Data Service Center - Time_ She_ets
Enter Time Sheet QuickTips

The Time Sheets application is used to enter, track and report time submitted by substitutes, hourly
& full time employees receiving EPER, overtime, etc.

REDOCLAY Log into Classlink with your Red Clay Google account.
CONSTLIEUS I R first.last@redclay.k12.de.us

launchpad.classlink.com/redclay|

e If you need help with your password, please visit
SEQRURVIONCELLEL |odclayschools.com/passwords

Q
Click the Data Service Center tile @

Data Service Center

DSC Web Applications

Applications

Absence Request (Vacation, Personal, PD))

_—80nce logged, click on Timesheets (Reported

Reported Time Payroll / Time)

Timesheets (Reported Time)

Change Preferences/Password
Log-Off System

Timesheets - Main Menu

User Level: User

Data Entry Help Your Requested Items

1 Unl- 0 e LISLUCTIONS

N Click Submit Timesheet by Day
e el to submit for one day or click
- View My History Approved L Submit Timesheet by Week to
. View Funding Approvers Processing 1 enter an entire Week

@Questions. Comments, Suggestions, Help @

Time Submitted

Note: There will be a dashboard on the right hand side of your main menu that
displays the current status and links to all of your entered time sheets.

See Page 2 for Additional Instructions ilhELLn!

Have a question?
Call the DSC Help Desk
at: (302) 504-7222



https://launchpad.classlink.com/redclay
https://www.redclayschools.com/staff-portal/internal-offices/technology/password-reset
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Timesheet by Day

Add Time Sheet

View Employee History

Employee Name
Location: Alexis I. Dupont High  Personnel Code: CE - Custoedian  Employee ID:

Time Sheet

Date Worked: = El Request will be submitted to:
Location: * 292-Alexis |. Dupont High v| * Regular - Custodians - A I High 292
Funding Source: *|Custodian/Overtime/Upgrade V| t::g: ;_
Account: = |0verlime Salaries V| - Level 3
Time Code: = @
Hours: = 2 Hrs v « Complete all Required fields (*) on form
Pay Reason:  The funding source & account will default
Comments: to your last approved submission

@ Click the Submit Time button; the View

Submit Time f | Cancel | History page will appear

____—"p Include an optional Comment if needed @

v Time Sheet submitted fol® "
View History 6/9/2016

Employee Name Submit Day Submit Week
Employee Name

Location: Alexis I. Dupont High  Personnel Code: CE - Custodian  Employee ID:

Pending
Location Date Worked Hours Worked Additional Money Time Code Workflow Status Date Entered Comments
292 - Alexis I. Dupont High| 6/9/16 (Thu) 2 Hrs Overtime |e Custodians - A I High 292 (1 of 3) |Time Submitted| 6/10/2016 - - !
292 - Alexis 1. Dupont High‘ 6/7/16 (Tue) | 2 Hrs ‘ | Overtime | Custodians - A I High 292 (1 of 3)‘Time Submitted 6/9/2016
o Note: You can get to
View History page from
Date Worked From: [ 71/2015]7F To: | 6M0/2016[7E Run Report
B o[ Fnmed | | the Data Entry Menu
Approved and the Your Requested
Location Date Worked Hours Worked Additional Money Time Code Workflow Status  Date Entered Approval Date Payrc /temS dashboard & the
292 - Alexis 1. Dupont High | 6/8/16 (Wed) 15 Mins Overtime | Behavior Interventionist | Approved 6/9/2016 6/9/2016 H H H
 Custotians - A1 igh 292 View My History link on
292 - Alexis 1. Dupont High| 6/6/16 (Mon) 10 Hrs Overtime |» Custodians - A I High 292 |Processing| 6/8/2016 H
- the Main Menu.
Denied
Location Date Wnrked_Hnurs Worked Additional Money_'[ime Code_ Workflow Status Date Entered_Apprﬂval Date Payroll Date Cumments_
292 - Alexis 1. Dupont High | 6/8/16 (Wed) 7 Hrs Overtime |e Custodians - A I High 292 |Approval Denied| 6/9/2016 6/9/2016 View
| Total: 1 |

Timesheet by Week

Add Time Sheet

Employee Name | « Your workflow will be determined by
Location: Alexis I. Dupont High  Personnel Code: CE - Custodian  Employee ID: . H
pont e i work location &/or funding source
Week of 5/29/2016 - 6/4/2016 [ <<PrevWeek | [ NextWeek>> | and will be listed on screen
(questions regarding these should
Location: = -Alexis |. Dupont Hi v * Regular - Custodi . .
oonon:” Xléiid}:gBuld ;‘p Crigh ] < *Level 1 be directed to your supervisor)
Account: * ___[Overtime Salaries vl tev'*C | o« The same location, funding source
& account will be applied for all
rixe;:j: Ti:::::* Time Code: * Time Code: * Time Code: * entries under the TimeSheet by
Week screen
— — — — 5w+ |e Users can delete a submission until
pay Resson: pay Resson: pay Resson: the first approval has taken place
e Comments: |Ganeral Need V‘ | V‘ |Ganera| Need V‘
‘ ‘ ‘ ‘ ::52::; Game ‘ ‘Dﬂmm"w ‘ D(:Dmr:jtnrﬁu;tion C\eanup\ ‘Dﬂmma"‘S: ‘
Submit Time | | Cancel ‘ ‘ Add New Record ‘






