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LOGGING ON:

SITE URL: http://www.hawaii.edu/sece

University of Hawai'i System

Welcome to our online job services for students and employers.

SYSTEM UNAVAILABLE WEEKDAY S:

4:00 am - 5:00 am {(backup)

Universities Community Colleges 7:00 pri - 8:00 pm (maintenance)
« UH Manoa + Hawezll * Leeward =\ Contactyour y ) ; _
« UH Hio « Honolul  + Maui campus siudent RS R T TR 2
- UH West Oahu  »Kapiolani - Windward emnloyment office -
« Kauzi «ETC Notice for Saturday. 052672007
The system wil be unavailable due to a
planned maintenance service to be done

batween 5:00 am- 12:00 pm.

announcements

Fall 2007 Employment Eligibilicy » Browser Information ”.Browser Information

3

» Browser Information * Equal Employment Opportunity » NEW OnCampus Student Employees
» 2007 Summer FICA Tax Information (EEQ) Policy » UH Pay Scale

» Forms and Resources * UH Manga Partnerships

* Student Employee Pay Rakes

> IUH Pay Scale

Copyright ® 2008 SECE . University of Hawai'i

Login as a Student (STD) using your UH username and password.

se ce student I‘.'Illlllll'ﬂ'lllﬂll & E[II]I]BI'NWE education << Return to HomePage
University of Hawai’'i
LOGIN as...

For all University of Hawaii students seeking For all University & Mon-University employers

rewarding employment opportunities. .. seeking qualified student employees. ..

UH Student Login ——— Registered Emplover Login

Usemame: Usermname:

Password: I Password

()
NEW nen-uh employers register herel

Help Help —

« Login Hel = Login Help

Search ... s oo

btain Employer Contact Information

Job Program: |i|ll Programs vl Job Category:| All Categories =l
lsland/Region:  [AllIslands =] Pay Rate 4l Pay Rates |

o ————— Special ; —
| Select a program first... | Classiﬁcatinnl*" Classifications x|

Job Number - Aot




= Once logged on, you see the Main Student Menu page.
= Click the “TIMESHEET” tab to get to the Online Timesheet’s Main Menu.

STUDENT MAIN == ESHEE

Vieicome [ First Last
Click "TIMESHEET" Tab to gat MainPage of Timezheet Module
Main Student Menu

Messages/Announcements

Student emplovment at the University of Hawai'i at Manoa is governed by Administrative Procedures Manual A9.880. By
accessing information on this website, students aares to abide with the policies and procedures in APK A2.880 should they be:
hired for a University or FWS job.

Job Search to Obtain Referrals

(Am T eligible To work?)

Job Location

Job Frogram :|AII Pragrams “'l

Island/Region : |A|| Islands "I {Mote: Page will refresh after Island is selected)
:I:w‘:'e:'.:—-' islandfreegion first j
Job Category : IAII Categories E‘
Pay Rate : |AII Pay Rates 'l
Special Classification : IAII Classifications ﬂ
Job Nurnber | Laxoc
Searen ==

Other Options Information | Help
«Yiew My Referrals « Administrative Procedures Kanual 42,880
« View My Placements » Browser Information
« Edit Ly Prafile « Jab Proaram & Eligibility [nfarmation

« Obtaining Referrals - Visual Guide

* JH Pay Scale

« Info for NEYY Student Employees
« Contact Informiation

J




CREATING A NEW/LATE TIMESHEET:

Click “Create a New/Late Timesheet” link to start a NEW timesheet for this pay period.
Click “Newly Created” link if you already created (either New/Late) one and want to EDIT it.
Click the “?” to read details about the status flow your timesheet will follow.

