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1 Log into the Student Payroll system
Click ‘Student Assistant Management’

The main menu of the Student Payroll System will
open in a new browser window

2 Click ‘Add Student Job/Pay Rate/Supervisor’
Fill in new information

Click “Continuous Employment” (if applicable)
Click Save

old job that needs to be paid at the new rate
must be removed before it is inactivated.

Then enter time in the new job’s timesheet

Screen will display all active student job rows
a timekeeper has security to view

Click the GO button next to the job row to
access the student’s timesheet

How do | gi
a Student Assistant

give
a raise?

Single Click Links <€

K9 Email & Calendar

u (Cal Poly OneDrive

oy Student & HR
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Management
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Student Payroll System (_ALPOLY
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Bl cal Poly Student Pay Menu
[ & Add student Job / Pay Rate / Supervisor I
B Update 1-9 Flag
E Enter/Correct Student Time
=] Enter/Correct Student Time By EmplID/Department

Approve Student Time
Approve Student Time By EmplID/Department
ate Student Job

3 To remove hours, click “Enter/Correct Student Time”

MdStlldelltJoh Rﬂbe m B _— B o chack " o b
After new job is created, any time in the o

® Continuous Employment

Enter Student Empl 1D:
Click On Position:

OR -

Enter Position Number: |

[DO003188-UCP-CAFES Ag Ed&Comm 61150-5TONT AST W)

Enter Student Pay Rate: § 000
Enter First pay Period:  [2016 March (03020331) v/

Enter Supervisor:
(Last Name,First Name) -

Bl choose a Student/Position to
Enter/Correct Time

Legend:

B30 1o student time shest.

EDcreate another position for a student.

Edrnactivate o student.

The last day to enter/comect ime for July (07/01-07/30) pay period is 08/04/2015,

For which student/position would you like to enter/comrect time?

Dept: 999999 - Position: 00009999 - STUD AST - OF-Payroll
Payroll Services

Hame EmplID  Payrate Supervisor  Hours  Amount
Bear,Yogi T 009999999  $10.00 Ranger,Joe 10 $100.00 3 [ %]

General Student Employes Information

State Payroll - (805)756-2605 - https://afd.calpoly.edu/payroll/
Building 1, Room 107

CAL POLY finance

SAN LUIS OBISPO Fiscal Services




4 Click date to remove time RETWRN TO POSITIONS LOGOUT
Click a day to enter time,

Tue Wed Thu

Sun Fon
03-15 03-1a

Fri | Sat
03-17  [03-18  [03-19 ¢03-200 [03-21

3.0 2.1 3.0

03-22 |03-23 023-24 |03-2& |I33—EE-

03-27 |DB—28

5 Delete hours listed and save Bl stedont Times Entry

Period: 2009-04(03/15-04/11) Name: Bear,Yogi T Empl ID: 009999999

. Fiscal Svcs-Payroll iy Hourly
Dept: Services Supervisor: Ranger,Joe Rate: £9.00

Hote:
Az of the January (01/11-02/14) pay period the remaining Work-Study balance s $2,067.60,
Any subssquent eamings have not yeb been deduoctesd,

Thvee must b enterad i intemational standad
{"24 hown™ } notation.

Morning Aftermoon
Friday 03-20 10040 aamn. 01:00  1:00 pan. 13:00
Time In  Time Out 2000 A, 02:00  2:00 pan. 14:00
r'ﬁ Fﬁ 3000 aum. 03:00  3:00 pan. 15:00
1200 r—;rﬁ 4000 a.0m. 04:00 | 4100 poan, 16:00
5000 aan. 05:00  5:00 pan, 17:00
r—_ GO0 auam. 06:00 | G100 pan. 18:00
[_ {_ 7:00 am. 0700  7:00 pan. 19:00
[— J'—" B:00 a0m. 08:00 | 8:00 pan. 20:00
D00 aan. 09:00  9:00 pan. 21:00
- 1000 aam,  10:00 | 10:040 pan., 22:00
m 11:00 a0m. 11:00 | 11:00 pan. 23:00

12:00 noon  12:00 | 12:00 mkinkght  00:00
Mobe: You may bype “HH® in place of "HH: 00"
Ex:i 10 lnstead of 10: 00

6 To inactivate the old job, Click the “X” P77 Camaegy 000000 STUD ASY - of-Feyrl

Payroll

Mame EmolI0  Pavrate Supervisor  Hours  Amount < To inactivate a
Bear,Yogi T 009999999 $10.00 Ranger,Joe 0 s100.00 B3 student JOb row
click the X button




