CALIFORNIA STANDARD OPERATING PROCEDURES
STATE UNIVERSITY
NORTHRIDGE

CSUN

Physical Plant Managemeht
SOP No.: 23-3005

Title: Positive Pay Process — Time & Labor
Department: Financial Services
Effective Date: August 3, 2023

PURPOSE

Time & Labor (Positive Pay) T&L Approval is the process for approving the hours reported to be paid.
These may include: Positive Reporting (hourly employees), Overtime, and/or Shift differential. Time
approved will generate pay the following 15th of the month (i.e., overtime reported and approved for
April will issue May 15th).

RESPONSIBILITY

Time & Labor: (Positive Pay)
e Self-Reporters (PPM Employees)
o Student Assistants & Work Studies Student Assistants
o Casual Employees & Hourly Employees (non-student employees)

o Timekeepers (PPM Payroll/Account Technicians)
Enter Timesheet Data

Run Timesheet Report

View Timesheet Details

Manage Timesheet Exceptions

Student Employment Eligibility Report

o 0 ¢ o0 O

o Time Approvers (PPM Supervisor & Director)
Approve Timesheet Data

o Run Timesheet Report

o Manage Timesheet Exceptions

o Student Employment Eligibility Report

)

PROCEDURES

Self-Reporters — Time Entry — Student Assistants

1. Report your own time:
1) Go to CSUN’s website and sig into CSUN Portal
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{

ITHelp Center | I[TServices | Training | ITPolicies | Information Security | AboutIT

Need Help?

Navigation Login
Eorgol My_Password Enter your user 1D and password New applicants should enter the email CSUN Users
Eorgot My User ID address and temporary password that you received from the University. T Help Center

For increased security, your connection will expire after 27 minutes of Chancellor's Office Users

mactivily CSUIT Suppord

UserID: | ]
Password | - e
California State University Terms and Conditions for Use Emergency Information

Californta State University, Horthridge, 18111 Nordhoff Street, Northridge, CA 91330 / Fhone; 818-677.1200
€ 2010 CSU Northridge

2) Locate this pagelet:

& C ( & portalcsunedu/employee/employee h.. @ 1 % %= [J :

CSUN  Time 8 Attendance O B 6 =

Time & Attendance

Human Resources

My Time & Attendance
Enter and View Absences
% Enter Timesheet Data
View Absence Balances & T

3) Enter Hours Worked
4) Leave Blank for days NOT worked. Do not enter 0 (zero)
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Timesheet
Laura Lau

Job Tille:  Admin Support Coord 12 Mo

oSelect for Instructions

Employee ID: _

Employee Record Number. 1

View By: [(Wesk v <pae: 06192023 |5 (ZRefresh ) << Previous Week

Reported Hours: 1000 Hours Scheduled Hours:

From Monday 06/19/2023 to Sunday 06/25/2023
| Timeshest | [

Mon Tue Wed Thu Fri Sat sun
6/19 €/20 6/21 6/22 6/23 8/24 6125
300 |,250 |i250 2.00

0 Reported Time Status - select {o hide

Reported Time Status
Date Status
06/20/2023 Submitted
06/21/2023 Submitted
06/22/2023 Submitted
06/24/2023 Submitted

0 Reported Hours Summary - select to view

i J

Submit

Return to Select Job
Self Service
Time Reporting

2. Use Time Reporting Conversion Chart:

The conversion chart for reporting partial hours worked on the Timesheet is
shown in the conversion chart. All partial hours worked must be reported to
the tenths of an hour. For example, student starts work at 8:00 a.m. and ends
at 10:15 a.m., report 2.30 hours for the day and not 2.25 hours. Time that is

Next Week »>
4000 Hours Previous Job

Total Time Reporting Code Taskgroup

10.00 REG - Regular Hours Worked v | CSU a B
|d2  Fist 4 1-40f4 b Last

Total Time Reporting Code Comments
3.00 REG )
250 REG &)
250 REG 4@
2.00 REG £

reported to the hundredths of an hour will not generate pay (e.g. 2.25).

