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Report Time

Time entry - quick guide

Navigation -

Log into MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown

Choose the Timesheet link under Report Time

Hourly employees - select the correct job (if you have more than one job. If you
only have one job it will already be selected)

Check the dates for accurate pay period

Double check that hours are entered on the correct dates

Choose the correct Time Reporting Code

Once all of the time has been entered, click either save for later or submit
Please note that a summary of submitted hours will show under the timesheet
once Save for Later or Submit have been clicked

**Please note that timesheets should be submitted on a daily basis to ensure that

pavroll due dates are met and the emplovyee’s full pay is processed for each pay

period. Any delays in submitting time will result in an adjustment for the

following pay period

Absence request - quick guide

Navigation -

Log into myFSCJ using your FSCJ logon ID and password

Click the My Time Dropdown

Choose the Absence Request link under Report Time

Select the correct job (if you have more than one job. If you only have one job it
will already be selected)

Double check that the correct Start Date is chosen (Please note that if only one
day is taken, or only a partial day is taken, only the Start Date needs to be filled
in.)

If multiple days are taken, double check that the correct End Date is chosen
Choose the correct leave type under the Filter by Type dropdown

Choose the correct Absence Name

If any partial days were taken be sure to choose the Partial Days and choose the
appropriate response

Fill in the Duration

Click Calculate End Date or Duration to complete the form
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https://my.fscj.edu/psp/paprd/?cmd=start&cmd=login&errorCode=105&languageCd=ENG

You must choose Forecast Balance before you can submit leave
Comments are not required but can be entered if clarification is needed
Click the Submit button if you are ready to submit your request

If you are not ready to submit the request, click the Save for Later button

FMLA - Quick Guide

Navigation -

Log into myFSC] using your FSCJ logon ID and password

Click the My Time Dropdown

Choose the Extended Absence Request link under Report Time

Enter the Start Date, Expected Return Date, Absence Type and Absence Name.
(You must enter values for the Start Date, Expected Returned Date, Absence
Type, and Absence Name before the system displays the entire page.)

If you would like to add any comments, you may add them in the Requestor
Comments Box

If you are missing information, click the Save for Later button. You can return
later and add details.

If all information is provided, click the Submit button.

Confirm the Submission

View Time

Time and Labor Launch Pad - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown then the Time and Labor Link

Use the Time and Labor Launch Pad page to view which days in the specified
month have payable time, forecasted payable time, reported elapsed time,
reported punch time, exceptions, and recommended actions associated with each
exception.

You can change the calendar view to display time sheet information, forecasted
payable time, the actual number of payable hours (detail and summary), or
scheduled hours that were reported for each day. Use the Time and Labor
Launch pages to navigate to other Time and Labor pages enabling the user to
manage all aspects of their time.

Page 4


https://my.fscj.edu/psp/paprd/?cmd=start&cmd=login&errorCode=105&languageCd=ENG

Monthly Schedule - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password
Click the My Time Dropdown
Under the View Time heading, click on the Monthly Schedule link
A basic view of your hours scheduled to work for the month will show
0 Each day of the month can be clicked link to show the daily details page

Compensatory Time - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown

Under the View Time heading, Click on the Compensatory Time link to view
your Compensatory Time Balance

Exceptions - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown

Under the View Time heading, click on the Exceptions link

Use the Exceptions page to view exceptions that have been resolved or allowed

Payable Time Summary - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown

Under the View Time heading, click on the Payable Time Summary link

View the week-by-week summary of payable time using this display-only page

Payable Time Detail - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password
Click the My Time Dropdown
Under the View Time heading, click on the Payable Time Detail link
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e View the details of payable time

Absence Balances - Quick Guide

Navigation -

¢ Log onto MyFSC]J using your FSCJ logon ID and password

e Click the My Time Dropdown

e Under the View Time heading, click on the Absence Balances link
e A table with your Absence Entitlement Balances will display

Absence Request History - Quick Guide

Navigation -

¢ Log onto MyFSC]J using your FSCJ logon ID and password

e Click the My Time Dropdown

e Under the View Time heading, click on the Absence Request History link

e Use the Absence Request History page to view your absence requests. (This is
different from Absence Balances because this can include leave requested but not
taken yet)

Extended Absence History - Quick Guide

Navigation -

¢ Log onto MyFSC]J using your FSCJ logon ID and password

e Click the My Time Dropdown

e Under the View Time heading, click on the Extended Absence History link

e The Extended Absence Request Details page (click the link in Absence Name
field on the Extended Absence Request History page) shows the user details
about an extended absence request. Any defined attachments appear in the
Related Links or the Other Documents regions. The bottom of the Extended
Absence Request Details region displays any links to configurable sections.
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Leave Transfer

Donate Leave Request - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown

Under the Leave Transfer heading click on the Donate Leave Request link
Enter all required information and click submit

Leave Transfer History Request - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password

Click the My Time Dropdown

Under the Leave Transfer heading click on the Leave Transfer History Request
link

Complete the form and click submit

Receive Donated Leave Request - Quick Guide

Navigation -

Log onto MyFSC]J using your FSCJ logon ID and password
Click the My Time Dropdown

Under the Leave Transfer heading click on the Receive Donated Leave Request
link
Complete the form and click submit

Page
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Report Time
Time Entry - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password

_

Welcome to myFSCJ!

