Minnesota State Colleges and Universities

eTimeSheet Quick Reference Guide
(Employee)

Purpose

The eTimeSheet applicationqvides employeesccess ttheir onlinetimesheetsvhere
they can view, submit, and update timesheets and leave or overtime (OT) requests

Log In

1. Enter your Username (Techid

2. Enter your Pin or Password.

3. Click to Login.

4. Links to help recover username and Pin.

Office of the Chancellor Login

Please login to continue.

* Tech Id or Username:
Campus Links * PIN or Password:
MnSCU Office of the

Chancellor

Display Name: D Display and print your name on certagingages until your next login, To protect your

identity, you may wish to print web pag t 3 secured printer,

eTimesheet App )

Don't have a or username? Create an Account ! Helpful Links
Office of the Chancellor Contact Us
30 7th St. E. Forgot your ID?
Ste. 350
St. Paul, MN At end of your login session, you must ‘Logout’ to ensure that nobody else can access your records. Forgot your
uUsa PIN/Password?

Help Videos

How do Ilogin2
How do I lookup my ID?

Minnesota How do 1 lookup my
STATE COLLEGES PIN/Password?

& UNIVERSITIES
(help videos require Flash
plugin)

Office of the
Chancellor is a
ol ne

1. If you have multiple positions, a list of your positions is displayed. Click the
Selectbutton next to thene you wanto work with

Employee Job Assignment

Record|Work Title ____________________|Supervisor |UnitlEnd Datelstatus | |

0 Off & Admin Spec Sr. Administrative Affairs Farrell, Nicolle Full-Time, Unlimited Select

9999 CSS, Int, Records Office Farrell, Nicolle W select
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Employee Home Page - Layout

1. Employee and Supervisor Information.

2. Current Leave Balances.

3. Message Area.

4. Pay Period and Timesheet Status. Unsubmitted StaResliOtherstatuss are
Black.

5. Timesheet Detail. Unapproved requests arfedn Italics. Other statuses are
Black.

6. Current and Future Leave Requests. Click a column header to sort by that column
7. Navigation Area.

MINNESOTA STATE COLLEGES & UNIVERSITIES

eTimeSheet Employee Home

e Employee Name: eTimesheet, Tara Leave Balances as of pay period ending: 05/27/2008
STATE COLLE ,.,'\ Supervisor: eTimesheet, Tom Floating Holiday: 1.0 days
& UNIVERSITIES Work Title: eTime User Sick: 38.5 hrs

Record: 9939 Vacation: 26.0 hrs

Employee e-Timesheet

Employee Home N ) .
Your leave request for 07/08/2008 has been submitted and is pending approval.

n on L Timesheet for pay period Jun 25, 2008 - Jul 8, 2008
Status: Unsubmitted Reminder: submit leave slips for this pay period prior to submitting your timesheet,
Select Pay Period End

WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON "TUE TOTALS

Pay Period Ending:
s, 2008 [ Date 25 26 27 28 29 30 1 2 3 4 5 6 7 8
Work Schedule 8 8 8 8 8 8 ] 8 8 8 30
Regular Pay (REG) 8 8 8 8 8 8 8 56
- Holiday Pay (HOL) 8 8
Current Pay Period sick Leave (SIK) 8 8
Yacation (YAC) a 8
Minnesota State Colleges Total Hours 80

and Universities

i Edit Timesheet = &3 Submit Timesheet

Leave Requests

Requests for the current and future pay periods. ) Request Leave/0T
Status Edit Description Day Date Begin Time End Time Total gl;::tion g;eated Reason Sup. Comments
- ] . 07/08/2008 eT heet, Vacati
[] Pending i Wacation Mon 07/07/2006 §:00 AM 4:30PM 8.0 14{28{?4 .era::es e D:“ca en

. - X . 07/08/2008 eTimesheet, Home
[] Pending .1 Sick Leave Tue 07/08/2008 :00 AM 4:30 FPM 8.0 14:38:47  Tara Sick

I Delete Selected Requests
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Employee Home Page - Navigation

1.
2.
3.

4
5.
6

Click to return to the Employee Home Page.

Click to view eTimesheet documentation web page.

Select a different Pay Period from the dr
that pay period. The Employee Home page defaults to the current Pay Period.

.Click O6Current Pay ®earreatdaypetiod. qui ckly ret
Click6 Edi t T tomaks dhanges t0 the timesheet or to add a comment.

. Click &8ubmit Timesheét when vyou al l requests/ changes
Pay Period.

Cick O6Request Leave/ OT6 buttgen to go to ¢t

Logoutbutton

March 20, 2008 3



