Self Service Time Entry - Hourly Worker Time Entry Instructions

Purpose: This document outlines a step-by-step guide for entering Web Advisor Self Service work hours.

Overview: All Brookdale Hourly Employees will enter their work time in Web Advisor Self Service. Supervisors will
approve hours in Web Advisor Self Service. Employees will be able to view open, approved, submitted, and or rejected
timecards, historical time, and position summary information.

Employee Dashboard Overview
1. Loginto Web Advisor Self Service

2. Self-Serviceice Employee Opt

NOTE: All links from the Employee menu are available under the left expand and collapse navigation menu.
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Please be mindful that you must pay special attention to this information when selecting your courses.

[©)3] Employment When planning your courses don't forget to click on the Blue Register Now Button. Need help? Connect with us here.
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Tax Information

Here you can change your consent for e-delivery of tax information

Time Entry

Here you can fill out your timecards.

Time History

Here you can view your paid timecards.

Stipend History

Here you can view a list of your stipends.
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Banking Infarmation

Here you can view and update your banking information.

Earnings Statements

Here you can view your earnings statement history.

Position History

Here you can view a list of your positions.
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Time Entry Landing Page

Pay Week/Timecard, Due Date, Total Hours Status
| |

Position

Time Entry l l

Hourly Employees Using 55 Time
Entry

03/16/2021 - 03/20/2021

Due by 021 5:00 PM

3/27/2021

03/28/2021 - 03/31/2021

Due by: 4/21/2021 5:00 PM

Total: 3.00 Hours

04/01/2021 - 04/03/2021
021 12:00 AM

04/04/2021 - 04/10/2021
021 12:00 AM

Hourly, on Air Operator

Hourly-On Air Operator

Hourly, on Air Operator

Hourly, on Air Operator

Hourly, on Air Operator

l

1. Click the Time Entry link from the main screen or the left expand and collapse navigation menu. A list of pay periods
will display with the corresponding information; pay week, due date, total hours timecard status, position.

2. Select the period (Timecard) for which you want to enter time by clicking on the arrow.

IMPORTANT: Time entry is weekly. Pay periods maybe bi-weekly or monthly. Be sure to complete the time entries

for your pay period.

NOTE: On a mobile device, you must select the day you want to enter the time next. Only one day's input fields are

accessible at a time.

3. Click in the fields to enter the hours for each day worked for that pay period week. You can use the autofill options

or enter times.

NOTE: If you cannot enter time in the timecard, please check the due dates. The timecard may be locked if the due
date has passed. You will need to reach out to your Supervisor to unlock the timecard for that pay period.

4. Click Save when you have entered your hours. Clicking Save does NOT submit your hours for approval.

Kim, Thomas » Radio Station « Lincroft Main Campus
0.00

Earn Type Sun 425 Won 4/26 Tue 4727 Wed 4/28

Regular Earnings

Position Total Hours:

[ comments |
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Thu 4/29

Fri 4/30

Person will include an on site location, such as Lincroft, with a specific meeting day and time. Course building and room information (for example, Larrison Hall 201 or MAS 217) will be viewable as
signed
I that you must pay special attention to this information when selecting your courses.
When planning your courses don't forget to dlick on the Blue Register Now Button. Need help? Connect with us here,
Pay Period 04/16/2021 - 04/30/2021
< Al Time Sheets
< > pending[  Save
30RASTH3007 » Hourly, on Air Operator
i ~
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5. Click Submit to submit your hours to your Supervisor. You may also use the Comments field to send a note to your
Supervisor.

6. When your Supervisor reviews the submitted timecard, you will receive an email notification.

All - Unread By Date~ | - tkim@broodaleccedu Linda Bernabeu 10:58 AM
4 Today - Timecard approved - SS
- We removed extra line breaks from this message.
tkim@broodalecc.edu I> i v

Timecard approved - 55 10:58 AM x
srrmskasr ke EMAIL FROM TEST

I Thomas Kim FEEFFEESEEEFEHEE CUIAIL FROM TEST $5+*s#ssssskessss yo -
Zoom Meeting for WTE 10:40 AM timecard for 04/18/2021 - 04/24/2021for position 99CLWDHW001
Gotit!

Work Study has been approved.

Pay Period Summary Screen Overview

@ Time Shest - Ellucian Student Ap X + ° - X
&« c @ bccselfservice-dev.brookdalecc.edu:447/Student/TimeManagement/TimeSheet#s=04/18/2021&e=04/24/20218p=WT8&pps=04/16/202.. & ¥ o @ =% BNONE o
SharePoint Mobile 25Live Web @ Adobe Connect Ce... WebsiteDesigns Colleague WebAdvisor Self se... SelfService E}: SalaryRevisionList -... » Other bookmarks

-

< Al Time Sheets 1
| < Week 04/18/2021 - c4.-24:‘::>g ‘ 5 Saved 2t 101240

3.25 Tatal hours —l

30RASTH3007 » Hourly, an Air Operator
Kim, Thomas = Radio Station » Lincroft Main Campus ~
325

Eamn Type Sun 418 Mon 4/19 Tue 4/20 Wed 4/21 Thu 4422 Fri4/23 Sat4/24 | Total
325
| 00:00 AM | | B:30AM | | 00:00 AM | | 00:00 AM | | 00:00 Al | ‘ 00:00 AM ‘ ‘ 00:00 AM |
2 | 00:00 AM | | 11:45 AM | | 00:00 AM | | 00:00 AM | | 00:00 Al | ‘ 00:00 AM ‘ ‘ 00:00 AM |
=3
Positiog Total Hours: 0.00 325 0.00 0.00 0.00 .00 0.00 325
( | Submit for Approval
- +«6
30RASTH3005 « Hourly-On Air Operator
Sullivana, Emily  Radio Station » Do Not Use s
0.00
Weelkly Tutals<— 4 ~

w

i
i

Daily Totsl Hours: 0.00 325 0.00 0.00 0.00 0.00 000

w
i
i

Regular Hours:

1. Use the arrows to scroll through the weekly timecards. Click the All Timecard breadcrumb to return to a list of
all your timecards.