Welcome ; First Last [STD]

Online Timesheets - Main Menu

| TmeseETsTavs Q) Teale a Mew Timeshes
Mewly Crealed 1T « Oplione Semp

Awiating Yaur Révision 0
Pending Supernisar Approval| 0
Panding Final Approval 0
Lata Approved 0
0
0

= ViewfEdit Current VWork Schadule(s)
& View Pay Period Schedule
= Yiew Holiday Schedule

Pending Payment

Historical

Clicking on the “Create a New/Late Timesheet” link displays the following page:
o0 Student must fill out 1 timesheet, per job, per pay period.
0 Use drop down menu to select a “Job Title / Pay”. Note: you only see this if you work 2 or
more on-campus jobs.
0 Use drop down menu to select a specific “Pay Period”.
= The list defaults to the current pay period and ordered backwards until the oldest.
= Once a pay period is used, it is removed from this list.
0 Click the “next >>" button to create the timesheet.

f Welcome - First Last [sTop Y

Online Timesheets - Create New Times heet e

Create New Timesheet

Student . Last, First

Jab Titke [ Fay &Technical Analyst UAdmin Asst - $12.00

Pay Period :[Plesse Select @
(D




The HEADER section of the timesheet page (as shown below) has many features to be aware of.
o0 This top section of the page gives you job info, status info, and important due dates.
0 The “Timesheet Summary” is blank here, but will show a list of all flags that the validation
process catches.
= Ex. If youwork more than 8+ hrs in the same day, an icon representing this will show.
0 Save a personal note or a message for your SUP and BO staff to read. The “Student Notes” box
is only editable by you and serves as a permanent note attached to timesheet.
= Use the notes section to explain a flag:
Ex. If your supervisor asked you to stay late and you ended up working more than 8 hrs.
Type> 0720/2007 (fri): 8+ hr flag is due to working late as requested by SUP.
= Use the notes to remind everyone why you were not at work when you were scheduled.
Ex. If your supervisor granted vacation time, you can note it here as a reminder.
Type> 07/20/2007 (fri): 1 will not be working.

Welcome : First Last [5TD] A

Online Timesheets - Timesheet 1nput@

Back 1o Timesheet List

MAKE (LAST, FIRST M) : Last, First STATUS : Mewly Created
JUETITLE : Technical Analyst VAdmin Asst LAST MOD QN : Q72007 Q124 PN, Firsllasl  [STD]
HOWRLY RATE : $12.00 CREATED OM : O7HA200 e FirstLast  [STD]
WORK PERIOD : 07HA2007 - 072572007 TURHM-IN DLIE [STD] 11:58pm on 07252007
TIMESHEET SUMMARY APPROVAL DUE [SUPY. 11:59pm on 07/26/2007

APPROVAL DUE [BO 11:589pm on 07/30/2007

FROCESSED ON

TIME SHEET rlUTES:@
Student Motes (Figld takes 3 max of 2000 characters - |2000  characters left)
Typet & node 1o your Supervisor explaining why you ddnt work last week Mongday ﬂ Sava Motes |)

=




= Scroll down to the DAILY WORK HOURS section to input hours worked.

o0 Click a date from the left column to input your work hours.

0 Use the drop down menu to select your start and stop times.

0 A checkmark in the “WAIVE” column removes the night differential from your pay for the
hours worked between 6 PM and 6 AM.

o Click the “Save” button or click on another date to save your changes.

0 The grayed out rows are dates from the previous or next pay period.

0 WEEKLY-TOTALS also include hours from the grayed out dates, but grayed out hours will
NOT be included in the final summary and payments.

DAILY WORK HOURS: &

o L susnsior L swwnsiop [ st sion || secor lwave woit Lot
07082007, Sun Grayed Qut: Shows 2 days from the previous pay period. -
072007, Mon - - |'
O7HN2007, Tue - - . - - IS
07 172007, Wed 07:00 am - 12:00 pm - . [ os00 - IS
071212007, Thu = = . . = C
| 1o7TEz007 Fr 3[7am =] Hrs| =l oum| =] s =owm| =]
| _Reset | Save | [12 oo Jd 1 I S| Zleum| =] urs| o[ = : @
07472007, Sat : . . O

T owe | swmusior | starusiop |
QFMSR200T, Sun = -
O7HM82007T, Mon = - - . N
OTMTR2007T, Tue
07182007, Wed - - . _ _
O7H2Z007, Thu
Q7 2002007, Fri
072172007, Sat

