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e Accessing the Timesheet
1. Log in to Self Service 9 using your employee credentials.



Additional security verification

This is an extra layer of security to ensure that only you
can access your account

Select a verification option

E Send me an Email

Send me a Text Message

A Use Authenticator
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Text Message security verification

This is an extra layer of security to ensure that only you
can access your account

E] |

["] Trust this device
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2. On the Employee Dashboard, look for the Enter Time.
« Example: At Grambling State University it's under “My Activities — Enter Time".

GRAMBLING L
Employee Dashboard
eave Balances as of 11/25/2025
2y In 1 h # My Activities
b
nings ~
Tax -
job i ~
Employee Summary ~

Enter Time




Timesheet

Timesheet

Pay period Hours/Units

Student Assistants, SCWS01-00, R, 1203, Financial Aid Office, Rate: $7.250000

- Select Timesheet.
- Choose the correct pay period.

- Click on the pay period date.

Submitted On

Status

Pay Period v

) erior Periods



03, Financial Aid Office, Rate: $7 250000

Emy

Student Assistants, SCWS01-00, R, 1203, Financial Aid Office, Rate: $7.250000 ©) Restart Time {0 Leave Balances
Submit By 12/01/2025, 12:00 PM
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End Time*

Earn Code

Callege Work Study

® Add More Time

Exit Page

- Click the day you worked.
- Select the earn code (e.g., College Work Study).

- Enter total hours worked and click Save.



Student Assistants, SCWS01-01, R, 1110, Cor

troller's Office, Rate: $7.2

Student Assistants, SCWS01-01, R, 1110, Controller's Office, Rate: $7.250000 ) Restart Time D Leave Balances
11/15/2025-11/28/2025 ~ 2.00 Hours (i Progress  Submit By 12/01/2025, 12:00 PM
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s, SCWS01-01, R, 1110, Controller's (

Student Assistants, SCWS01-01, R, 1110, Controller's Office, Rate: $7.250000 O Restart Time  {D Leave Balances
11/15/2025 - 11/28/2025 ~ 2.00 Hours (i nProgress  Submit By 12/01/2025, 12:00 PM
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College Work Study v 10:00 AM ©| | 1200PM [©]
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- Click + Add More Time on the same date to enter split shifts.

- Save after each entry.



Emplayee Dashboard Timesheet Student Assistant -01, R, 1110, Controller's C

Office, Rate: $7.250000 P

Timesheet Detail Summary

Student Assistants, SCWS01-01, R, 1110, Controller's Office , Rate: $7.250000

Pay Period:  4.00 Hours InPr

Submit By 12/01/2025, 12:00 PM

Time Entry Detail

Date Earn Code shift Tatal
172502025 College Work Study 1 2.00 Hours
142612025 College work Study 1 Hours

Time Information
Date Earn Code shife Hours/Units Time In System In Comment In
1172512025 Cws, College Work Study 1 10:00 AM
12612025 CWS, College Work Study 00 10:00 AM
Summary
£amn Code shift week week Total
WS, College Work Study 1 100 4.00 Hours
Total Hours 400
Routing and Status
Name Action
Originated On 11/25/2025, 11:51 AM by STEWART, JAY
submit By 12/01/2025, 12:00 PM
HAMMS, QUANESHIA In the Queue
Comment (Opticnal):
2000¢

s remaining

certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

- Review for accuracy.

- Check I certify selection.

- Click Submit.

- Confirm that the status shows Submitted.

Time Out System Out

12:00 PM

Returm

Comment Out

ifn




Employee Dashboard » Timesheet « Student Assistants, SCWS01-01

Time Entry Detail
Date Earn Code

Time Information

Date Earn Code shift Hours/Units
11/25/2025 2.00

1 200
Summary

Earn Code shift Week Week

cws, College Work Study

Tatal Hours
Routing and Status

Name

Time In system In

10:00 AM

Total

4,00 Hou

Action

Time Out

12:00 PM

12:00 PM

@ Timesheet successfully submitted.

System Out Comment Out

- Return anytime to see if your timesheet is Submitted, Approved, or Returned for Correction.

- If returned, correct and resubmit.

- Forgetting to submit hours.

- Entering hours in the wrong pay period.

- Not saving entries.

- Contact your supervisor or Payroll Office for access issues or corrections.
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- Click Approve Time,



- Select Approvals.
- Choose the correct Pay Period.

- Employees with submitted timesheets will show Pending.

- Check employees to approve.
- Select Approve Selected.

- Confirm the action.




Timesheet Detail Summary

Time Information

-----

- Click the employee’s name to open their timesheet.
- Verify hours.

- Use Return for Correction if edits are needed.

- Click Approve when the timesheet is accurate.

- The status updates to Approved and routes to Payroll.

LIS




Approvals You cannot view Leave Reports.

Approvals - Timesheet

Approvals Timesheet Leave Request

- Not Started — Employee has not opened the timesheet.
- In Progress — Time entered but not submitted.

- Pending — Waiting for supervisor approval.

- Returned — Sent back to employee.

- Approved — Sent to Payroll.

- Ensure employees are assigned to the correct position/pay period.
- Track paperwork if a student employee is missing from your list.

- There are no student Supplemental Payroll, please have students to their submit
timesheet on time.

- Contact Payroll for assistance.