2. If you have multiple positions, you can expand and collapse the timecards for each position by clicking on the
position title.

3. To add additional time for a day, you can click the "+" sign to enter additional hours (i.e., | am required to clock
in and out at different times during the day).

4. The weekly total for your position(s) will be displayed.
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5. Click the Save button to save your entries. Clicking Save does not submit your timecard for approval. Your
entries will be saved if you sign out of Self Service without clicking Submit. You can return, and the values will
remain, or you can modify previous entries as long as you have not submitted your timecard.

6. Click Submit to submit your timecard for Supervisor review. Be sure to complete the weekly sheets for your pay
period before submitting them for review.

Modifying Submitted Timecards
You may edit a timecard that has been submitted but not reviewed by a Supervisor(s), and the timecard due date has

not passed.

1. Select the pay period for the timecard that you want to edit by clicking on the arrow.

2. Click the Submitted link.

04/25/2021 - 04/30/2021
Due 021 12:00 AM Submitted Work Study >
urs
3. Click Return Timecard to Edit link.
N I e = L L L s
8.00 | [ Submitted
am Type Sun 418 Mon 4119 Tue 4/20 Wed 4/21 Thu 4/22 Frid/23 Sat4i24  Tots
Regular Earnings
8:15 AM 0000 A 9:00 AM
00:00 Al 2:15 PM 00:00 Al 11:00 AM 00:00 Al
Position Total Hours:
4. Edit the times and click Submit for Approval when complete.
< Week ‘:-1“'_5-:2_:-:_:_ —-’:—'“:—' 2021 > Saved at 3:31 PM
am Type 5un 418 Mon 4/19 Tue 4/20 Wed 4/21 Thu 4722 Fri4/23 Sat4/24  Tota
Regular Earnings 2
2
E15AM 830 AM 5:00 AM 8:45 AM
215 PM 330 PM 11:00 AM 330PM
+ + -+ +

Pasition Total Hours: 0.00 6.00 7.00 200 875 0.00 0.00 2175

| Comments ] Submit for Approval

Modifying Rejected Timecards
If your Supervisor rejects your time, you must use Time Entry to fix the problem and resubmit your timecard. Your
Supervisor can reject your time if they discover a problem. They are required to enter a reason for rejecting your time.

NOTE: If your timecard is rejected, Web Advisor Self-Service sends you an email informing you of the rejection.

The timecard's status changes to Rejected.
Self Service Time Entry-Hourly Employees Aug-22



1. Onthe Time Entry landing page, click the week that was rejected by clicking on the arrow.

Hourly Employees Using SS Time
Entry

03/16/2021 - 03/20/2021

e 121 5:00 PM Hourly, on Air Operatar
Totsl: 4.00 Hours

03/21/2021 - 03/27/2021

Due by: 4/21/2021 5:00 PM >
otal: 5.00 Hours Hourly-On Air Operator

2. On the Time Entry Detail page, click Comments to review the reason your timecard was rejected. Supervisors
are required to enter a reason when they reject your time.

3. Enter the updated hours for the Rejected timecard.

& Time Shest - Ellucian Student Ar X +

o = X
<« Cc # becselfservice-dev.brookdalecc.edu:447/Student/TimeManagement/TimeSheet#s=03/21/20218e=03/27/20218p=WT&pps=03/16/202.. QQ ¥ o @ [ BRONE ° H
SharePoint Maobile 25Live Web B Adobe Connect Ce... WebsiteDesigns Colleague WebAdvisor Self se... SelfService E} SalaryRevisionList -... » Other bookmarks

| < | | sove
1 Comments ]
30RASTH3005 « Hourly-On Air Operator
Sullivang, Emily « Radio Station » Do Not Use. A
o]
Eam Type Sun 3/21 Mon 3/22 Tue 3/23 Wed 3/24 Thu 3725 Fri3/26 Sat 3/27 Total

Regular Earnings

00
‘ 0000 A ‘ | 0000 A ‘ | 00:00 A ‘ | 00:00 Al ‘ | 0000 A ‘
‘ 00:00 AM 00:00 AM ‘ | 00:00 AM ‘ | 00:00 AM ‘ | 00:00 AM ‘ | 00:00 AM ‘
Position Total Hours:
( comments | Submit for Approval
Weeldy Totals A

Daily Total Hours:

4. Click Submit for Approval when you have edited/modified the time for a particular week or pay period.
Self-Service notifies your supervisor that you have resubmitted your time for another review.

Note: If you have rejected timecards for multiple positions, you must correct and submit the timecard for each
position separately.
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