REPORT FRACTIONS OF HOURS AS TENTHS

MINUTES | TENTHS | MINUTES

TENTHS

16 0.1 31-36
7-12 0.2 37-42
1318 0.3 43-48
19-24 04 49-54
25.30 05 55-60

06
0.7
08"
0.9
1.0
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3. Work Hours:
Student Assistants are allowed to work up to 20 hours per week during the school year. This
weekly maximum applies to all student assistants/Trainees, including those holding multiple
student job cassifications. Hours from all positions are combined to determine the weekly
maximum. Students holding more than one job should inform their departments of the multiple
appointments to ensure that all hours worked do not exceed the weekly maximum. When scholl
is not in session during semester breaks, Student Assitants may work up to a maximum of 40
hours per week, but may not be scheduled to work overtime. A schedule may exceed 8 hours per
day provided the total for the week does not exceed 40 hours. Overtime is defined as more than
40 hours per week.

https://www.csun.edu/sites/default/files/student time entry quick guide.pdf
(video) https://www.youtube.com/watch?v=221RtUfeoG8

Self-Reporters — Time Entry — Casual Workers (NON-Student Employees)

Hourly Employee may be assigned the following job classifications:
e (Casual Work (1800)
e Hily Intrprt/RItmecap/Catscrbr (7193)
e  Other Job Codes as Assigned
Same as above: Time Entry — Student Assistants
A. Enter your own time
B. Use Time Reporting Conversion Chart

Holiday Pay:
Holiday pay is based on the number of hours worked in the month the holiday is observed. All
hours worked during the pay period are taken into consideration when computing holiday hours
(exclusive of the holiday hours not actually worked). Holiday hours are to be recorded in the
Absence Management module (not the Time & Labor module).

Holiday Holiday
Hours Worked | Hours Hours Worked | Hours
0-108 0 81-110.9 5
11-30.9 1 1111309 &
31-50.9 2 131-150.9 7
51-709 3 151+ 8
71-80.9 4

Holiday Pay Eligible Classifications:
e Hourly employees who accrue leave time (e.g. Vacation, Sick, etc.)
e Casual Workers (job code 1800)
Note: Rehired Annuitants are not eligible for holiday pay regardless of job classifications.

Overtime:
Overtime Code: OTPR-Overtime Paid @ 1.5
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Overtime is defined as authorized time worked in excess of forty (40 hours in a work week of
seven (7) consecutive twenty-four (24) hour periods. For employees assigned to a five (5) day
per week schedule of forty (40) hours or less or a 4/10 work schedule, the work week shall begin
at a 12:01 a.m. on Sunday and end at 12:00 midnight the following Saturday. For employees
assigned to a 9/80 or a 3/12 work schedule, the work week shall begin at the midpoint of an
employee’s scheduled eight (8) hour day and end at the same time seven (7) consecutive twenty-
four (24) hour periods later.

Overtime Code: OTST-Overtime Paid @ 1.0
For part-time employees, any hours worked in excess of an employee’s regular work schedule
but less than 40.1 hours should be entered as Overtime Paid at Straight Time.

Timesheet
Laura Lau Employee ID Annnanens
Job Title:  Admin Support Coord 12 Mo Employee Record Numbe.. .

oSelec( for Instructions

View By: | Week v! spate: (06/19/2023 [if (¢ Rafresh << Previous Week Next Week >>
Reported Hours:  10.00 Hours Scheduled Hours: 40.00 Hours Previous Job

From Monday 06/19/2023 to Sunday 06/25/2023
Timesheet [

Mon Tue Wed Thu Frl Sat Sun
6/19 6/20 821 622 6123 6/24 625 Total Time Reporting Code Taskgroup
300 (250 250 2.00 1000zt i M CSU a B
@ Reported Time Status - select to hide OTPR - Qvertime Paid @ 1.5
i OTST - Overtime Paid @ 1.0
Reported Time Status G - Regular Hours Worked ¢ 1-40f4 ) Last
Date Status Total 1 SHGRY - Shift - Graveyard (2.30). comments
I SHSWG - Shift - Swi 3
06/20/2023 Submitted 3 00/, SHSWG - Shifi - Swing {1.35) K
06/21/2023 Submiited 2.50 REG O
06/22/2023 Subrmitted 2.50 REG (®)
06/24/2023 Subrnitied 200 BEG

0 Reported Hours Summary - select to view

i

Shift:
Certain bargaining units and job classifications are eligible for shift differential. Please consult
with the department to dertermine if a specific job classification and schedule falls within the
guideline for shift eligibility. Note: An eligible employee who works 4 o more hours during shift
time shall be paid the shift differential for the employee’s entire shift.

For hourly employees, shift hours must reported on the Timesheet using the regular time code
plus the shift time code for every hour worked.
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Approve Payable Time
Alfred

Job Title: Custodian

Employee ID

Employee Record Number: 0

Next Employee >=

Select the time you wish to approve and then click the Approve bulton. Enter a specific Accounting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date Tield blank.

