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Entering Time via Manual Entry with Multiple Jobs
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Step Action

1. From Employee Self Service homepage in OneUSG Connect, click the Time and
Absence tile.

Time and Absence

«)

2. The Time page is displayed. This page displays your current job(s).

Click the *Select a Job drop-down menu.

‘ 1 - Student Assistant |~

B
Apply | H1000206 - VetMed-Population Health

Payable Time

*Select a Job

1 - Student Assistant
1 - Student Assistant

2 - Student Assistant
Time Summary  \veeR VTimesnes
01/24/21 - 02106/21 01724121 - 02106721

Last Pay Period 01/10/21 - 01/23/21
No Time Reported @ Reported 0.00 Total Hours 0 Hours
Scheduled 40.00 Estimated Gross 0
Weekly Timesheet - Fluid View Absence Requests Exceptions Request Absence

01/31/21 - 02/08/21

-
Scheduled 20.00 ﬁ

Cancel Absences Extended Absence Request

| javaseriptisubmitAction_wind7{document.wind7, TL_DSHBD_WK_BTN_.
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Step Action
3. From the displayed list, select the appropriate job to enter time.
2 - Student Assistant
< Employee Self Service Time a Q A L]
“Selecta Job | 2- Student Assistant |~ H1000286 - CAES-Poultry Science “
Time Summary Weekly Timesheet Payable Time
01/24/21 - 02/06/21 01724721 - 02/06/21
Last Pay Period 01/10/21 - 01/23/21
No Time Reported @ Reported 0.00 Total Hours 0 Hours
Scheduled 40.00 Estimated Gross 0
Weekly Timesheet - Fluid View Absence Requests Exceptions Request Absence
01/31/21 - 02/06/21
@ Reported 0.00
Sc:adu\ed 20.00 l O I i l
Cancel Absences Extended Absence Request
javascriptsubmitAction_wind7(document.wind7, TL_DSHBD_WK_BTN_ADD');
Step Action
4, The selected job and corresponding department are displayed. You can use the
department information to verify you have selected the appropriate job.
Note: The selected job is not active on the timesheet until applied.
Click the Apply button.
Apply
With the appropriate job selected, click the Weekly Timesheet tile.
6. The Enter Time page is displayed.
Enter the time you started working in the In field for the corresponding date.
7. Enter the time you stopped working in Out field for the corresponding date.
Enter the time you started working in the In field for the subsequent date.
9. If you take a meal break, enter the start time in the Lunch field for the corresponding
date.
10. Enter the return time in the second In field for the corresponding date.
11. Enter the time you left for the day in the Out field for the corresponding date.

Page 3 of 5




VALDOSTA STATE Job Aid

UNIVERSITY

Step Action

12. The Time Reporting Code should be left blank.
Time Reporting Code

< Time Enter Time £ J© S S S 7

T -

o o
BiWeekly Period- PS Delivered
Scheduled 40.00 | Reported 0.00 Hours | Combined Hours 0.00 Hours

Day Summary In Lunch In Out Time Reporting Code  Quantity ~ Comments

2 4 Sunday

Jan  Reported 0.00 /Scheduled OFF © e |i‘ ‘1‘ |:‘

25 Monday . - R

Jan  Reported 0.00 /Scheduled 4.00 © [soom 1110000nr e |i‘ ‘1‘ |:‘
Tuesday

26 Renoried 0.00 SSehedued 420 © 11:00:00AM | 12:00:00PM | 12:30:00PM  6:00:00PM ~ |(T‘ ‘T‘ |f‘

Jan eported 0. chedul . L L)
Wednesday - -

2 o [ : o H[E

Jan  Reported 0.00 /Scheduled 4.00

28 Thursday -

- ~ -
Jan  Reported 0.00 /Scheduled 400 © |“‘ ""‘ | ‘

29 Friday

Jan _ Reported 0.00 /Scheduled 4.00 @ C |i‘ ‘1‘ |:‘ v
.
Step Action
13. Repeat the steps as necessary to enter the appropriate times worked.
< Time Enter Time QL @
A
Day Summary In Lunch In out Time Reporting Code  Quantity ~Comments
24 Sunday o o
Jan  Reporled 0.00 SScheculed OFF & = |i‘ ‘1‘ |:‘
25 Monday - o
9:00:00A1 11:00:00AM =
Jan  Reported 0.00 /Scheduied 400 & |i‘ ‘1‘ |:‘
26 Tuesday - R
11:00.00AM  [12.00:00PM | |12:30.00PM | 6:00:00PM =
Jan  Reported 0.00 /Scheduied 400 © |i‘ ‘1‘ |:‘
27 Wednesday - -
Jan  Reported 0.00 /Scheduled 4.00 © S0 1100008 = |i‘ ‘1‘ |:‘
28 Thursday - -
1:00:00PM 6:00:00PM - -
Jan  Reported 0.00 /Scheduied 400 & |i‘ ‘1‘ |7‘
29 Fricay - -
Jan  Reported 0.00 /Scheduied 400 & = |i‘ ‘1‘ |:‘
Javas(npt:submwmmun,meEdD:umen( win0, TL_LINK_WRK_SUBMIT_PB'); v
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Step Action
14. Click the Submit button.
15. A message is displayed indicating your timesheet was submitted.
16. You have completed the steps to manually enter your time for multiple jobs in OneUSG

Connect.

End of Procedure.
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