Part Time Classified Time Reporter — Repo

What do | do? This document will take you through the process of entering time for a Part Time Classified employee
who is submitting a timesheet for a specified time period. The process begins at the BGSU home

PROCESS OVERVIEW page:

Click MyBGSU

Log in to MyBGSU

Click on Employees

Navigate to Time and Labor Employee

Click on Timesheet

Enter Hours and Days worked

Select TRC (Time Reporting Code) Classified Regular Earnings
Click Submit (Move to Step 13)

Insert a new row

10. Enter time taken in the specified date field(s)
11. Select TRC (Time Reporting Code)

12. Click Submit

13. Click OK to Submit Confirmation

14. Review Reported Time Summary

15. Final Review and Approval

CeNoh~wNE

Where do | go? MyBGSU > Employee Self-Service > Time and Labor Employee > Timesheet
SECTION |
NAVIGATION
Begin the process at the @ ] : -
bgsu.edu home page. @ & hitp://www.bgsu.edu/ P-C |

Note: Please use Internet Explorer

Step 1: Click MyBGSU

BGSU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENTLIFE  INTERNATIONAL ave m Rl FMALm  SEARCHO

e

»

N
-\ ¥
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MER SESSIb SCHEDULE NOW AVQ,ABLE
A\\, S 7 _

—

MAPS & DIRECTIONS

Step 2: Enter USERNAME and BOWLING GREEN STATE UNIVERSITY

PASSWORD f Y Kerest O &
Note: These will be your BGSU BGS U®

network credentials. ACADEMICS ~ ADMISSIONS ~ ABOUT  ATHLETICS ~ ALUMNI  RESEARCH  STUDENT LIFE  INTERNATIONAL ] SEARCHO

Step 2a: Click Login USERNAME PASSWORD

fralcon sasesnene E LOGIN
Forgotten Password | New Accor
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Step 3: Click Employees

Canvas

TO DO CHECKLIST

You have na items in your to-do list.

Student Center

Bowling Green State University | Bowling Green, OH 43403-0001

Welcome

Libraries

Bookstore

Accenture Report

HOLDS

Youdo not have any holds

Halp | Fesdback

Quick Links

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

Step 4: Under Time and Labor
Employee Section

Step 5: Click Timesheet

MyBGSU.

BGSL EMAIL

BURSAR BILL VIEW/PAY

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 ENROLLMEMNT

Famniby Status ChargesLife Event
Benefits Summanry
Bensfits Enrcllment

TIME AMD LABOR EMPLOYEE

My Student Timeshees fview

Lsunch Pad
Web Clodk

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
Approes My Bresekhy Reportsrs

Approve My Student Hourhy Reporters

MANAGER INFORMATION
Mzrzger Dashboard
Time and Labor Dachboard
Mznzze Delezation

TOOLS

IT SECURITY ACCESS FORMS

Wab Report Librany

* FME Wab Feport Library Aooess Form

Conteot Digltal Bervioes
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Time Classified Time Reporter - Repo

SECTION II
BIWEEKLY TIMESHEET

1. The Biweekly Timesheet
page defaults the View By
field. This field will be
greyed out and you will not
be able to change.

2. The Date defaults to the
first day of the pay period.

3. The Time Period that
you will be entering time
for is displayed above
the Timesheet input
fields.

4, The Scheduled Hours
field will list the normal
scheduled hours to be
worked in this pay
period.

Timesheet

Freddie Falcon

Time Source Schedule
Select Angther Times hest

Employee 1D 000125284

Empl Record 0

Information

d‘ Frevious Period  Next Period

(1) L""Jm\f By| Calendar Period
@ Lepaie;

Scheduled Hours 0.00

o )

Reported Hours 0.00 Frint Timesheat

un Hon
ns e

l From Sunday 0211572015 4o Saturday 02"3"2]15 z

Tus Vied Thu Fil dat Sun Men
o]

m FIL n o] m m

Earlizst Change Date  10/01/2014

Tue

Wed Thu

Step 6: Enter Hours Worked
per day.

Biweekly staff reporting time off
will place the number of hours
worked in the corresponding date
field.