=
-
-
M
=
=
=

WEEKLY.TOTAL -
—m
072212007, Sun
07232007, Mon - - - - -
0772412007, Tus -
07/2562007, Wed - - . . :
O7/26/2007, Thy - Grayed Out: Shows 3 days from the next pay perod. -
07/27/2007, Fri - - - : .
07/28/2007, Sat - - : - 5

WEEKLY.TOTAL - -

il |E1 (BBl OOE O




= Scroll down to view the TIMESHEET SUMMARY section.

o
o

(0]

TIMESHEET SUM r.mm’:@

CURRENT TIME SHEET: REGOT |  mGHT | NIGHT OT
HISTORICAL TIMESHEETS (Reconciled & Late}: REG OT NIGHT OT

05:00

This section simply shows the totals for this CURRENT pay period

The GRAND TOTAL includes any RECONCILED HOURS for a historical timesheet and any
LATE timesheets now being submitted.

Note: Only your SUP or BO staff can reconcile hours for you.

Ex. If you forgot to add 2 hrs to your last timesheet, you must notify them verbally or via the
“Student Notes” box to make the corrections. After they correct things, you will see it
summarized here.

CURRENT HOURS 0500

RECONCILED HOURS
LATE HOURS

= Scroll down to view the APPROVAL INFO section.

(0]

(0]

0}

This section ONLY shows up after you submit the timesheet for approvals. It allows you to see
who can approve your timesheet in the event that you notice your timesheet just sitting around.
A checkmark and datetime to the right of the approver’s name will appear to show who and
when the person approved your timesheet.
Only 2 approvals are required.

= 1 from someone in the Supervisor group.

= 1 from someone in the Business Office group.
The approval due dates are shown at the top of the timesheet page.

= The buttons allow the following actions:

(0}
o

o

APPROVAL INF ORF.'Il\'ATIDH:@

SUpBIVISOrs
Superdisor i As Listed o e Jabe Farm
Additional Job / Referral Contact . As Listed on the Job Form

Business Office

Click “Delete” to completely erase all data associated with this timesheet.

Click “Save” to preserve data from session timeouts or computer crashes. After saving, you can
logout and login whenever you want to continue entering hours or to check on anything.

Click “Submit to Supervisor” when ready to turn-in for approvals.

000 nal Approving AuWmionty . As Listed on the Job Fom
Fizscal Officar P Az Ligted on the Job Fomm

Uelete | Save |  Submitto Supervisor




README NOTES:

To GET PAID ON TIME, pay close attention to the due dates for YOU and all approvals!

Only the original creator of a timesheet can delete it.
0 However, once a timesheet enters the approval process, it CANNOT be deleted by anyone.

An example use of the “delete” function:
0 Delete the timesheet if you created a timesheet for the wrong pay period.
0 Delete the timesheet if you simply want to start over (prior to submitting for approvals).

When you are ready and click the “submit to supervisor” button.
0 You get a confirmation page that the timesheet has been sent to your supervisor
o Your supervisor will receive a confirmation email to his/her UH email account
(username@hawaii.edu).

Click on the “TIMESHEET” tab to return to the timesheet main menu.
0 Notice that the timesheet status changed from “Newly Created” to “Pending Supervisor
Approval”.

Once a timesheet is submitted to the supervisor, the student can only view his timesheet without editing
it.
o0 Click on “Pending Supervisor Approval” from the timesheet main menu to retrieve it.
o If acorrection is necessary, the supervisor may choose make the changes themselves or option to
“Return to Student” for delegation.
Only the person who created the timesheet can modify it until turned over to the next party.
o Example: if a student creates the timesheet, that timesheet is only editable by the student and no
one else.
o Itisthen important that the student submits the timesheet to his/her supervisor on time for
approvals. If the student fails to do so, the supervisor will not be able to access the timesheet.
This would result in the student not getting paid!



WARNING ICON KEY MAP:
= |mage ICONS represent the visual warning flags to cue us in on a situation that needs closer review.
= They show up when the system validations finds these warnings.
= Click an ICON to open this map which shows each icon and its description.
= Eventually, you will come to know each by sight.

