HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET

Select Worker Profile

Here's What's Happening

Awaiting Your Action

Timely Suggestions

Your Next Check In

Keep Your Home Contact Information Updated

We would like you to review your Contact Information and ensure it's
up 1o date.

Click the circle icon
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Chose the Position you will be entering time for

It's Tuesday, December 27, 2022

88 View All Apps

On behalf of: Homie Simpson

My Reports

?  Documentation

Sign Out
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Click on Global Navigation Menu

Select the Time Application (if you do not have this in your menu go to the bottom of this screen and
click add apps)
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Shortcuts

Time
Career

&) Benefits

(5] Absence

=1 Requisitions

= Personal Information
) Expenses
Favorites

¥ Leaming

Go to Time Clock

Enter Time View

Click Check in (If the system shows you currently check in you will select check out) If you are leaving for
a break you click the Reason Meal, if you are leaving you click the Reason Out.
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Check Out

Make your selection and click OK and then click done.

Check Out

Your time clock should show you checked out.
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Enter Time View

Time Clock

When you return to work you must check in

Enter Time View

This Week (25 Hours) My Schedule

My Time Of
Last Week (0 Hours|
T Balar
Select Week
My Schedul

Time Clock

Checked Qut {meal) ot 220 PM
~
@ (%Cm.‘ > )
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You must Choose your position
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Check in

Worker % Homie Simpson
Date
Time * 02:40 PM

Time Zone  GMT-07:00 Mountain Time (Denver)
Use default values from previous check-in
Time Type * | % Worked Time

Position

Details Sjudent (+)
Wtk Study (Federal)

Comment

TR

Click Ok

Check In

Worker % Homie Simps
Date
Time

Time Zone
Use default values from previous check-in

Time Type * | x Worked Time

Position Studant (+

Details

Comment

—
Cancel )
e

S

Click Done
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Check In

Your screen should show you checked in.

MSLY

Enter Time View

- o
If you have a split assignment

Click the check in
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Enter Time View

Click the correct position

Check in

You already checked in. Are you sure you want to check in again’

Click OK
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Check In

Details

Comment

in again?

You will get this error screen, which will allow you to change positions
checked in. Are you sure you want to check in again?

Details

Comment

Status

You sheady chacked In. Are you sure you want to chack In sgain? ]

Click Ok

. Click the box you are already




HOW TO ENTER STUDENT TIME AND SUBMIT TIMESHEET

You skready checked in. Are you sure you want 1o check In again?

~ — /

Click Done

Check In

=

Click This Week to see your hours for the week
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Enter Time View

25 Hours) My Schedule

”m%-»x:,,

Last Week {0 Hours)

Time Clock

Here is what you will see

Enter Time Homie Simpson @@
%) Default Costing As of End Date &
> Dec 26,2022 - Jan 1,2023 v e —
Pasition =
12730 " Perce 1
unmatched Check-in Pay date Tin e
ZaTpm 12/01/2022- 12/15/2022 12
Needs At Pe
0
o
» <
Revie

Select Review Button
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> Dec 26,2022 - Jan 1,2023 ~ Week v [ Actions 'J- Summary
Mon, 12/26 Tue, 12/2 Wed, 12/28 Tha, 12/20 FA, 12430 st, 12, Dec 26,2022 - Jan 1
fours. 0.25 o 2023
Unmatched Check-in Pay date Time Period End Time Period Lockout
Zaipm 12/01/2022 - 12/15/20; 1211612022 - 12/31/20: 022 - 12/31/20%

Needs Attention

Confirm your hours for the week

@ Submit Time

Total for December 16 - 31, 2022
Total Hours
Regular

Paid Time OFf 0

Overtime [

To submit your time click submit button. If you are not submitting your timesheet click the cancel
button.
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@ Submit Time

Total for December 16 - 31, 2022
Total Hours
Regular

Paid Time OFf 0

Ovartime o

To return to Workday main screen click the MSU Denver Logo

Enter Time Homie Simpson @@

%) Default Costing As of End Date &
> Dec26,2022 - Jan1,2023 v &

Payrell Casting

- 12/30 Wi Per 1
Unmatched Check-in Pay date T R
ZA1pm 12/01/2022- 12162022 ) F i
Needs Attention ozt
0
0
¥ 4




