Student Self-Service: Entering Time QG / Quick Guide

Student Employee Time Entry

As a student employee, you’ll be entering time in MaineStreet — the same system you use to view and edit your student infor-
mation. Work hours are recorded on the 7imesheet. This quick guide walks you through the process of filling out and submit-

ting a timesheet.

For instructions on logging in to MaineStreet, refer to the documentation at: htip.//www.maine.edu/current/

Navigating to the 7/mesheet

1) Navigate to Employee Self
Service > Time Reporting >
Report Time > Timesheet
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Search:
[ My Favarites TiITIEShEEt J
— Employee Self-Senvice 3
= Time Reporting i
= Report Time Robert Student EmpiiD
I Job Title:  UMFK - Library Clerk Empl R?
Wiew Time
[ Personal information &) Click for Instructions y
[ Payroll and Compensation
I Benefits View By: Week Date: |01/01/2007 [z |2 Reirash == Ff
[ Training Tools & Materials 1
I University of Maine System Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours Sho
[> PeopleTools _ _ . s
— My Personalizations Reported time on or after 01/07/2007 is for a future period. 3"
— My Dictionary From 01/01/2007 to 01/07/2007
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(») Choose a Job QG / Quick Guide

As a student employee, you may have multiple jobs on campus. You record hours for each job separately. Before re-

porting time, you must first select a job:

1) All Jobs are listed on the first Report Time page.
2) Select a Job from the Job Description list.

L T e e o V) ___.--.___,.-.'ﬂv."--L.-"*’_‘-._.._.__..-___._,-_,_\/—"v--' T 3

Report Time

Timesheet

Customize | Find First E 1-3of 3 |I| Last

E Rcd Nbr |Department

UMFE - Library Clerk 0 KLIBR
LMFK - Tutor 1 KACAD
UMFK - Mursing Res Cir Asst 2 KNURS

GoTo:  Self Senvice

Time Reporting
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eSttee (») Select a Reporting Period

7) The View By value is Week. This view displays a Sunday to Saturday work week.

QG / Quick Guide

2) The Date field will default to the first day of the current Week. To enter time for a different Week, enter a date in the

Date field, then click (2 Refresh |

3) You may also switch weeks using the Previous and Next links.

Timesheet
Robert Student EmpliD
Job Title:  UKFK - Library Clerk Empl Red Mbr:

€D Click for Instructions

0099999
0

Date;

12/31/2006 |31 | Refresh |

View By: Week

== Previous Week

Mext Week ==

Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours

Show all Punch Types

=

From 12/31/2006 to 01/06/2007
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Time Zone
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MaineSteet (») Entering Time QG / Quick Guide

To enter time on the Timesheet:

1) Verify that you are entering time for the correct week.
2) Enter your start time in the /n field, and your clock-out time in the Out field. Be sure to use AM and PM designators
to specify morning and afternoon. You may enter AMand PMin either upper-case or lower-case; MaineStreet will

convert to upper-case when the Timesheet is submitted.
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From 12/31/2006 to 01/06/2007
Timezheet
Status In Out Punch Total (Taskgroup
Q Sun 1231 Mew PSNONTASK CL 12131 =
Q Mon 1M Mew e 9:00am 12:Dtlpm| PSMOMNTASK O 1M E|
(2 Tue 142 Mew PSNONTASK C 102 (=]
Q Wed 1/3 Mew PSNONTASK O 113 [=]
Q Thu /4 Mew PSNONTASK CL 114 =
C-} Fri 15 Mew PSNONTASK C 15 =]
(2 sat 1/6 Mew PSNONTASK C /6 (=]
Submit Clear
WP U ey S ROy I L N T S
4
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MaineSteet (») Entering Time QG / Quick Guide

To record more than one block of time on the same day:

1) Enter the hours worked to record the first block of time.
2) Click the [*+]button at the end of the date row.

3) Enter the hours worked for the second block of time. Repeat steps 2 — 3 to record more blocks of time same day.
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(> sun 12031 New PSMONTASK O 12131 =
> Mon 1M New 9:00AM | 12:00PM PSMONTASK O 1M 2
12:30pm | 4:00pm PSMONTASK O 1M (=]
2 Tue 112 New PSMONTASK Q) 12 [=]
O wed 113 New PSMNONTASK O 13 (=]
¢ Thu 114 New PSMONTASK O 1i4 [=]
(2 Fri 115 New PSMONTASK O 115 (=]
(> sat 16 New PSMONTASK Q) 1/6 [=]
Submit Clear
| an o A “"_F'-..-T"'m“_"'ﬁ‘ L TR W S——— __...,\_,\_#.J‘---\__‘.\r‘_\_’_—i..____._u_\_*____\ ey S
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 MaineSties @ Leaving a Comment QG / Quick Guide

You may leave a comment for the person who approves your time. For instance, you may wish to indicate why you
worked fewer hours than you were initially scheduled. Comments help the person who approves your time to verify the
accuracy of the hours you record. To leave a comment:

1) Enter a brief comment in the Comment field.