Online Timesheet - Warning lcons

GH Marks the hire date of a student.

b Marks the beginning/end dates of a student's appointment period.

W Original Time modified by another user.

U Exceeds 8hr work day.
Qa0+ Exceeds 20hr work week.
Cao+ Exceeds 40hr work week.
(20x Exceeds 20hr work week across multiple timesheets.

2R0X Exceeds 40hr work week across multiple timesheets
2240+ Exceeds max hours submittable in a single pay period.

b Marks a LATE timesheet that is past its due date.

cl Marks a timesheet that was submitted as a LATE adjustment on a

subsequent timesheet.

v Marks a historical timesheet that had its time adjusted (+/-) on a
subsequent timesheet.
X Marks a timesheet that contains a late/time adjustment.
Marks an observed holiday.
$ Marks a timesheet with multiple accounts.
S

Marks the effective date of a pay change (ex. pay raise).




CREATING A WORK SCHEDULE:

= Click the “TIMESHEET” tab to get to the Online Timesheet’s Main Menu.
= Click “View/Edit Current Work Schedule” link to manage your work schedule(s).

Welcome - FirstLast [5TD)

Online Timesheets - Main Menu

TIMESHEET STATUS @

hMewly Created

Create a New Timasheast
= Oplions Setup

1
Avegiting Your Revision ]
Panding Supanissr Appravall 0
Panding Final Approval 0
0
0
]

Late Approved YView/Edit Current VWork Schedule(s)

Pending Paymant
Historical

= View Holiday Schedule

= Clicking on the “View/Edit Current Work Schedule” link displays the following page:
0 Student has option to fill out 1 work schedule, per job.
= |f working only 1 job, then you will get the page below by default.
= |f working 2 or more jobs, you will have to select which job you are creating a work
schedule for.

Welcome © First Last [STD] A

Online Timesheets - Work Schedule

2 records found, displaying all records.

OPTIONS

JOB TITLE EY  paY] REG |REGOT | MIGHT |MIGHT OT| TOTAL |ICONS |  DETALS
Technical Analyst 1/Admin Asst $12.00 - - - - -

Second Job 59.45

2 records found, displaying mmecinds.
Export options: Excel | FOF
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= Clicking on the “Edit” link opens to the details of the Work Schedule:
o0 Click a day of the week from the left column to input your work hours.

O OO

Use the drop down menu to select your start and stop times.
Click the “Save” button or click on another date to save your changes.
Check your TOTAL HOURS to adhere to your work agreement policy.

) Wedcome : First Last [STD]

Online Timesheets - Work Schedule Input @

Sunday
Kenday

riday

FAME (LAST.FIRST MY Last, First
JOB TITLE ; Technical Analyst lAdmin Asst
HOURLY RATE 3 5$12.00

DATE START | STOP START ! STOP START | STOP | REG | REGOT | MIGHT |MIGHTOT

Tuesday
Wiadnesday 0700 am - 12:00 prm - . I 05:00
Thursday B = : B

Saturday

07:00 am - 12:00 pm - - [ os00

o] w7 wRs o um[ 7]
firs | =l -um| = mrs| =owm| =l

README NOTES:

= Filling a work schedule is convenient for students who work a set schedule week after week.

(0]

O 00O

Only YOU (the Student) can edit the work schedule.
Supervisors and Business Office personnel can view this work schedule but not edit it.
Work Schedule changes do NOT affect historical or already created timesheets.
Work Schedule changes ONLY affect the next, NEW timesheet you create.
Work schedules will pre-populate any timesheet created by YOU or your SUP/BO staff.
= This schedule defines a week to start on Sunday and end on Saturday.
= This schedule will be repeated for each week within a pay period.
= Any Holiday will NOT get pre-populated with work hours from your work schedule.

Once pre-populated, the timesheet is still editable for schedule changes within that pay period.

= EX. If need to add/subtract some time for working longer or shorter hours.
= Ex. Ifyou are sick and did not work on Monday
= Ex. If you actually worked on an observed Holiday.
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