Start Date: 06/01/2023 End Date: 06/30/2023
Approval Details Personalize | Find | ViewAll | {2 | Q
| Overview | Time Reporting Elements || Task Reporting Elements ||
Select Date (T:ig:; Reporting Quantity Type Accounting Date
0 06/01/2023 SESWG 10.800000 Amount
m 06/01/2023 SHSWG 8.000000 Hours
0O 06/02/2023 SESWG 10800000 Amount
0O 06/02/2023 SHEWG 8000000 Hours
. 06/05/2023 S$SWG 10.800000 Amount
J 0B/05/2023 SHSWEG £.000000 Hours
0 06/06/2023 SEIWG 10.800000 Amount
0 06106/2023 SHEWG 8000000 Hours
0 06/07/2023 SESWG 10800000 Amount
O 06/07/2023 SHEWG 8.000000 Hours
¥l Select All Clear All
Approve

First

i
3

2

)

i

: )

1-10 0f 44 k  Last

Comments

Example 1: Employee worked 4 hours (5-9 pm), report 4 regular hours and 3 shift hours; this
entry will result in 4 hours of regular pay + 3 hours of shift differential for the shift time worked

from 6-9 p.m.

Example 2: Employee worked 6 hours (4-10 pm), report 6 regular hours and 6 shift hours.
Since the employee worked at least 4 hours during shift time, the shift differential will be paid
for the employee’s entire 6-hour shift. For salaried employees, only report the applicable shift
hours, do not report regular time (e.g. only report 3 shift hours using Example 1 mentioned
above or only report 6 shift hours using Example 2).

Bargaining Unit Shift Code Hours

Unit 2, 5, 7and 9 (CSU Employee Union — SHSWG-Shift Swing = 1.25 6 pm to Midnight

CSUEU) SHGRV-Shift Graveyard =2.20 | Midnight to 6 am

Unit 6 (State Employees Trades Council-SETC

Unit 8 (Statewide Univ. Police Assoc. — SUPA) | SHEO8-Shift Evening R0O8 = 0.23 | 6 pm to Midnight
SHNO8-Shift Night = 0.28 Midnight to 6 am
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https://www.csun.edu/payroll/solar-self-reporter-non-student-employee-fact-sheet
https://www.csun.edu/payroll/solar-self-reporter-non-student-employee-getting-started

Timekeepers (PPM Payroll/Account Technicians)

Timekeepers review absences entered by employees for accuracy and manage absence activities by
reviewing and auditing absence transactions. Timekeepers may use the Timekeeper Absence
Review page to mark Absence transactions with the appropriate review status to indicate whether the
transaction is correct or require further action. Employees are automatically notified via email when
a Timekeeper marks their transactions as incorrect. The review process is optional and may be
performed as part of the Approver’s approval step. Timekeepers may enter Absences for employees
who are not self-reporters and for those who cannot enter their own Absences. Timekeeper initiated
absence transactions will generate email notifications to employees who are self-reporters.

The Time and Labor module is used to record all hours worked (regular, overtime, and shift time)
for hourly and salaried non-exempt employees.

All hours worked must be recorded in the system before the monthly timekeeping deadline; time
cannot be entered before it is worked. Time for prior payroll cycles cannot be entered via self service
and must be reported to Payroll using the Prior Pay Period Adjustment Form
(http://www-admn.csun.edu/ohrs/payroll/forms/pal 15.htm)

Step 1: Locate the “HR/Timekeeper Time & Attendance” pagelet on the portal and select the “Enter
Timesheet Data” link.

& C O @ portal.csunedu/employes/employee_homescreen/ /iime.. & & Y # [ (@’ Pausm)

CSUN  Time & Attendance O Hm 6 =
Enter and View Absences (5}
Enter Timesheet Data [
View Absence Balances e

Step 2: The search page will appear. Enter selection criteria and click Get Employees
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Report Time

Timesheet Summary

Clear Selection Criteria | Save Selection Criteria i GetEmplojees |

Show Schedule Information
Date: [10/18/2011 [si] (@ Fefrash ) << Pravious Week Next Week »>

View By: ("\?eel 5

Step 3: A list of employees meeting the selection criteria will appear. Click the employee’s name to
select his/her record.

Report Time

Timesheet Summary

Clear Selection Criteria |  Save Selection Criteria [ GetEmplojees |

Show Schedule Information
<<Provous Week  NedWeek>»

i 1
|Exeeption Approved Submitled| Denied Hours Employes 1D

{ Hours |

Step 4: Change the time period (as needed) and click Refresh to retrieve the Timesheet for the
specified timeframe.

