Job Aid

Entering Time Worked Only — Hourly
Employees — No Benefits

newstable.secure.gus

This Job Aid walks through the process of reporting time worked on a time card in GUS HR. This job aid
can be used by Student employees, Graduate Administrative Assistants, Graduate Research Assistants,
Temporary University Support Staff and Temporary Unclassified hourly employees.
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Step Action

1. Click the Home icon at the top right of the screen to access the Gus Cloud
Springboard.

=

2. Click the Time icon on the home page to access the Time Calendar.
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Step Action
3. On the Timecard window, the default screen shows the week currently being
worked.
= g
Navigate forward or backward by using the arrows € > next to the date range at
the top of the timecard.
The timecard also shows the week view #, but can also be changed to day [ or
month .
4. To begin entering time, click and drag the Regular button to the desired date and
time.
Regular
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Step

Action

5.

The Report time dialog box will open.
Report Time Save and Close

* assignment Number E0TER v
Position GS151406 - Human Resol | »
* Time Type Regular v
Start Date 10/10M16
End Date 10/M10M16 E&.
Daily Start Time  3:30 AM Daily End Time  10:30 AM

Select the correct assignment number. To verify that you have the correct

Cancel

assignment number, select the Position drop down arrow and make sure the position

information and department name listed is the area that you need to report time
If not select a different assignment number and verify the Position information
again.

Choose the correct Time Type.

for.

Check your start and end dates. If you have a regular schedule for your days each
week, you can enter the start date as the first day of the week and the end date as the
last day of the week and it will fill that time in all days between the start and end

date.

Enter the daily start and end time. The formatting for this must be hour colon
minutes followed by AM or PM with no periods.

Once you have the time entered, select Save and Close.

Continue to add time as needed to the two week pay period.

Entered = TimeCard 10/916- 10122116 Total Hours 20 Absence Hours 0

Sun 1016 Mon 10M7 Tue 10/18 Wed 1019 Thu 10/20 Fri 10/21 Sat 1022
0(0) 2(8) 2(8) 2(8) 2(8) 2(8) 0(0)

8:00 AM
8:30 AM

9:00 AM Regular: 3:30 AM - 10:30| | Regular. £:30 AM-10:30| | Regular. :30 AM-10:30| | Regular: 8:30 AM-10:30 | | Regular: 8:30 AM - 10:30
AN AN AN AN AM

10:00 AM

11:00 AM

12:00 PM

1:00 P

2:00 PM

3:00 PM

4:00 PM
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7. When time has been entered and it won’t change, select Review and Submit.

Review and Submit

8. The review time screen will open with Time Card Details including, Reported Time and
Calculated Time.

Edit Time Card: Review Time e T Cord Sebeet  Cascel

............

: =
[ —_ e Type Sunin 49 Hon 0c1 18 o Wed et 12 ThuCir 13 e Sates San. Hen 0t
- - oy et op art op Har g Shad wp S Stop Sant oy et Sacy s Sop
T - e Samn = Sh“ Sy I:lw Sty - :‘n Saan wm.o:- S n!mv Saan ".“‘;ur Sann = n‘w Samn " “hw Sawen = S0 5
9. Review the information.
10. If everything is correct select Submit.
Submit

A confirmation box stating your time card has been submitted for approval will
appear. Select OK.

& cConfirmation *

Q‘T’ourtime card was submitted for approval.

OK

11. If anything is incorrect select Edit Time Card.

Edit Time Card
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12. This will open the Edit Time Card screen and time entry changes or additions can
be done at the bottom of the screen.
Edfl“mcnm. Report Time Sy S  SemssdiCuss  Caest
- |
....... _
Tima Entry
= - - : S %IT“ sy = San "’ &w "‘""“.J Saant “s-‘ !"“W su i £ “M“v
2 EE
13. If you have multiple entries for any one day, rows must be added to log that time. Click
the space that has the number 1 in it. This will highlight the row.
Position ;ﬁ;‘;’r""e“‘ “ Time Type Sun,Oct 09 Mon,Oct 10
Start Stop Start Stop
O cs151406- v (D ~ Rewwar 8:30 AM 10:30 AM
Daily Total 2.00
14. Select + Add Row Below.
== Add Row Below
15. Make sure that the Assignment Number, Position and Time Type have been selected as
well as entering the time. Time must be entered in the same format as on the timecard
screen.
Position ;ﬁ:}i’:mem * Time Type Sun,Oct 09
Start Stop
1 GS151406-« D ~ Regular v
2 Gs031551-v (I v Reguar v B30AW 10°30 AM
Daily Total 2.00
16. When time corrections and entries are complete, select Next.
Hext
17. If time entry is correct, select Submit.
Submit
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18. A confirmation box stating your time card has been submitted for approval will
appear. Select OK.
@& Confirmation X
lﬂ‘r’ourtime card was submitted for approval.
OK
19. The submitted time card will go to the line manager. After, the line manager approves the
time card, you will not be able to make changes to the time card. The line manager will
have to work with HRS.
20. On the right side of the time card is the Related Links tab.
21. Opening this tab provides the Manage Time Cards link where you can view time cards.
Related Links
Maimratrar=eTe Records
4
22. The Manage Time Cards screen will show the time cards you have saved, submitted or
have been approved by your line manager.
Manage Time Cards
Adtions w View v 4 FE 5" Detach Status E| From Date [ ToDate fp ©
Time Card Period Status Total Hours ~ fEcorded Absence Hours  Submission Exception  View Summary Delet
10/9/16 - 10/22/16 @ Ssubmitted 22 22 0 1013116 == x
@ Approved 4 4 0 912816 &5
23. You can view a summary of your time card by selecting the glasses icon under View

Summary.

o
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