Student Employee Timesheet Submission
Go into your Okta/Oracle account and click on your Oracle tile.

On this next screen click on time and absences.
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On the next screen, select existing time cards.
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Access all of your time cards Review current plan balances and View your shifts, absences, and public
absences taken or requested holidays

On this next screen select + Add
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Existing Time Cards

Time Cards

‘ Last 5 time cards v

s

’ There's nothing here so far.

On the next screen you’ll see *Date and you can click on the calendar icon to select the date you want to
enter on the timesheet and then select +Add

“Date Time Card Period

01-20-2024 - 02-02-2024

< November 2023 >
SUN MON TUE WED THU FRI SAT

Emtnes 2 3 3 1 2 3 4
7

View By Reported summary by entry date v SortBy Entry identifier-AtoZ v

There's nothing here so far.

Comments v

A new screen will appear. Start by using the drop-down box for business/job title. If you have multiple
jobs on campus please select the job for which your entering the hours you’ve worked as you want the
hours to be applied to the correct job. Make sure your hours entered are applied to the correct job.
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‘ Cancel

“Date Time Card Period
02:05-2024 02-03-2024 - 02-16-2024
Entries
ok
*Business Title “Select Dates
E \ I
Attribute Value
SW-Research Assistant | DaBlere, Colezn (3 E36168926-3 [sart Time G [ ine &)

S\W-Research Assistant | DaBiere, Coleen (S| E33166925-2 Quantity

Add another date

I Araran +e

Below business/job title you can use the drop-down box for hours type and make the appropriate
selection.

“Date Time Card Period
02-05-2024 02-03-2024 - 02-16-2024

Entries

0K

“Business Title “Select Dates

|SW—Research Assistant | DaBiere, Coleen (S| E33166925-3 v

*Hours Type

tucent Hours orke< A [t e ] v e 0y

Atrbute Value Quantity

Student Hours Worked ‘ |

NYS Paid Sick Leave Student(max 56 hrs/fiscal year)

Add another date

Comments

If you were sick and unable to work your shift and you have sick time hours available, you may select
NYS Paid Sick Leave. (You can view your sick hours available to you by selecting the Time and Absences
tile in Oracle and then selecting the Absence Balance tile, please Student Absence Balance Training
Guide for more information.)

Next use the calendar icon and select the date or dates you’ve worked during this pay period. You may
select multiple dates.
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“Date Time Card Period

02-05-2024 02-03-2024 - 02-16-2024
Entries
oK
*Business Title *Select Dates
| sW-Research Assistant | Dabiere,Coleen (5 331669253 v | |
“Hours Type *
[ tudent Hours Worked v] < ‘Fw“a“ o[ zaa]v] >
SUN MON TUE WED THU FRI SAT
PR I
4 5 [ 7 8 9 10
71 12 13 14 15 16
2 2 2 2
2 29
Select days

We recommend you use the Web Clock to enter your time in and out of your work shift (please see
Oracle Web Clock Training Guide) If you need to manually enter your time, please do so as you work
instead of entering at end of pay period.

After you select dates, if you are entering hours worked, you will then need to enter the start and end
time that you worked. See next screen.

“Date Time Card Period
02-05-2024 02-03-2024 - 02-16-2024
Entries
oK
*Business Title *Select Dates
| SW-Research Assstnt | DaBlere,Coloen (5 E33166925-3 [02-08-2024, 02-09-2024 la
. 2 days selected End Jjne
Hours Type I m I
02:30PM fa |[0430P o
‘ Student Hours Worked " ‘ ‘ © ‘ °
Quantity
Add another date

Comments

If you are entering sick time, select the day you missed your shift and instead of entering a start and end
time, skip that field and just enter the amount of time you missed under quantity. See below.
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“Date Time Card Period

0116-2024 01-15-2024 - 01-19-2024
Entries
OK
*Business Title “Select Dates
‘ SW-Research Assistant | DaBiere, Coleen (S| E33166925-3 v ‘ 01-17-2024 ‘ ﬂ
. 1day selected
Hours Type

‘ Start Time Y ‘ ‘ End Time
lNVS Paid Sick Leave Student(max 56 hrs/fiscal year)‘ I v

Quantity

Add another date

Comments

After you make an entry, select OK.

e T

Delete

Save and Close

Prin

Add Time Card

*Date Time Card Period
01-16-2024 01-15-2024 - 01-19-2024
Entries

View By | Reported summary by entry date v | Sort By | Entry identifier - A to Z
y | Reps y by entry y t

SW-Research Assistant | DaBiere, Coleen (S| £33166925-3 | Student Hours 2.00 Hours
Worked :
Wednesday, January 17; 07:25 PM - 09:25 PM v
Comments v

After you’ve entered your time worked, you can use the actions drop down box and save and close if
you will have to add other days worked to this particular timesheet. If you are done entering time
worked for the pay period, you can then submit your timesheet. Please submit your timesheet only after
you’ve successfully entered all of your time worked for the entire pay period. After you submit your
timesheet it will go directly to your Supervisor/Line Manager for approval.
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