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Check your weekly hours!
This will affect any
Comp. time earned

or

payroll DOCKS that may apply




VERIFY before submitting your time sheet:

* Hours worked each day are correct

* No missed punches or 11:59 pm punches

* Any time off request have been approved and are
showing on your time sheet (hours need to show)

* If docked — do you need to add a time off request
of .25, .50, .75 or 1 whole day?

* If you require a sub, you are required to request
half or full days only




E’Subnﬂt Time Sheet - 05.19.06.00.04 - Internet Explorer

Submit Time Sheet

Period Summary

Type Pay Note Hours
TIMEOFF CP6 (CPB) 1h 45m
WORK CP6 (CPB) 10h O<4m
Total Hours: 11h 49m

Hours Paid: 11h 45m

Daily Totals
Status Note

Monday 07/29/19

7143 AM - 9:46 AM IN

According to the timekeeping rule the employee is in, any hours
not worked below 37h 30m

9:4i5 AM - 10:57 AM LNCH

need to have a time off record created using the time off code
COMPH.

10:57 AM - 11:22 AM IN

11:22 AM - 12:15 PM LNCH

There is only 1h 45m remaining to be used on the time off code

12:15 PM -  5:24 PM IN

COMPH.
Therefore, the Time Off record will be created for 1h 45m on
Saturday 08/03/2019.

Tuesday 07/30/19

7:39 AM - IN

The time off record will be created when the timesheet is
submitted. Until the time sheet is submitted the time off record
will not exist.

Saturday 08/03/19

N/A TOF

Adjustments

No Adjustments For This Timesheet.

Employee:

COMP HOURS WILL

OK

Date:

Approved By:

Date:

Submit
Time Sheet

Comp Time
Information

Print
Back

If your hours are short for the week,
the system will check for Comp. time in
your leave bucket and apply the
amount of time needed to make up
your weekly hours.
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Submit Time Sheet

é' Submit Time Sheet - 05.19.06.00.04 - Internet Explorer

Time Sheet for I

Period Summary

Type Pay Note Hours
TIMEOFF CP6 (CPB) ih 45m
WORK CP6 (CPB) 10h 04m
Total Hours:  11h 49m
Hours Paid: 11h 45m
Daily Totals
Status Note Hours
Monday 07/29/19
7:43 AM - 9:46 AM IN 2h 03m
9:46 AM - 10:57 AM LNCH ih iim
10:57 AM - 11:22 AM IN Oh 25m
11:22 AM - 12:15 PM LNCH Oh 53m
12:15 PM - 5:24 PM IN 5h 09m
07/29/19 Total Hours: 7h 37m
Tuesday 07/30/19
7:39 AM - IN 2h 27m
07/30/19 Total Hours: 2h 27m
Saturday 08/03/19
NfA TOF COMP HOURS WILL BE CREATED OM TIME SHEET SUBMISSION ih 45m
08/03/19 Total Hours: 1h 45m
Adjustments

No Adjustments For This Timesheet.

Employee:

Date:

Approved By:

Date:

Submit
Time Sheet

Comp Time
Information

Print
Back

Comp. time earned will show as
requested at the top part of the
timesheet.

Comp. time used will show on
the day it was used or on the
Saturday at the end of the week.
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You Will Be Docked

E:Time Sheet Submission Information - 05.19.06.00.04 - Internet Explorer

Time Sheet Submission Information | &S 2
Time Sheet Submission Information ~ Save
According to your schedule you should have at least 35h 00m on your time sheet. A rule on your timekeeping ruleset requires you - Back

to enter a reason when your time sheet is at least 1m less than your scheduled time. Please select the reason why you are
submitting a time sheet with only 12h 15m.

Hitting the Back Button will cancel the submission of this time sheet.

* Select reason why your time sheet is short hours: II understand my scheduled hours are short a.ndl VI

Asterisk (*) denotes a required field
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At this point you must make corrections
to your time sheet or accept the dock.
Payroll will not make paycheck
corrections to docked checks until the

following month if necessary.
Please make sure your information is accurate.

Do not submit your timesheet until you

have verified it is correct



E' view Time Sheet - 05.19.06.00.04 - Internet Explorer

View Time Sheet

Time Sheet for

Period Summary

Type Pay Mote Hours
Timeoff CP6 (CP6) 1h 45m
Work CP6 (CP6) I understand my scheduled hours are short and WILL CAUSE A DOCK. 10h 24m

Total Hours: 12h 09m

Hours Paid: 12h 15m

Daily Totals

Status Note Hours

Monday 07/29/19
7:43 AM - 9:456 AM IN 2h 03m
9:46 AM - 10:57 AM LNCH ih 11im
10:57 AM - 11:22 AM IN Oh 25m
11:22 AM - 12:15 PM LNCH Oh 53m
12:15 PM - 5:24 PM IN 5h 09m

o07/29/19 Total Hours: 7h 37m

Tuesday 07/30/19

7:39 AM - 10:26 AM IN 2h 47m
o07/30/19 Total Hours: 2h 47m

Saturday 08/03/19

N/A TOF 1h 45m
0o8/02f/19 Total Hours: 1h 45m

Adjustments

No Adjustments For This Timesheet.

Employee: Date:

Approved By: Date:

Print
Back

37.50 hours scheduled
-12.25 hours paid
25.25 hours docked
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Comp. time is not available until the following steps are
completed:

* Times
* Times
* Times
* Times

neet is submitted by employee

neet is ap
neet is ap

neet is pu

oroved by Campus/Department Secretary
oroved by Supervisor

led into the payroll system (twice a week)



