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Introduction and Overview
This process guide provides guidance on the approval/management of Instructional Student Assistant (ISA) self-service reported and payable time.  
· Definition of terms: 

1. Reported time = hours entered online and submitted by the ISA employee.

2. Payable time = reported time that has been approved and saved by the ISA timekeeper/approver and Payroll has run the processing job in PeopleSoft.  Hours cannot be electronically paid unless they are in payable time.

· Beginning with Spring Quarter 2009, Cal Poly ISA employees will report all time worked online using self-service time reporting.  ISA’s could have multiple “records” in which they report time.  Previously this was reported on the paper pay request form using the PeopleSoft record number.  Now the ISA employee will have a separate timesheet to click on for each PeopleSoft record number.  
· This time will then need to be approved by the assigned supervisor/timekeeper in each department during the approval period each month.  
· The approved reported time will then be processed by Payroll and sent to the State Controller’s Office in time for pay to issue by ISA payday each month.  
· Any reported hours not entered or approved by the ISA online approval cut-off will need to be reported on a Late ISA timesheet.  
· Late ISA timesheets are due to Payroll by the 10th of each month.  This time will be paid by Late ISA payday (on or about the 25th of each month).
Please review the Payroll calendar for these important ISA entry/approval days and pay period dates at the following link:

http://www.afd.calpoly.edu/payroll/Forms/2009payrollcalendar.pdf
ISA’s have the same pay periods as Faculty and Staff.  They are paid on hourly pay day, which is on or about the 10th of the month.  They pick up their paychecks in the Administration building on the second floor, room 211, Student Accounts.  For questions regarding ISA pay or processing, please call Payroll Services at 756-2605 and you will be directed appropriately.
For more information and all forms and links relating to ISA self-service and payroll, please visit the following page on the Payroll Services website:

http://www.afd.calpoly.edu/payroll/isa_selfservice.asp?pid=1&form=2
Instructional Student Assistant (ISA) Self-Service Process Overview
A high level overview of this cross-functional process can be viewed on this document (Visio):
Instructional Student Assistant (ISA) Self-Service Process Overview.vsd
Process Prerequisites/Assumptions

	Prerequisite/Assumption
	Detail

	Approver/Timekeeper has the Payroll security role of ‘SLO_TL_SS_ISAAPP’ and has been given access to approve the dynamic groups mapped from the department ID the ISA employee is hired in
	To request this security role, please navigate to the following website: http://www.servicedesk.calpoly.edu/forms/computing_support/comp_account.html
Fill out the recipient information and navigate to the PAYROLL section.  Click on the box to open up the Department Roles and select “SLO_TL_SS_ISAAPP”.  Be sure to enter the correct DeptID(s) that the approver should have approver access to.  Follow the remaining instructions for submitting the form.  Any new ISA Approvers will receive an email from Payroll with this BPG attached and the ISA Dynamic Groups that they now have approver access to.

	Employee has reported time
	The ISA Employee has entered time on their self-service timesheet 

	Approval period has not ended
	You can approve throughout the month, but must be completed by the end of the approval period (usually the 3rd business day of the following month) See the Payroll Calendar for dates each month.


Processing Steps

Approve ISA reported time during the approval period
Navigation:
Manager Self Service > Time Management > Approve Time and Exceptions > Reported Time

	Processing Steps
	Screen Shot

	1. Employees can be searched for by Group ID or by EmplID or you can just enter the Workgroup “R11 HRLY” and that will return any ISA time that’s been reported that you have access to approve.

2.  To specify the pay period of interest, select :

· View By: All Time Before
· Date: First day of the following pay period for which you are approving for

· Click the 
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 button. 

*default date is the current day
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	All selected employees that have time waiting to be approved will now show on the bottom of the page.  At this point you can view the summary of hours to be approved, and if you need no further details, you can click the “Select All” or select each student individually.  Then click: [image: image4.png]Approve Selected




If you wish to view, change, or delete punch time entries made by the ISA, click on the ISA’s blue hyperlink name for further detail.
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	The selected employee will now show on the Timesheet.  The data is presented on the timesheet with the approval at the bottom of the page.  In this manner, time can be altered and/or approved or denied by the approver as necessary.  The controls are identical to the standard timesheet controls with the addition of the approval box at the bottom.

1. Validate the record number is correct (i.e. is it an academic break position? Is it an academic year position? Do they have multiple positions? Refer to the returned Employee’s ISA 101 for correct record numbers EACH quarter/AY)

2. Validate the days and times worked.  Is this correct? Is there any overlapping time? Are the AM and PM used correctly?
3. Validate all weeks included in an approval period that there is no further time needing approval.
4. If everything looks correct, then either select each row individually or click “Select All” to choose all rows on the page.  Then hit
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.

5. We do not recommend denying the time because it is incorrect or not appropriate. If there is still time in the approval period, have the student go into their timesheet and correct or remove the time and save.  Follow the steps again to validate and ultimately approve time.  If you do select
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, that row of time must be completely deleted by either the ISA or the timekeeper in the Timesheet and re-entered, then re-approved.  This creates extra unnecessary steps.
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	When the 
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  button is pushed, a save verification message is displayed offering one last chance to stop the approval.  Click the 
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 button to complete the approval or the 
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 button to stop the save.
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Page Fields Defined

	Field
	Req./Opt
	Definition

	View By
	Required
	This field controls the grid allowing the user to specify whether they wish to enter time week by week, by the time period id associated to their time reporter data, or by the workgroup.

