me Classified Time Reporter —-Repo

What do | do?

PROCESS OVERVIEW

This document will take you through the process of entering time for a Full Time Classified
employee who is submitting a timesheet for a specified time period. The process begins at the
BGSU home page:

©CoNOUOrWNE

10.
11.
12.
13.
14.
15.
16.
17.

Click MyBGSU

Log in to MyBGSU

Click on Employees

Navigate to Time and Labor Employee

Click on Timesheet

Review Scheduled Hours (If applicable Step 6a - Revise Scheduled Hours)
Select TRC (Time Reporting Code) Classified Regular Earnings
Click Submit (Move to Step 15)

If applicable, Change Scheduled hours

Select TRC — Classified Regular Earnings

Insert a new row

Enter time taken in the specified date field(s)

Select TRC (Time Reporting Code)

Click Submit

Click OK to Submit Confirmation

Review Reported Time Summary

Final Review and Approval

Where do | go?

MyBGSU > Employee Self-Service > Time and Labor Employee > Timesheet

SECTION |
NAVIGATION

Begin the process at the
bgsu.edu home page.

Note: Please use Internet Explorer

@@I@ http:/fwww.bgsu.edu/ Fop— |

Step 1: Click MyBGSU

BGSU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE  INTERNATIONAL GIVER m MAILES  SEARCHO

¥ £.44
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ime Classified Time Reporter —-Reporting Time

Step 2: Enter USERNAME and
PASSWORD

Note: These will be your BGSU
network credentials.

Step 2a: Click Login

BOWLING GREEN STATE UNIVERSITY

f Y Kerest O &

BGSU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL SEARCHLO

USERNAME PASSWORD
ffalcon sesssvene E LOGIN
Forgotten Password | New Account | Help

Step 3: Click Employees

Welcome nployees AlertBG Quick Links

Purchasing

Libraries

Canvas Student Center

Bookstore

Accenture Report

TO DO CHECKLIST HOLDS

You have naitems inyour to-do list. Youdo not have any holds

Bowing Graen Statz University | Bowling Grean, OH 43403-0001 | Help | Fesdback
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Full Time Class

The Time and Labor

Employee section allows you
to view all Time and Labor
pages that you have access
to.

) BGSU EMAIL
Step 5: Under Time and Labor

Employee Section BURSAR BILL VIPW/PAY

Step 6: Click Timesheet BG1 CARD SERVICES

ADVISING
Actvicernent:
Student Degree Audit
Faculty Cartber

PAYROLL INFORMATION

Wiea Payched

WV-4 Tz Information
Diirect Depasit
W-2W-2c Congent
Wiew W-20W-2c Forms

BENEFITS ENROLLMENT

Famniby Status ChargesLife Event
Benefits Summanry
Bensfits Enrcllment

TIME AMD LABOR EMPLOYEE

My Student Timeshaet biew. A
Launch Pad
Web Cladk

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
Approes My Bresekhy Reportsrs
Approve My Student Hourhy Reporters

MAMAGER INFORMATION

Mzrzger Dashboard
Time and Labor Dachboard
Manaze Delezation

TOOLS

IT SECURITY ACCESS FORMS

Wab Report Librany

* FME Wab Feport Library Aooess Form

‘Contsot Digital Bervices
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ime Reporter —-Reporting Time

SECTION II
BIWEEKLY TIMESHEET p—

Timesheet

Freddie Falcon

Employes 1D 0000578332

1. The Biweekly Timesheet

. Golf Course Worker mpl Recorc
page defaults the View By | | 7257 S e
field. This field will be B ot s
. iew By [Calendsr Period - Previous Period  Next Period
greyed out and you will not o gtmt‘oz;s'zm: 5%) )
S g
be able to change. @ o wm - Pt Timsaas:
2 . The Date defau |ts to the [ From Sunday 22/'1 512015 to Satl:‘rday 02/28/201 S]Ti = - = < - - - = = =

fl rSt day of the pay perlod 2;.4'!; Zi:; Zf:; W!Nl Zﬂ; 212:‘) a Z;JZ; zrnzg Zf;; W!ZS 212: ZinI‘

) 2.00| .00, 8.00, 2.00 2.00| 8.00; .00, 8.00, 2.00 2.00|

3. The Time Period that

you will be entering time -
fOI‘ iS dISplayed abOVe Reported Time Status | Summary | Leave/Compensstory Time || Payable Time
. . Reported Time Status Passcnalize | Find |1 1051

the TImeSheet InpUt Date Total TRC Description Comments

flelds 0.000000
4. The Scheduled Hours e Senice

field will list the normal ime Repenns

scheduled hours to be

worked in this pay

period.
Step 6: Review Scheduled From Sunday 02152015 to Saturday 027282015 (7
Hours to work per day. s e b pr s am at b 2 2 ] b a7 b
e If hours and days are

correct then proceed to - )

Step 7. Scheduled Hours are modified to Monday - Friday

IF APPLICABLE
For Full-Time Biweekly time
From Sunday 02/15/2015 to Saturday 02/28/2015 (7

reporters that have scheduled S - - - - - - - - -
hours on different dates, other o a0

than Monday — Friday, you will
need to revise your timesheet
to reflect the correct days
worked.

