Foothill - De Anza Community Colleges

ONLINE STUDENT & TEMPORARY EMPLOYEE TIME SHEETS
APPROVER INSTRUCTIONS

The online Time Sheet will be available to students and approvers during the entire
month and through the 5™ day of the following month for completion and approval.
* If a student fails to complete his/her time sheet, he/she will NOT BE PAID.

** |f a supervisor fails to approve a time sheet, payroll will “AUTO APPROVE” it since
we have a legal obligation to pay the student for time worked. Any
adjustments to the hours paid must be arranged between employee and
supervisor.

How to APPROVE your student & temporary employees’ time sheets.

1) Go to MyPortal.fhda.edu
* Enter your Employee ID# (8 digits) and your password that you use in
LiquidOffice.

2 MyPortal - Foothill-De Anza Community College District - Mozilla Firefox

Fle Edit Wiew History Bookmarks Tools  Help
@ - tar SN nttpsijimyporta.frda.cdujcpihomejdisplayiogin 77 -] Gl y:

(] Mast visted % Getting Started 5| Latest Headines M http:jfwes.Foathill.e

CSeclire Login MyPaortal is your secure gateway to the variety of online services provided to employees of the Foothil-De Anza Community College District.
Get connected and explore!
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https://myportal.fhda.edu/cp/home/displaylogin

If you don’t know your password, go to the lookup screen.
http://reports.fhda.edu/php/forgot_cwidpin.php
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FOOTHILL-DE AKZA
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About Us | Business | Human Resources | Facilities | Purchasing | Foundation | Technology | Research
HELP Wednesday, 25-Nov-2009 08:36-AM
CWID & PIN Lookup

WARNING: A successtul completion of tlus CWID & PIN retieval process will
generate two separate emails sent directly to your FHDA District email address.
First email will contamn your CWID and the second will contam your PIN.

Please enter the required information below and click SUBMIT:

First Name | | {(Full Given MName)

Last Name | (LastFamily MName)

SSN-or- CWID |

{Last 4-Digits)
Birth Year |

(Tear 4-Digits)

Lazt Updated: Tussday, Nousmbsr 24, 2009 at 10115 AW
@2003 Foothill-De Anza Community Callege District

Done reports.fhda.e

72 start & Eudor

2) Once inside the portal, click on the EMPLOYEES tab.

3) Find the TIME APPROVAL box and click on APPROVE OR ACKNOWLEDGE TIME.

FOOTHILL-DE ANZA
Community College District

‘Welcome Jon Briggs

My Account

Cantent Lsyaur | You are cumentiy iogged in. & Groups |y, Logout ) Help

| All Users | Tmiﬁ@ November 25, 2009

Time Approval #AOE =  Banner Links EE=
C, 100001, FH President’s Office Internet Native Banner
Student/Temp - 10, Period Ending : Oct 31, 2009, Time Sheet

Single sign-on direct link to Internet Native Banner
Student/Temp - 11, Periad Ending : Nav 30, 2008, Time St

Seif-Service Bann
Student/Temp - 12, Period Ending : Dec 31, 2009, Time Sheet LA

Single sign-on direct link to Seif-Service Banner
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Bookmarks Plus
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http://reports.fhda.edu/php/forgot_cwidpin.php

Then SELECT to see students sorted by status or by name.
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3 m i‘ SUNGARD HIGHER EDUCATION

Personal Information fEUREITY

|} Approver Selection

Search

Approver Selection

&R Sclect the department from My Choice and choose the pay ID and period from the pull-down list, Determine the sort order and choose Select to access the records,

Time Sheet

Department and Description My Choice Pay Period
C, 100001, FH President's Office @ [02, Mov 01, 2009 to Nov 30, 2009 v
C, 221001, Financial Aid o] |02, Mov 01, 2009 to Nov 30, 2009 ¥

Sort Order

My Choice
Sort employees’ records by Status then by Name: &
Sort employees’ records by Name: o

Select

SITE MAP  HELP  EXIT

RELEASE: 8.1.1.2

powered by
SUNGARD' HIGHER EDUCATION

Mozilla Firefox
Fie Edt diew Bookmarks

O c x
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) Summar;

Higtory Tools  Help

fhda du/TESTH P_ProcSelectApprover Action
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Personal Information SEUREITT

| ] summary

bansshtesthrs Fhda.edu ()

Search |

Department Summary

&R Sclect the employee's name to access additional details,

GCOA: C, FHDA Chart of Accounts
Department: 221001, Financial Aid

Pay Period: Mov 01, 2009 to Nov 30, 2009
Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Dec 05, 2003, 11:59 P.M,

Select New Department ] [ Select All, Approve ar FY1 ” Reset J

SITE MAP  HELP  EXIT

Pending
1D Name and Position Required Action Total Hours  |Total Units  |Queue Status Approve or EYT Return for Correction Cancel |Other Information
10731119 |David Juan Castillo Bpprove .00 .00 | O Change Time Record
280001 - 00

In Progress
1D Name and Position Total Hours Total Units Cancel Other Information
11259136 Mohammad Afzalyar .00 .00

260022 - 00
10731119 David Juan Castillo 15.50 .00 Comments

260023 - 00
10277371 [Tanya Ewvette Pratt .00 .00

260023 - 00
Not Started
1D Name and Position [Other Information
11226071 Franklin Corpuz Aragon

240071 - 00

-

Done
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4) Click on a student’s name to see his/her time sheet.