	Date
	Required
	This is the date that should be used to determine the time period to show on the grid.  After entering the date, click the 
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 button to refresh the dates on the grid.
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	NA
	Scrolls the grid to the prior week or period.
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	NA
	Scrolls the grid to the next week or period.

	Timesheet section
	Required
	Enter the punch in/out hours worked per day for each day in the period.

	* Other fields
	Depends upon Time Reporting Template
	ISA Employees will ONLY need to punch “In” and “Out” each day they work.  
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	NA
	Submits the time for Approval and/or Time Administration processing.

	Select
	NA
	Checking this box indicates that some action should be taken for the selected row.
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	NA
	Checking this box will set the Reported Time to an approved status in preparation for Time Administration.
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	NA
	Deny selected will set the Reported Time to a Denied status reflecting that the time should not be selected for Time Administration (picked up by Payroll during processing).  WE DO NOT RECOMMEND USING DENY SELECTED.  The time will have to be deleted from the timesheet, then re-entered, then re-approved.  It is easier to notify the student to go in a fix the time.


How to Report Time: ISA missed entry period, but still during approval period
Navigation: 
Manager Self-Service>Report Time>Timesheet

	Processing Steps
	Screen Shot

	If the time does not get entered online by the ISA for whatever reason during the entry period, and it is still during the approval period, an Approver or Timekeeper can create a timesheet for the ISA.   
1. Enter the EmplID or Group ID to find the ISA you need to enter time for
2. Select View By: Week or Day
3. Date: Enter the first day of the pay period OR the specific hire date of the ISA if they were not hired as of the first day of the pay period.
4. Click 
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5. Select from the ISA return results the employee you need to report time for
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	Enter the time in and out for each day/period you are reporting for.  You must enter the “AM” and the “PM” since this is similar to punching in and out on a time clock.  Then click 
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For example: An ISA worked on Wed 2/25 from 8:30 a.m. to 11:00 a.m. then again from 1:00 p.m. to 4:30 p.m.  On the row representing the day in the timesheet, you would key:
In:     8:30 a

Out:  11 a

In:     1 p

Out:  4:30 p
· It is not necessary to key a.m. or A.M. or AM, etc.
· If the time is a round number, like 11:00 a.m., you only need to key ‘11’
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How to Report Time: Missed the online entry and approval period – “Late ISA Timesheet”
If time worked in a month is not reported through the online entry and approval process, then the time needs to be submitted to Payroll on a Late ISA Timesheet.  This form can be found on the Payroll Website at the following web address:
http://www.afd.calpoly.edu/payroll/isa_selfservice.asp
-The Late ISA Timesheet includes macros.  Please “enable” macros when opening 
-This form must be filled out in Excel, we cannot accept handwritten timesheets 
-The format on the “Late ISA Timesheet” mimics how the ISA enters time in their online timesheet
-The ISA must submit one timesheet per PeopleSoft record number.  If they have two different jobs in one department (ex: grader and instructor) each one represents a separate record number in PeopleSoft.  Please consult the ISA 101 forms returned to you from Academic Personnel.  This will advise you which PeopleSoft record number corresponds to which job.

Viewing Time Summary and Detail – Time and Labor Launch Pad
Navigation: 
Manager Self-Service>Time Management>View Time>Time and Labor Launch Pad
Time and Labor Launch Pad allows you to view which days in the specified month have reported punch time and processed payable time for your ISA employees.  You can also click a link to drill down by day to view the details of the reported and payable time for the ISA employee.  You can use the Employee Selection Criteria section to specify the filter by Employee, Group, Workgroup, etc.  
*This information is useful to validate time submitted by the employee, time paid in prior pay periods, etc.
	Prcessing Steps
	Screen Shot

	1.  Enter your search criteria for the Group or Employee you are viewing PLUS enter in the ‘Workgroup’ field ‘HRLY R11’ to narrow your search results by on ISA Employees.
2.  Click on 
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3.  Select the Employee you would like to view by clicking on their name.

4.  Select the month you would like to view by using the drop down list

*Please be aware that this page does not have the State pay periods built in.  It will show you results by the Hallmark calendar month.

5.  On this page, you can view the total number of hours entered for each day and the “status” of the time.  These statuses are explained in the legend at the bottom of the page.

In this example, the ISA reported 4 hours worked on Monday, Feb 2nd and the status is P$ which means it was reported on a punch timesheet (P) by the ISA.  It’s also been approved by the approver and processed by Payroll ($).  On February 23rd however, this time has only been reported but not paid yet.  If the approval period has already passed, this time may have been approved, but it was not picked up in the Payroll process.
6.  If you would like to see further details about any days that have time reported, you can click on the day of the month (click on the number on the day, it is a link)

This daily detail page has information about the punch in and out times, and the status of the payable time.
*Please note: The Forecast Payable Time button is not active since schedules are not tracked in PeopleSoft for ISA’s. 
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If you have any questions or issues, please contact Payroll Services at 756-2605 and we will be able to assist you.









Now that you have entered and submitted time for the ISA, return to Manager Self-Service>Approve Time and Exceptions>Reported Time OR re-click on your ISA Approval link on the main page of the My Cal Poly Portal.  





You should now be able to view and approve the time you just entered.
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