Step 6a: Enter Scheduled Hours
on new days.

e Moveto Step 7

Scheduled Hours were modified to Sunday - Thursday

4/12/16
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Full Time Classified Time Reporter —-Reporting Time

Step 7: Select TRC (Time
Reporting Code) — Classified
Regular Hours

Hours are reported according
to a TRC (Time Reporting
Code).

All reported hours need a
TRC in order to process
reported time for that
specified time period.

Total Time Reporting Code

010-Classified Regular Earning - CLA
-Wacation Leave Taken -
030-Sick Leave Taken - SKP
040-Personal Leave Taken - PLP
050-Overtime - OVT
060-Comp Time Earned - CPE
070-Comp Time Taken - CPY
080-Comp Time Payout - CPO
090-stand-By-Pay - SBY
100-Leave Mo Pay - LWO
110-Call Back PayCall Back Pay - CBK
120-Call Back Comptime Earned - CBC
130-Call-In Pay - CIN
135-Call-In HOLCall-ln HOLIDAY - CINH
140-Military Leave - MLP
150-Emergency Regular Hours - EMR
160-Emergency Overtime Pay - EME
170-FMLA - Sick Leave Used - FSKP
180-FMLA - Vacation LeaveTaken - FVCP
190-FMLA - Personal LeaveTaken - FPLP
200-FMLA - Leave Mo Pay - FLWO

210-FMLA Comptime Taken - FCPY

Example:

Full Time 80 Hour Classified
Regular Earnings — with no
usage of leave or overtime.

Employes 1D 0D005TES32
Empl Record O
Earliest Change Date 10/01/2014

Frevious Period  Next Period

The TRC Code will be Print Tmeshst
010-Classified Regular
Earnings-CLA [ ] an on T v ™ [ S —
8.00 80 2.00) 200 8.00] I 010-Classified Regular Eaming - CLARS
At this point in the process, if
you do not have additional
time to report (such as Submit

vacation, sick, overtime,
etc.), Submit your timesheet.

Step: 8 Click Submit
e Move to Step 15

4/12/16
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IF CHANGING HOURS

Step 9: Enter Leave Hours
Taken (Vacation, Sick, Overtime,
Comp Time, etc.)

e  Biweekly staff reporting
time off will place the
number of hours taken in

From Sunday 02/15/2015 to Saturday 02/28/2015 (¢

Sun Mon Tue Wed Thu Fri Sat
the corresponding date 215 216 217 218 218 220 p1p]
field. 8.00 8.00 8.00 8.00 7.5

e Note: For purposes of
this reference the 8 has
been changed to 7.50
to reflect the number of
Classified Regular
hours being reported.
Step 10: Select TRC (Time
Reporting Code) for Leave Total Time Reporting Code
rours Teken I
° Hours are reported 010-Classified Regular Earning - CLA
according to a TRC (Time 020-Vacation Leave Taken - WVCP I
Reporting Code). 030-Sick Leave Taken - SKP
040-Personal Leave Taken - PLP
050-Overtime - OVT
060-Comp Time Earned - CPE
070-Comp Time Taken - CPY
080-Comp Time Payout - CPO
090-5tand-By-Pay - 3B8Y
100-Leave Mo Pay - LWO
110-Call Back PayCall Back Pay - CBK
120-Call Back Comptime Earned - CBC
130-Call-In Pay - CIN
135-Call-In HOLCall-In HOLIDAY - ClNH
140-Military Leave - MLP
150-Emergency Regular Hours - EMRE
160-Emergency Overtime Pay - EME
170-FMLA - Sick Leave Used - FSKP
180-FMLA - Vacation LeaveTaken - FVCFP
190-FMLA - Personal LeaveTaken - FFLP
200-FMLA - Leave Mo Pay - FLWO
210-FMLA Comptime Taken - FCPY
Step 11: Click — toinseta From Sunday 021520150 Saturay 02785 (7
new row on the TlmeSheet' Sun Hen Tue Wed Thu Fri Sat Sun Hon Tue Wed Thu Fri St
ik Fijl3 w1 i) pijt] m i} m plri) pir!} bifk) plri] um n
(Found at the end of the time 50 30 2 2 75 2 80 50 30 30
reporting row.)
e To report time taken or an
exception, a different TRC
must be used for that time. ITime Reporting Code *Taskgroup Business Unit Combination Code ChartFields
010-Classified Regular Eaming - CLA + BG_DEFAULT (@, |BGSUN |@ @ CharFields =

4/12/16
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Full Time Classified Time Reporter —-Reporting Time

Step 12: Enter Time Reporting
Hours

When reporting time other than
regularly scheduled a new line
must be added and a new Time
Reporting Code needs to be
used.

From Sunday 02/15/2015 to Saturday 02/28/2015 (¢

Sun Mon Tue
213 2116 7

2.00 2.00 2.00

Wed
218

Thu Fri Sat Sun Mon
219 2120 rn 2z piysd

7.50| 2.00 2.00

Step 13: Select TRC (Time
Reporting code)

e Hours are reported
according to a TRC (Time
Reporting code)

Note: For purposes of this
reference, you are reporting
vacation hours so you will select
the TRC — Vacation Leave
Taken.