Page 8 of 15



Timesheet

S}"Wia Stallone Emplayes ID: 204345019
Jab Title:  Admin Support Assistant 12 Mo Employes Record Mumber: 0§
oClick for Instructions

view gy; | Week

W oate: (10242011 @Reet) | << provious week Next Week »>
Reported Hours: .00 Hours Scheduled Hours:  40.00 Hours

From Monday 10/24/2011 to Sunday 10/30/2011
)

Mon |Tue [Wed {Thu (Fri {sat  Sun | | ]
| 10125 i10;’26 {10/27 {10128 §10i29 10030 jl'o!ai { Time Reporting Code i Taskgroup

Fls bl G e S G | [OTPR - Overtime Paid @ 1.5 8] [CSU a F &
B TN G R e e W SHGRY - Shift- Graveyard (25 [cSU @
e e e e Wi

Apply Schedule

© Reported Time Status - click to hide

Date

Total | Time Reporting Code

iComments

0 Reported Hours Summary - click to view

Submit ]

Step 5: The page will default to show three lines for data entry; rows that are not used to record time
do not need to be deleted. Enter the total hours worked and the corresponding “Time Reporting
Code” for each day. Use the + or — icon to add or delete rows as needed.

Timesheet
Sylvia Stallone Employes 1D 204346019

Job Title:  Admin Support Assistant 12 Mo Employee Record Number. 0

oCIiCH for Instructions

h 7 » o)
View By: |V/oek

i ; vvgl‘;;lﬂ , P9t "' 1 5
Date: |10/242011 30 (9 Refrash | <= Previous Week Next Week >>

NOTE: The Timesheet page will show ‘absence’ transactions entered in the Absence Management
module. If absences exist for a given period, it is necessary to add a row using the “+” icon to enter
Time & Labor entries for the same period as the absence entry.
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Step 6: Click “Submit” when done. Submitted transactions will appear on the bottom of the
Timesheet page.

Step 7: Use the hyperlinks on top of the Timesheet page as needed to navigate to another period or
employee. The “Previous Employee” and “Next Employee™ links will only appear if more than one
employee is selected from the original search page. Use the “Return to Select Employee” link to
return to the search page.

View By: ‘ Date: H‘j"ﬁﬁﬁﬁh (1 (2 Refresh |

== Previous Week Next Week >=
Reported Hours: | 0.00 Hours Scheduled Hours:  40.00 Hours == Previous Employee Next Emplovee ==

|Thu | | . |
{10120 )3 ime Reporting Code

e e

Lpply Schedule

0 Reported Time Status - click to hide

| Total | Time Reporting Code

© Reported Hours Summary - click to view

e

Submit

GoTo:  Manager Self Sepvice
Time hanagement

t lovee

Step 8: To correct any entries, type over the existing hours for the applicable date(s) and click
Submit when done. DO NOT enter ZEROs to delete hours; instead, clear the hours in the box. In the

following example, the 10/25 SHSWG entry is changed from 3 hours to 1 hour and the 10/26 REG
entry is deleted.

NOTE: To delete all transactions for any given period, use the “-“ icon to delete the entire row.
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BEFORE

From Monday 10/24/12011 to Sunday 10/30/2011
Mon ETue ‘ i
1024 110/26

¥

{Fri

1101 a ime Reporting Code

| | OTPR - Overtime Paid @ 1.5\
3,00 | SHSWG - Shift- Swing (1.25) M| [csU

: 00! REG - Regular Héurs Worked @msu

Step 9: Click OK to confirm.

Timesheet
Submit Confirmation

‘/ The Submitwas successful.
Time for the Week of 2011-10-24 1o 2011-10-30 is submittad
(1%

Step 10: The updated Timesheet will appear. The highlighted section below will display the

submitted entries, verify the results. If the original entries are still displayed, the correction was not
submitted, click Submit to proceed.
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Timesheet
Alfie Lopez Employee ID:

Job Title: Employee Record Number:

Li A

Click for Instructions

Date: 110247011109 (@Reiaat)

