2011 - Feb 1, 2011

Status: Unsubmitted Reminder: submit leave slips for this pay period prior to submitting your timesheet.

o T TWED | THU FRI|SAT ! SUM | MON | TUE | WED | THU | FRI
Date e e A e e e
| Work Schedule s | 8| 8| | g [ial [eabe Dl | .
! Regular Pay (REG) g | 8 i 8l g E g g 4.5 ; I Sl ee
Vacation (VAC) i 8 i
sick Leave (SIK) = | 3.5 | T
Ta_::tal Hours 80

Requests for the Current and Future Pay Periods

To take Approved leave, you must have enough leave balance available on the requested date.

(rtaul Date

@= [ Pendlnglm ‘Sick LeaveiFri U1/28/2011/1:30 PM  |5:00 PM [3.5 ggfgé{fgl
| | 146
i ; ol K ; . 02/01/2011 |Tylock, | Long
[ ;Dendlngi 1 iVacahon .%Mon 01/31/20118:00 AM  [4:20 PM {8.0 09:45:12 Chuck |Weekend!

November 2, 2010 8
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Edit a Leave Request

Change Leave Type.

Change Times.

Change Hours.

Change Comments.

Click ‘Submit’ to submit changed request.

Click ‘Delete’ to delete the request.

Click ‘Cancel’ to quit without saving the changes.

NV AW

Create/Edit Leave Request

Employee Name: Barina, Hortense Florence Leave Balances as of: 010572010
Supervisor: Dalke, Maxine Floating Holiday: 0.0 days
Work Title: Laundry Worker » 9.0 hrs
Record: 0 .5 hrs
Employee e-Timesheet

Start Date * End Date * Begin Time *

Emplovees Home

My Leave Requests

State Emnployee ET!"PB of Request *

Self-Service

Documentation

Total Hrs *

Select Pay Period End 40

Re;sons/Cumments
Half Day

Current Pay Period

Minnesota Stete Colleges
and Universities

350 Wells Fargo Place { Submit = Delete | | Cancel |
30 E 7th St LTS T s i L T
Saint Paul MN 55101

November 2, 2010 9
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