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Key Changes

Implementation of
Fluid Tile
functionality

Condensed Mobile &
Timesheet Desktop view

Three
timesheets
entry formats

Individual tiles Intuitive &
to view Accruals User-friendly
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From the Employee Self-Service homepage, select the Time tile. This brings you to the Time
page. Once on the Time page, select the Enter Time tile.

Search in All Content

Employee Self Service ~ 10f6 > 3 Time

Payroll Perscnal Details

tYy

|

Last Pay Date 03/08/2024

Open Enrollment

Starts now until 12/31/2024. You have already submitted
your cheices. You may re-elect. Your final enrollment must
be submitted by 12/31/2024. To make a change, contact

§) ' your Agency Benefits Specialist.

.......

OPEB Start Date

07/25/2013

Date of first retiree health
contribution

Enter Time
10/04/24 - 10/17/24

Time Summary

Setup Quick-Fill

@ Reported 70.00

@ Scheduled 70.00

10/04/24 - 10/17/24

Regular 70.00 Hours

Report Time
Thursday, Oct 17, 2024

Weekly Time Weekly Time Summary
10/11/24 - 10/17/24

® Reported 7.00

® Scheduled 7.00

" Report Time

@ Reported 35.00

oo
oo T
@ Scheduled 35.00

Leave / Comp Time

I

Payable Time
Last Time Period 09/20/24 - 10/03/24

Total Hours 70 Hours
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Q. Search in Menu

Enter Time

Minnie Mouse
123456 | 0| Dept: NVCC | Loc: Art and Design | Hourly RT: 73.19

| < ‘ | > ‘ November 1, 2024 - November 14, 2024

*View By | Period +

Period
Scheduled 70.00 | Reported 70.00 Weekly
1Fri @ 2 sat @ 3 5un ® AMon @ 5 Tue @ aWed ©
Time Reporting Code QuickFill Override Reason Cade  Row Totals
— — — —
7of7 0of0 Dofd Fof7 7of7 7of7
S
" al | Y | Q] E 70 [+][—]] 700 | | | | | |
Rec al| Y | Q] E oo [+ | | | 700 | 700 | )
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| Q, Search in Menu

Enter Time

Minnie Mouse
123456 | 0 | Dept: NVCC | Loc: Art and Design | Hourly RT: 73.19

‘ < | ‘ > | MNovember 1, 2024 - November 14, 2024 *View By

scheduled 70.00 | Reported 70.00

1 Fri = 2 5at = 3 5un = 4 Mon = 5 Tue = 6Wwed &
Time Reporting Code QuickFill Override Reason Code  Row Totals

E— —— E— ——

7of7 oof0 Dofd 7of7 7of7 Jof?

S|
@ alfl 7 | Q| = e [+][—| o0} | | | | | |
e o [ a E se 4] I I | |
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Submitting Time

On your Timesheet, if your hours aren’t pre-filled, enter the number of hours worked into the
hours field. When you're finished, click Submit to send your time entry.

| Q, Search in Menu

Enter Time

Minnie Mouse
123456 | 0 | Dept: NVCC | Loc: Art and Design | Hourly RT: 73.19

‘ < ‘ > ‘ November 1, 2024 - Novermnber 14, 2024

Scheduled 70.00 | Reported 70.00

*View By

Period W

@ Submit
1 Fri (&) 2 sat = 3 Sun = 4 pon = 5 Tue (&) 6Wed &
Time Reporting Code QuickFill Override Reason Code  Row Totals
I — I I
Tof7 0of0 Dof0 Jof7 Jof7 Jof7
S|
. al| al aj & o [+]—] o0} | | | | |
e al | ]| a| & ex [+] -] | | | 00] | 00| | 700,

Please Note:

If you see a yellow
highlighted date,
shown below, this
indicates that this
day is a holiday.

27Wed &
|
7of7
‘ 7.00
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Core-CP

Submitting Time

Your Timesheet has been successfully submitted when you see the green confirmation banner.