2) Click _ sae |

3) Click oK to confirm the save. Note that comments cannot be changed once saved.

Comments

Raobert Student EmplID: 0099999
Job Title: UMFK - Library Clerk Empl Red Nbr: 0

Date Under Report:

1 roztnmize | Find | wisw a0l e Firat |7| 101 ITI Last

" [operatorta [DateTime Crested [Sourse | Comment

Had to leave early for study group.

01/03/2007

1 0027367 1:18PM

Time Reporting

Save Cancel

Are you sure you want to save the comment(s) entered? (13504, 10060)

Once the page is saved, the comments cannot be changed.
a Brass-RlctaSave or press Cancel to return to the Comments page without saving.

0K | Cancel |
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 MaineStres (») Submit Time QG / Quick Guide

After recording time for the entire Week:

1) Review your recorded time for the Week. If necessary, make corrections.

2) Click Submit
T L S VU ay L S
Timezheet
C-} sun 12131 Mew PSNOMNTASK €L 12131 =
Mon 1AM Mew 9:00AM | 12:00PM PSMONTASK CL 1M =]
12:30PM 4:00PM PSMOMNTASK CL 1M1 [=]
2 Tue 12 Mew PSNONTASK O 112 [=]
C-} Wed 13 Mew 9:00AM 1:00PM PSNOMNTASK €L 13 =
1:30pm 4:00pm PSWOMNTASK O 113 E|
C-} Thu 114 Mew PSMOMNTASK CL 14 (=]
@ Fri 105 Mew 2:00pm 7:00pm PSMNOMNTASK O 15 =]
(> sat 18 New PSNONTASK € 16 (=]
a Submit Clear
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7
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@ Submit Time

If you omit an AM or PM designation
on one or more time entry fields,
MaineStreet will re-order your time-
sheet after your time is submitted.

1) AMand PMhave been accidentally
omitted from the reported hours for
this entry.

2) Once the time has been submitted,
individual /nand Outfields have been
automatically re-ordered. The re-
ordering does not accurately reflect
the actual hours worked. The Punch
Total of 44.50 hours is an indicator
that the time needs to be edited.

3) Correct the time entry by adding AM
and PM designators, then submit the

Timesheet again.
You may re-submit your timesheet any

number of times until your time has been

approved by your supervisor.
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QG / Quick Guide

Date Status In Ourt Punch Total | Taskgroup

() Sun
¢ Mon
-

(2 Tue

.__m =Ihiar] . - = TT14 aatY: AR SRS I Pt = RS Ty Hah-{qNTM-"ﬂ .

R

12131 Mew
1M Mew 9:00AM | 12:00FM
Mew 12:30 4:00

112 Mew

Q‘ 2un

C} Mon Submitted 4:00AM

¢ Submitted 9:00aM | 12:00PM

¢ Submitted 12:30PM
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2 Mon 1M Submitted

- ubmitted 9:00aM | 12:00PM

. Submitted | 12:30PM | 4:00 PM

2 Tue 12 New

NPT o -\.J“" = __f-\._,-.....l-_..\_.-...--x.\“,'__"_‘

PSNONTASK
PSNONTASK €
PSNONTASK €L
PSNONTASK C
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Punch Total |Taskgroup

PSNONTASK €

PSNONTASK CL
3.00 |PSMNONTASK
4450 PSNONTASK O

PSHQNT.ASKIQM
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[PSNONTASK O;
3.00 PSNONTASK Oj
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(») Submit Time QG / Quick Guide

. . . Timesheet
After recording time for the entire e — ;
Week: Submit Confirmation
1) Click to confirm your time- ‘/ The Submitwas successful.
Y o,y i Reported Time for the Week of 2006-12-31 to 2007-01-06 is submitted

2) Reported Hours should indicate 0K |

the total hours worked for the

specified Week.

L B L T

Your work hours for the week have Tinfestigst - ' '
been submitted. Robert Student Emg
Job Title:  UMFK - Library Clerk Emg
€D Click for Instructions
View By:  Week date:  [12/31/2006 [#] [ Refresh -

Reported Hours: 17.00 Hours Scheduled Hours:  0.00 Hours 4
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