Please review CCRI's Timekeeping Policy for part-time staff and student workers.

Payroll Department

Entering Time in the Employee Dashboard

I. On the MyCCRI homepage, select the “For Employees” tab.
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2. Here you will find an improved interface that includes access to Work Order requests, the IT
Help Desk, and the New Employee Dashboard. Select “Employee Dashboard” to access your
leave report.
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CCRI employees can submit a Facilities Work Order Request for assistance
CCRI has launched Employee Self Service to make key personnel with:
information readily available.
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equipment and appliance repairs

CCRI Employees can now find HR and Payroll information in one simple place. mechanical issues such as HVAG and lighting

submitting tuition waivers and remote work agreements
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Submit an IT Request to the CCRI IT Help Desk for assistance.
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Payroll Department

3. On the righthand side of the screen you'll see a section called “My Activities.” This section will
be different depending on your Employee role. Select “Enter Time” to begin.

¥ & Knight, Drew

Empic;yee Dshboard
Employee Dashboard

Knight, Drew

My Profile

Pay Information v

Latest Pay Stub: 03/14/2022 All Pay Stubs

Earnings -~
Approve Time
Job Summary » Approve Leave Report
Approve Leave Request
-~

Employee Summary
Effort Certification

Labor Redistribution

4. You will see the current pay period with a “Not Started” status. Select “Start Timesheet” to
begin entering.

Employee Dashboard . Timesheet

‘- ¥ & Knight, Drew

Timesheet
Approvals Timesheet

pay Perlod v

Pay Period Hours/Units Submitted On Status

Clerical Finance, 919652-00, C, 30005, Office of VP of Finance & Strategy, Rate: $18.000000 0) Prior Periods

08/21/2022 - 09/03/2022 Start Timesheet

Note: If you have multiple roles, please ensure you are selecting the correct timesheet before
clicking “Start Timesheet.”
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Payroll Department

5. The first week of the pay period will show in a calendar view. Click on the day you want to
enter time. An “Hours” field will appear where you enter the number of hours worked. Click
“Save” at the bottom right-hand corner for each day you enter hours.

m‘_ 1 ¥ & Knight Drew

Employee Dashboard . Timesheet . Clerical Finance, 919652-00, C, 30005, Office of VP of Finance & Strategy, Rate: $18.000000

Clerical Finance, 919652-00, C, 30005, Office of VP of Finance & Strategy, Rate: $18.000000 ) Restart Time £ Leave Balances

mi i -3 & Knight, Drew

Employee Dashboard Timesheet Clerical Finance, 919652-00, C, 30005, Office of VP of Finance & Strategy, Rate: $18.000000

Clerical Finance, 919652-00, C, 30005, Office of VP of Finance & Strategy, Rate: $18.000000 ) Restart Time {0 Leave Balances
08/21/2022 - 09/03/2022  19.00 Hours (i Progress  Submit By 09/05/2022, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

28 29 30 3 1 2 3
<

@ Add Earn Code

Hours Worked © 7.00 Hours Va

Total: 7.00 Hours | Account Distribution

Exit Page Cance! Save Preview

6. Click the right arrow to move to the second week of the pay period and repeat the same
process. When you have completed entering leave, click on “Preview” at the bottom right-hand
corner.
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Payroll Department

7. The Time Sheet Detail Summary will display with several sections:

Timesheet Detail Summary

94339478, Knight, Drew

Clerical Finance, 919652-00, C, 30005, Office of VP of Finance & Strategy , Rate: $18.000000
Pay Period: 09/04/2022 - 09/17/2022 |38.00 Hours

Time Entry Detail

Date

summary

Earn Code
MTC, Hours

Total Hours

Name
Knight, Drey

Knight, Drey

O © 06 O

rev 9/29/22

Earn Code

MTC, Hours

shift

Worked 1

Routing and Status

Liston, Bethany F.

Comment (Optional)

Time Entry Detail — Shows discharged hours sorted by date and earn code.

MTC, Hours

MTC, Hours

MTC, Hours

MTC, Hours

MTC, Hours

Pending Submitted On 08/30/2022, 11:03 AM

In Progress

Worked
Worked
Waorked
Worked
Worked

Worked

Week 1 Week 2
19.00 19.00

19.00 19.00

Action
Originated
Submitted

Pending Approval

Shift Total
6.00 Hours
6.00 Hours
7.00 Hours
6.00 Hours
7.00 Hours

6.00 Hours

Total

38.00 Hours

Date & Time

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

74

Summary — Details how many hours of each type were taken in the first and second week of
the pay period.

Routing and Status — Shows who has approved it and where it stands in the approval process.

Comment — A field where you can type a comment if need be. For example, if you had to work

Once you've finished reviewing, click submit in the bottom right-hand corner.

on a holiday, you would type your explanation here.
Certify — Checkmark this box to certify that information is correct before hitting submit.
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