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Timecard Entry and Approval

Welcome to the new Timecard Entry and Approval system in Self-Service. This system replaces the old
WebAdvisor Time Entry and Time Entries for Approval.

What'’s Changed

e Timecard entry is done on a weekly basis.

e Employees submit hours after the work week is completed.
o No weekly reminder to enter time.

o All weeks must be submitted to ensure proper pay.



How to Log into Self-Service

Go to the College’s main webpage and click MCPortal

Mercep (@R

—

C & mecdedu

Made in Merced.

Log in using your credentials

Merced College

MC4Me & MySite Portals

READ THIS FIRST, before logging in for the first time!
I for v word | Resat word

Update acrount information

New to the portal? Find your usamame

Secasity ( show explsnation )

® This s 2 shared or public computer (10min tmeout)
©Q This is 2 MC ampus or private computer (6hr timeout)

User Mame:
Password:

Log On

2009 Microsoft Corpacation. Branding (& Merced College 2011 &l rights reserved.

From the NEW Experience portal, chose the Self-Service card and select the link to SelfService Home. Any of
the links on this card will direct you into the Self-Service system.

Note: As the Experience Portal develops, links may not display as in the example below.

= MERCED %

self-service

& SelfService Home

@, Search for Courses
1 View My Grades

[3] View My Tax Information



Log into Self-Service using your credentials

Sign In

User name
Password




How to Access Dashboard for Supervisors

Click “Employee”

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

o Student Finance

Here you can view your latest statement and make a payment anline.

g Tax Information

Here you can change your consent for e

Employee

Here you canvi tgffform consents, eamings statements, banking information, timecards and leave bal

¥l Course Catalog

Here you ca d searchthe c

= Graduation Overview
Here you can view and submit s graduation apglicetion

a Departmental Oversight

Here you can access your department faculty and

Click “Timecard Approval”

Employment © Emplovee * Employee Querview

Welcome to Colleague Employee Self-Service!

B Tax Information

Here you can change your consent for & f tax information

% Timecard Entry

Here you can fill out your timecards.

Earnings Statements

Here youca earnings statement history.

iﬁ Employee Proxy

Here you can delegate certain types of v

f=h Leave Approval

Financial Aid
Here you can

inancial aid data, forms, etc

Banking Information
Here you can view and update your banking information

Student Planning
Here you can search for courses, plan your terms, and schedule & register your course secsians.

Grades

Here you r grades oy term

Enrollment Verifications
Here you can vie en enrolimen verification.

nd e

Banking Information

ate your banking i

Srmation.

Timecard Approval
e orreject

Here you can ap ople you supervise

If:g Faculty Contracts

Here yo

your contract assignmer

nd leave requests.

m. Timecard History

Note: The dashboard will give you a list of your employees. If you do not see one of your employees, you will

need to contact payroll.

If you are looking for a specific employee, you can use the filters on the left hand side.

Employment -+ Employee + Timecard Approval

Time Approval
< Empioyee

Search for Employee

‘ O\‘ < Page o >

(aersem ) Pay Cyete Pay Perioa

[ wemonn <) ree :' ’
st

e ) G

Swrs

Total: 1

Total Hours Reguiar Hours Overtime Hours Additional Hours

Total: 1
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How to View Timecard Information

Find the employee and click the down arrow next to their name.

Search for Employee

( Clearsesrch ) .

Foy Crdes G_

Midmanth Fage

Status

Note:

This view will provide information such as status, total hours, regular hours, overtime hours, and
additional hours.

Total hours: These are the combined hours for regular hours, overtime hours, and additional hours.
Regular hours: These are the regular hours the employee has worked.

Overtime: This feature will probably not be used. If hours are listed here, you need to ask for
clarification from your employee.

Additional hours: These are sick hours used. As a supervisor, you will not be able to add any sick
hours to the timecard. If the employee is eligible to use sick time for their absence, you will need to
reject the timecard (see steps for “How to Reject Timecard”) or have them log in, open the timecard
in question, and click “Return Timecard to Edit” (see steps in the Timecard Entry manual).

To view each timecard that has been submitted by an employee, click “View”

Time Approval
¢

Search for Employee:

3y Cycle Fay Period Due By Status Total Hours



Note:

The pay period is from the 20" to the 19t of each month. For example, October’s pay period is from

October 20t to November 19t with employees receiving their paychecks on December 10t.