From Sunday 02152015 to Satur: 02282015 1§ —
Sun Mon Tus Wed Thu Fri Sat
s g T HE 3 XN HH
T 7| 7 7

Sun

Mon

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

I
|010-Classified Regular Eamning - 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
090-5tand-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
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Part Time Classified Time Reporter — Reporting Time

Example:

Part Time Classified Regular
Earnings — with no usage of leave
or overtime.

i i &l Sat Totsl Time Reporting Cods

The TRC Code will be 010-Classified Regular Eaming - CLAJR

010-Classified Regular
Earnings-CLA

At this point in the process, if you
do not have additional time to
report (such as vacation, sick,
overtime, etc.), Submit your
timesheet. Submit

Step: 8 Click Submit
e Move to Step 13

IF ADDING OTHER HOURS
If you are reporting time other
than our regularly worked hours, From Sunday 02/15/2015 to Saturday 02/28/2015 (2
(e.g. vacation, sick, etc.) you ;L:'; '-;::g ;L:? ‘-:;; L'}; zgji ;Zﬂ:
must add a row to enter the time
taken. 7.00 7.00 7.00

. + .

Step 9 CIICk to Inset a sal Total Time Reporting Code *Taskgroup Business Unit Combination Code ChartFields

. 228
new row on the Timesheet.

010-Classified Regular Earning - CLA + BG_DEFAULT |@, |BGSUN @, @, ChartFields [=

(Found at the end of the time

reporting row.) Reporting 7 hours of time other than regularly scheduled hours.
To report time taken or an

exception, a different TRC must
be used for that time.

Step 10: Enter Time Reporting

From Surcsy (21520150 Setudey D228/2015 (7
Hours L -

i on T8 Vil Th fil i 4 lion Tl Vied Thy il

"

b I m P " m m e m W I 1 m w  wtCn
When reporting time other than ol W i e g
regularly scheduled a new line . R
must be added and a new

(TRC) Time Reporting Code
needs to be used. i
Enter hours taken in the new row.
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Part Time Classified Time Reporter — Reporting Time

Step 11: Select TRC (Time
Reporting code)

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 Earmed - 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:

Part Time Classified Regular
Earnings with usage of leave.

Sg
i
H

“TotsiTims Reporting Cogs

010-Classifies Regular E2ming - CLA v

020-Vacation Leave Taken-VCP v

The TRC Code will be
020-Vacation Leave Taken -
VCP

Step 12: Click Submit

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

Submit

Step 13: Click OK

¢ 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
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Part Time Classified Time Reporter — Reporting Time

SECTION Il
REPORTED TIME STATUS

Once you have submitted and

e  The status will remain at
Needs Approval until a
manager or supervisor

ConﬁrmEd yOUf timesheet the | Reported Time Status || Summary || Leave / Compensatory Time || Payable Time

Reported Time Status section : -

is visible on the timesheet. Reported Time Status | Personalize | Find |2 | q4¢
Date Reported Status Total TRC Description Comments

Step 14: Review 02M6/2015  Meeds Approval 7.00 CLA 010-Classified Regular Earning D
021712015 Meeds Approval 7.00 CLA 010-Classified Regular Earning D

The information in the reported

time status section is the 0211812015 Needs Approval 7.00 CLA 010-Classified Regular Eamning o

amount of time that has been ) |

approved and needs to be 02192015  MNeeds Approval 7.00VCP 020-Vacation Leave Taken D

approved for the time period.

approves the reported time.

Before you exit the Time and
Labor Employee component
review the timesheet one last
time for any errors. Verify the
hours that you entered, the
TRC’s that you selected, and the
total hours being reported.

Step 15: Final Review & Approval

Department Contact to

Select Anothes Timeshest

Scheduled Hours 0.00 Reported Hours 23,00

From Sunday 02/15/2015 to Saturday 02/22/2015 (7

SECTION IV _
SUBMITTED TIMESHEET i R

Earliest Change Date 10/01/2014

Frevious Period  Next Feriod

Print Timeshest

T Fn st
a8 E am

7.00) 7.00] 7.00]

7.00]

Tus wen b

[ Reported Time Status | Summary || Leave / Compensatory Time | Payabe Time |

Reported Time Status

Parsonaize | Find |2 [ 140i4

Data Reportad Stztus Total TRC Descrption Comments
[ ) The next Step iS for a 2182015 Nesds Approval 7.00 CLA D10-Clzssified Regulzr Ezrning (e}
Super\”sor, Manager, or @217i2015  Needs Approval 700 CLA 010-Classified Regular Eaming

F =t
o TolsiTims Rsporting
21.00 010-Classifg

7.00 020-Vacation

02182015 Needs Approval 7.00 CLA 010-Classified Reguiar Eaming
ap p rove your reported |021|5ﬁ20|5 Needs Approval 7.00 VCP 020-Vacation Leave Taken
time.
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