Enter Time

‘ Q, Search in Menu

Timesheet is Submitted for the period 2024-11-01 - 2024-11-14

‘ < ‘ | > | MNovember 1, 2024 - Novemnber 14, 2024

Scheduled 70.00 | Reported 70.00

*View By | Period V‘

1 Fri &= 2 Sat = 3 5un )] 4 Mon &= 5 Tue (] 6 Wed =
Time Reporting Code QuickFill Override Reason Code  Row Totals

— — — —

7of7 0of0 Dof0 7of7 7of7 7of7

S
. al | Y] | Q] E 7o [+][— o0} | | | | | |
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Enter Time

Minnie Mouse
123456 | 0| Dept: NVCC | Loc: Art and Design | Hourly RT: 73.19

*View By | Weekly V‘

| < | > ‘ November 1, 2024 - November 7, 2024

scheduled 35.00 | Reported 35.00
Actions X
Time Summary
Payable Time
1 Fri © 4 AddView Comments | 3sun © AMon @ 5 Tue © ewed © 7Thu @
Time Reporting Code QuickFill Override Reason Code  Row Totals
] .| .| .| .|
7of7 0of0 0ofD 7of7 Tof7 7of7 7of7
i Q| al Q| & e [+ 0] | | | | | | i
wo o[ [ ol £ =e [4]] | | [ el wl[ wl[ e
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The Time Summary page for Reported Time displays your Scheduled Time and the time you
have Reported.

Q) Search in Menu

Time Summary
Minnie Mouse *View By | Period hd
SUPTrofr{10Months)
Bi-Weekly
\ ¢ H > | November 1, 2024 - November 7, 2024 Monthly L | “View By | Weekly ~
— Period
Scheduled 35.00 | Reported 35 Hours Weekhr
‘ = ‘ Filters Reported Time Payable Time View Legend
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
1 4 5 6 i
PL Personal Leave - T Hours. Regular - 7 Houts Regular - T Hours Regular - T Hours Regular - 7 Hours
| 3¢ 4 ____________________3 |
Scheduled: 7 Hours Scheduled: ¥ Hours Scheduled: 7 Hours Scheduled: 7 Hours Scheduled: 7 Hours.
Reported: 7 Hours Reported: 7 Hours Reported: T Hours Reported: 7 Hours Reported: T Hours
NOVEMBER Total Reported: 7 Hours
4 Time Reporting Code: Regular - 7 Hours N
+ Actions
Time Details: Board of Regents, Eastern Time (US), Day, Not Eligible for Weekend Diff, Mot Eligible for Shift Diff
Monday
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Time Summary Page : Payable Time

The Time Summary page for Payable Time displays the Time Reported, Quantity, and
Payable Time Status for each day.

Time Summary

Minnie Mouse
SUProfr(10Menths})

|Z| |Z\ November 1, 2024 - November 14, 2024

Reported 77 Hours

Reported Time Payable Time

*View By | Period v

View Legend
Friday Saturday Monday Tuesday Wednesday Thursday

8 o 4|l@ 5le 6o 7
PL Personal Leave - 7 Hours Regular - 7 Hours Regular - 7 Hours Regular- 7 Hours Regular - 7 Hours

Regular - 7 Hours

Quantity: 14 Hours Quantity: 7 Hours Cuantity: 7 Hours Quantity: 7 Hours Quantity: 7 Hours

L] ] " || e 12 || & 13 ||e@ 14
Regular - 7 Hours Regular - 7 Hours Regular - 7 Hours Regular- 7 Hours Regular - 7 Hours

Quantity: 7 Hours Quantity: 7 Hours Quantity: 7 Hours Quantity: 7 Hours Quantity: 7 Hours

NOVEMBER Quantity: 7 Hours
6 Time Reporting Code: Regular - 7 Hours

Payable Status: Approved

Wednesday
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Leave and Compensation Time, also known as Accruals, has its own tile and is no longer

located directly on the Timesheet.

Time

Leave / Comp Time

Enter Time
10/04/24 - 10/17/24

Time Summary Setup Quick-Fill
10/04/24 - 10/17/24

Sick
Plan Type Sick

Recorded Balance 881.83

Vacation
Plan Type Vacation

Recorded Balance 121.25

Personal
Plan Type Personal

Recorded Balance 19.25

Regular 70.00 Hours
@ Reported 70.00
@ Scheduled 70.00 {(:)}
Report Time Weekly Time Weekly Time Summary

Thursday, Oct 17, 2024

® Reported 7.00

® Scheduled 7.00

10/11/24 - 10/17/24

| ooo
@ Reported 35.00 oo
@ Scheduled 35.00

Leave / Comp Time

Payable Time
Last Time Period 09/20/24 - 10/03/24

Total Hours 70 Hours

Leave Balance

Perscnal Balance

19.25

Leave Balance Details

Accrual Date

022212024

02/08/2024

02/01/2024

01/26/2024

Balance

19.25

19.25

23.00

23.00
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