Total Time Reporting Code

010-Classified Regular Earning - CLA
020-Vacation Leave Taken - VCP |

030-Sick Leave Taken - SKP
040-Personal Leave Taken - PLP
050-Overtime - OVT

060-Comp Time Earned - CPE
070-Comp Time Taken - CPY
080-Comp Time Payout - CPO
090-Stand-By-Pay - SBY

100-Leave No Pay-LWO

110-Call Back PayCall Back Pay - CBK
120-Call Back Comptime Earned - CBC
130-Call-in Pay - CIN

135-Call-in HOLCall-in HOLIDAY - CINH
140-Military Leave - MLP

150-Emergency Regular Hours - EMR
160-Emergency Overtime Pay - EME
170-FMLA - Sick Leave Used - FSKP
180-FMLA - Vacation LeaveTaken - FVCP
190-FMLA - Personal LeaveTaken - FPLP
200-FMLA - Leave No Pay - FLWO
210-FMLA Comptime Taken - FCPY

Example:
Full Time 80 Hour Classified
Regular Earnings with usage of

Change Date 10/01/2014

Previous Period  MNext Period

leave. Print Timeshest
The TRC Code will be I = 2 = T = T z 2t 1otumims Reportng coos
020-Vacation Leave Taken - 2.00) 2.00) 200 £.00 2.00) 80,00 010-Classified Regular Eaming - CLA
VCP
Step 14: Click Submit

Submit

e Once the time has been
reported and the TRC’s have
been selected the data must
be submitted.
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ng Time

Step 15: Click OK

e A Submit Confirmation
message will appear for you
to OK.

e Review the Time for the
Time Period statement.

e  Make sure that this is the
correct time period for which
you are reporting.

Timesheet
Submit Confirmation

V The Submit was successful.

Time for the Time Period of 2015-02-15to 2015-02-28 is submitted

hours that you entered, the
TRC'’s that you selected, and
the total hours being reported.

Step 17: Final Review &
Approval

e The next step is for a
Supervisor, Manager, or
Department Contact to
approve your reported time.

Reported Time Status || Su

Repert=d Time Statis
oate Reportea status

021512015 Nesds Approval

Nesds Aperoval

Nesds Approval

Nesds Approval

mmary || Leave / Compensatory Time

ot TRC

500 OLA

200 CLA

800 GLA

200 CLA

Payatie Time.

Personalas | Find | 29 |18
pe—

010-Classif

equiar Earning
010-Classified Reguiar Earming
010-Glassified Requiar Earning

010-Classified Reguiar Earning

commants

02/18/2016  Needs Approval
02192015 Needs Approval

T80 CLA

0.5 VCP

010-Classified Reguiar Earming

020Vacation Leave Taken

ieeds Approval

D15 Nesds Approval

Nesds Approval

Nasds Aperoval

5 Messs Approvsl

TO CLA

200 CLA

500 OLA

200 CLA

800 GLA

OT0Ciassin

eguiar £aming
010-Classified Requiar Earning

010-Classif

equiar Earning

010-Clazsified Requiar Eaming

010tz

equiar Eming

SECTION "I Reported Time Status Summary Leave / Compensatory Time Payable Time
REPORTED TIME STATUS personaize | Find | | B 1410114
. Date Reported Status Total TRC Description Comments
Once you have submitted
and confirmed your 02M15/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning o
timesheet the Reported 02/16/2015  Needs A I 8.00 CLA 010-Classified Regular Earni o
- - - eeds rova . ~Llassine egular earnin
Time Status section is PP ¢ ¢
visible on the timesheet. 021712015 Needs Approval 8.00 CLA 010-Classified Regular Earning )
02/18/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning D
Step 16: Review
02M19/2015  Meeds Approval 7.50 CLA 010-Classified Regular Earning o

e  The information in the 02/19/2015  Needs Approval 0.50 VCP 020-Vacation Leave Taken o

reported time status section 02/22/2015  Needs A I £.00 CLA 010-Classified Regular Earni J

. . eeas / rova ! -lassme egular earnin

is the amount of time that o ¢ ¢

has been approved and 0212312015  Needs Approval 8.00 CLA 010-Classified Regular Earning )

needs to be approved for

the time period. 02/24/2015  Needs Approval .00 CLA 010-Classified Regular Earning ]
° The status Wi" remain at 02/25/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earning D

Needs Approval Ul'l.tll a 02/26/2015 Meeds Approval 8.00 CLA 010-Classified Regular Earming D

manager or supervisor

approves the reported time.

Timesheet
SECTION IV S
SUBMITTED TIMESHEET i
"V\ewa Previous Period  Next Period

Before yOU eXit the T|me and Seheduled Hours £0.00 Reported Hours 0,00 Frint Timeshest
Labor Employee component [T SRR z = o o s m——
review the timesheet one last T ) o T (— 5w w9 om) T o
time for any errors. Verify the
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