In the timecard system, this period is broken down into four weekly timecards. The employee must

fill out all four timecards or their status will show “not complete” as in the example above.

When selecting “View” mode, you will need to toggle through each timecard to see the hours listed.

Time Approval -
« Tofrmee

Work-Study Student

+ Additional Time

Position Total Hours: 000 0w

Weekly Totals

Other Actions

- =



How to Approve Timecards

There are two options to approve timecards.

Option 1:

Follow steps for “How to View Timecard Information”

After viewing each timecard, and if hours are correct, click “Approve”

<

Eam Type sutons Mo 10116 Tut0n7

WorksStudy Student

(4 Additional Tme )
Position Total Hours: 000 0w 000
Weekly Totals.

Daily Total Hours: 000 000

Regular Hours:

Option 2:

We 10/18

Click the drop-down arrow next to the student’s name to view hours

Search for Employee

‘ Employes Nome or [0 Q ‘

P
( ClearSearch ) e
(R Pay Cycle

Pay Cycles

[[] widmonth

Status

QOue——

of1

Pay Period

If the hours (total hours, regular hours, and additional/sick hours) on the dashboard match the hours the

student worked, click “Approve”

Time Approval
< Employes

Pay Cycle

PayPeriod

( Reset Fiters

) I

Due gy

© NotCompiete

soved oterhctons
w1020 1021 | Toum
o
ol |
004N H ‘
1 © 1
» 0 1
o
Due By Status Total Hours
.
TowHours Regr ours OverimeHours AdationatHours
300 B o 20
ae.m © Comments < View
o 1



How to Reject Timecards

There are two options to reject timecards.
Option 1:
Follow steps for “How to View Timecard Information”

After viewing each timecard, and if the hours are NOT correct, click drop-down arrow next to “Other Actions”

e sggroual
Saved Other Actions v
Eamype sutons Mo 10716 Tuton7 weorts mions Fr 1020 Sot021 | Tow
WoriStucy Seudent ) - ) .
00004 0000 0000AH 00:00AM 0000AM ‘ s00AM H onmam ‘
wo0mm 0000 AU o004 on00Au aoom || sonw || cacon |
TRy —
(' + Additional Tme )
\ J
Posiion Total Hours: 000 o0 000 000 000 100 000 10
Weeky Totls ~
DaiyTot! Hours 000 000 000 000 00 100 000 100
ReguiarHours: 100

Then click “Reject” from the drop-down menu

* [5)

Week 1072
10

71SALLECE  Work-Study Tutorial Center

lorth - Learning Resources Center + Los Banos Campus ~
.00
£am Type Sutons Mo 10116 Tut017 We 0718 mios Fri020
WorkStudy Student
. L 100
o000AM ov00AM oo00Au 000y o000 ‘ s00AM H on0Au ‘
o000AM ov00AM o000 AM 000y o000 ‘ s00AM H aaoo A ‘
T
( + Additional Tme )
\ /
Position Total Hours: 000 00 000 000 000 100 00 100
Weekly Totals ~
Daily Total Hours: 000 000 000 000 000 100 000 100
Reguiar Hours: 100

It is required for you to enter a reason to reject a timesheet. When done, click “Reject”

Reject Time Sheet b4

Rejected By
Employee
Rejecting time for: 1072002023 - 11/19/2023
Reason

Your hours are incorrect. Adjust the hours for Monday,|
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Option 2:

Click the drop-down arrow next to the student’s name to view hours

Search for Employes

orip

Employee Nor

O\:‘< <

———
( clearsearch )
e )

Pay Cycles

] midmeontn

Status

Page

Pay Cydle

QOu——

<

Page

of1

of 1

Fay Period

Due By

Status Total Hours

If the hours (total hours, regular hours, and additional/sick hours) on the dashboard DO NOT match the hours
the student worked, click “Reject”

Time Approval
¢

Search for Empl

( clearsearch )

et B _

[ igmentn

Status.

Agproved ©
Reected. ©

1172572023 100 M

@ Mot Compiere

Total Hours

3900

Regular Hours Overtime Hours. Addiional Hours.

700 000 200

o Avprfie @ Reiect ¥ comments s View

Total: 1

It is required for you to enter a reason to reject a timesheet. When done, click “Reject”

Rejected By

Employee
Rejecting time for:

Reject Time Sheet

10/20/2023 - 11/19/2023
Reason

Your hours are incorrect. Adjust the hours for Monday)

Cancel
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