Yiew By: <% Pravious Week Next Week =>

Reported Hours:  4.00 Hours Scheduled Hours:  £0.00 Hours

Wed ‘mu | ‘
[10/27 10128 | | Total T:mechortmg Cude

200 OTPR
| MosHswg

0 Reparted Hours Summary - click to view

i

Submit |

Enter Timesheet Data (including — Overtime & Shift Differential)
https://www.csun.edu/sites/default/files/timekeeper-enter-timesheet-data. pdf
Run Timesheet Report

https://www.csun.edu/payroll/timekeeper-run-timesheet-report
View Timesheet Details

https://www.csun.edu/payroll/timekeeper-view-timesheet-details
Manage Timesheet Exceptions

https://www.csun.edu/payroll/timekeeper-manage-timesheet-exceptions
Student Employment Eligibility Report

https://www.csun.edu/payroll/student-employment-eligibility-report

Time Approvers (PPM Supervisor & Director)
Managers/Approvers review and approve absences for their employees. Managers may also enter
Absences on an employee’s behalf in the event that the employee or Timekeeper is unable to enter
the Absence(s). Absences entered by Approvers are automatically submitted with an approved
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status. Manager initiated absence transactions will generate email notifications to employees who

are self-reporters.

All Time and Labor transactions should be reviewed and approved on a regular basis (e.g. weekly)
and must be approved before the monthly approver deadline. Time for prior payroll cycles cannot
be entered or approved online and must be reported to the department Timekeeper for processing.

1. Locate the “HR/Manager — Time & Attendance” pagelet on the portal page and select
“Approve Timesheet Data”

& c O

@& portal.csunedu/employee/employee_homescreen/_/time._...

CSUN  Time & Attendance

View Absence Balances

Administration

Time Management

Absence Balances, Timeshe

Approve Absences

Approve Timeshaet Data

Enter and View Employee Absences

Absence Management Reports

Time Management Reports

es, and more

Qa ¥ v 0O Paused
O = 0

i

2. On the approval page, enter the selection criteria including the Start Date and End Date.
Note: “Group ID” is the department number.

3. Click “Get Employees”
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& 5 C O @& cmshrcsunedu/psp/HNRPRD/EMPLOYEE/HRMS/C/ROLE MANAGERTL.. 12 vr 2 [1

New Window | Help | Personalize Pac

Approve Payable Time
Approve Time for Time Reporters

| = Employes Selection Criteria ' T ' |

 Group 1D
Empl D

| Emapl Red Nbr
Job Code

|| CrearSelection Criteria | | Save Selection Criteria f| |

Start Date: 06/01/2023 |3 End Date:

Emp!oyeesForLauraLau S e e e Flnd|VxewAll [Q’] e ‘ DR ‘:g i :
Select  Name EmployeeiD = EmpiRcd Nbr Job Joh Description Total P‘;‘.’:::: Department
7 - 3 Accounting
] Orellana,Jgnmfer Sarai 000347125 1 1740 Technician i 8.800000: 10014
] Sepulveda,Claudia Sofia 202048437 0 1868 Student 80.000000 10014
¥ Setect Al 5 clear Al
L Appve

4. Click the employee’s name to access the transaction details. On the detail page, check the

applicable box next to the transaction(s) to select it or click “Select All” to select all
transactions. :

5. Click “Approve”
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Approve Payable Time

Jennifer Orellana

Job Title:

Accounting Technician i

Employee 1D:

Employee Record Number:

000347125

Next Employee =>

Select the time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank

Start Date:

06/01/2023

Approval Details

Overwew*Txme Reporting Elements Task Reporting Elements';] Chartfields | [F¥9)

Select

< B < <

s

Select All

Date

06/02/2023

06/03/2023

06/04/2023

06/05/2023

06/06/2023

Clear All

Apprové ' :

Return to Approval Summary

Approve Timesheet Data (including — Overtime & Shift Differential)

End Date:

Time Reporting

Code

OTPR

OTPR

OTPR
OTPR

OTPR

06/20/2023

Personalize | Find | View All | {31 [5J

Quantity  Type

0.800000 Hours
3.000000 Hours
2.000000 Hours
0.500000 Hours

2.500000 Hours

Accounting Date

https://www.csun.edu/payroll/time-approver-approve-timesheet-data

Run Timesheet Report
https://www.csun.edu/payroll/timekeeper-run-timesheet-report

Manage Timesheet Exceptions
https://www.csun.edu/payroll/timekeeper-manage-timesheet-exceptions

Student Employment Eligibility Report

https://www.csun.edu/payroll/student-employment-eligibility-report

REFERENCES

https://www.csun.edu/hr/hr-toolkit

https://www.csun.edu/payroll/payroll-calendars-schedules

APPROVED

— Z‘Jﬂp

“—Tason R Wang, Senior Director
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