3 Employee Detai

Mozilla Firefox mEE
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g httpi/bannertt Fhda.eduf ] Main enu A ko bannertt fhds, eduf || Employee Details a8 -

Personal Information §SURIRTTT

Search |

SITEMARP  HELP EXIT

Employee Details
&R Select Next or Previous to access another employee.

10731119 David Juan Castillo Department and Description: C 221001 Financial Aid
280001-00 DA DF Student Level T Transaction Status: Pending

Previous Menu ] { Approve ] [ Return for Correction ] [ Change Record ] I Delete ] [ Add Comment ]

Routing Queue | Account Distribution

Time Sheet
Earnings Shift Special Total Total Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wedl
Rate Hours Units , MNov 04, Now 11, Nov

NEIV NDV 02, NDV 03, 2009 NDV 05, Nn\f Nﬂ\l o7, ND\I Nn\l 09, ND\I 10, 2009 Nﬂ\l 12, Nﬂ\l NDV 14, Nn\f Nﬂ\l 16, Nn\f 17, 2009
01, 2009 2009 2009 06, 2009 08, 2009 2009 2009 13, 2009 15, 2009 2009
2009 2009 2009 2009 2009

Total Hours: o

Total Units: 2}

Time In and out
Earnings Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday ®

| Nowv 04, | . : a Nov 11, a B . i Nov 18, . . !
Nowv Nl]v 02, Nnv 03, 2009 Nov 05, Nov Nov 07, Nov Nnv 09, Nl]v 10, 2009 Now 12, Now Nov 14, Nov N\]v 16, NDV 17, 2009 Nov 19, Nov |
01, 2009 2009 2009 06, 2009 08, 2009 2009 2009 13, 2009 15, 2009 2009 2009 20,
2009 2009 2009 2009 2009 2009
Student 01:00 PM 039:00 b
>
Done: banssbtesthrs.fhda.edu |

3 Employee Detai

Mozilla Firefox mEE
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g httpii/bannertt Fhda.eduf ] Main enu A ko bannertt fds, eduf || Employee Details a8 -
11me Sheet 3
Earnings shift Special Total Total Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday wWednesday, Thursday Friday Saturday Sunday Monday Tuesday Wedr
Rate Hours Units , Nov 04, Now 11, Nov -
N\]v Nl]v 02, NDV 03, 2009 Nnv a5, Nnv N\]v o7, Nl]v Nnv 09, Nl]v 10, 2009 Nl]v 12, N\]v Nl]v 14, Nnv Nl]v 16, Nnv 17, 2009
01, 2009 2009 2009 a6, 2009 o8, 2009 2009 2009 13, 2009 15, 2009 2009
2009 2009 2009 2009 2009
Total Hours: o
Total Units: s}

Time In and Out
Earnings Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday !

9 Nov 04, 7 ¥ ¥ b Nov 11, E ¥ f: = Nov 18, - ¥ i
Nowv Nl]\l 02, Nnu 03, 2009 Nov 05, Nov Nov 07, Nov Nnv 09, Nl]\l 10, 2009 Now 12, Now Now 14, Nov N\]\l 16, NDV 17, 2009 Nov 19, Nov |
01, 2009 2009 2009 06, 2009 08, 2009 2009 2009 13, 2009 15, 2009 2009 2009 20,
2009 2009 2009 2009 2009 2009
Student 01:00 PM 09:00
Hours 05:00 PM AM
11:00
AM
Routing Queue
Name Action and Date
David Juan Castillo Originated Mov 03, 2009 10:50 pm
David Juan Castillo Submitted Mov 05, 2009 09:18 am
Cindy castillo Pending
Account Distribution Default Data
Pay Period Effective Date Percent Index Fund Organization Account Program Activity Location Project Type Cost Type
Nov 01, 2009 100.00 114000 221001 2310 645000
Previous Mernu ] [ Approve ] [ Return for Correction ] [ Change Record ] [ Delete ] [ Add Comment ]
Tirme Sheet | Routing Queus | Account Distribution
. powsred by =
RELEASE: 8.1.1.1  HIGHER EDUCK v
< >
Done bansshtesthrs Fhda.edu ()

IF there are comments from the student, click COMMENTS. If the hours are correct, click
APPROVE. If not, click ADD COMMENT to type a message that will go back to the student.
Then click RETURN FOR CORRECTION.
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