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency
Fov wuneets, myFSC1 wil umpiy the regRirstion fens

AR ey 10 Batlad FEAR St AN Yl PHrOPRAN ThiUIGE dagres pregramm. Fot theu)
U ‘o-10” GEFINeN for MARY Core ANCKAS

Apply for Admission

NN B —— practicn try sarvng a
T8 DU REOORSEERY And 00 10 Reip Yo D UaORSsAll - wheher I B0 DSt Ior 3 Ngher sUCRBON oF In oo dally work Tunchions. - and know myFSCE i A geear 1000 50 el you e S0

Brudent and figs on
The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Select the My Time dropdown

Employees Resources Heilp Center

My Requissthons ~ My Pay -

My Time - My Benefits - My Car

Thursday, April 14, 2016

No events found for the date range

Calendar Filters
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Choose the Timesheet link under Report Time

Pay » MyTime= My Benefis -

View Time

Time and Labor Launch

Monthly Schedule
Compensatory Time
Exceptions

Payable Time Summary
Payable Time Detail
Absence Balances
Absence Request History

Extended Absence Hisfory

My Career -

Report Time
FMLA

Pad —

Absence Request

Leave Transfer

Donale Leave Request

Leave Transfer Requesi
History

Receive Donated Leave
Request

lendar F

Class Si
FSCJC

Choose the Correct Time Reporting Code (Comp Time Taken, Holiday Worked or

Regular)

Resourcos Help Centor

My Requisions -

My Pay -

Timesheet

Budget Analyst

Select Another Timesheet

“View By| Week -
“Date paiEe v

Reported Hours 000

From Monday 04/41/2016 to Sunday 04472016 7

Mon Tus Wod Thu
am anz an3 ana
Sawve for Later Subit

Reported Time Status || Summary | Absence || Ewmoptions | Payatde Tme
Reported Time Status

Data Townd TR Daseription
0000000

Request Absence

S Service

Time Reporteg

My Time -

My Banefits - My Career -

Empioyer (D 700030
Empl Record O
Earbest Change Date 05032013

Presows Week  Next Week

Print Timesies!
Fri Sat Sum
ans 416 ani

HOLPY - Holiday Worked
REG ular

HEH
[ORON

Personalize | Find | 61|

1of1

Commants

Page
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Hourly Employees and Timesheet Adjunct Faculty

Hourly employees - select the correct job (if you have more than one job. If you only
have one job it will already be selected) Choose the Correct Time Reporting Code

(Holiday Worked or Regular).

Timesheet

Actions =

Select Another Timesheet

“View By Calendar Period
“Date 06262016 |[#) ¥
Reported Hours 3.00

From 06/26/2016 to 07/02/2016 7

Employee ID 0700033
Empi Record 0
EariestChange Date 0410172016

Hourly Rate 35000000

Previous Periad  Mext Period

Print Timesheet

Time with no Category

Seif Service
Time Reporting

AN e | foww  Repoiwd g Meal in out Punch Time Reporting Code Guantity frerioe
] sun 626 New i i
[ Mon  BR7 Saved 9,00 00AM] 1200 GOPM 00 {REG - Reguiar v
o] Tue 628 New ] HOLPY - Holiday Worksd
] Wed 629 New
&) Th 630 New v
[@] En bt} New v
] sal TR New v
| saveforLater | Submit Claar
" Summary || Excepions || Payable Time
Reported Time Summary Parsenalize | Find | 1) B 13013
- 2 = = 2 = -
Regular 300 3.00
Total Reported Hours 300 3.00

a m
a ™

HEEB

CNCHE

[+

Hover your mouse over the job title and Job Information will display.

Timesheet

Em

Em

Job Information

Department 301008
Position 155983
FullPart Time Par-Time
RegularTemporary Temporary

ALRF TC Adjunct

Workgroup FSCWHGPOO3 Time Card Adjunct Employes

lest Cha

Do 00PN

[ Summary Excepfions | Payabie Time

Page
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Once all of the time has been entered, click either save for later or submit

Resources  Help Center

My Requisitions - My Pay -

Budget Anatyst
Actons
Select Another Timeshest

“view By| week
‘Date gam1201E [y

From Monday 04/11/2016 to Sunday 04/17/2016 *

Reported Hours 4000

My Time -

My Benefits -

My Career ~

Empioyee 1D 700030

Emgd Record 0

Earliest Change Date  0503/2013

Previous Wesk  Next Week

Print Timeshie!

Mon Tuw Wod Thu Fri Sat Sun .
411 4z a1 414 415 46 4n7 Total Tima Roponing Code
500 800 800 £.00 £.00 20.00 [REG - Regular B =
Save for Later Submit I
Reported Time Status || Summary | Absence | Ewxceplions | Payatie Time
Tiea Eint L s 7]y B 2 e ars

Reported Time Status of saved will show under the timesheet once Save for Later has

been clicked.

‘ Save for Later | ‘ Submit

Reported Time Status

Date Reported Status
04/11/2016 Saved
04/12/2016 Saved
04/13/2016 Saved
04/14/2016 Saved

04/15/2016 Saved

Request Absence
Self Service

Time Reporting

Reported Time Status | Summary | Absence

Exceptions

Total TRC

8.00 REG

8.00 REG

8.00 REG

8.00 REG

6.00 REG

Payable Time

Personalize | Find |@| ﬁ

Description
Regular
Regular
Regular
Regular

Regular

1-50f5

Add Comments

00000

Page
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A summary of submitted hours will show under the timesheet once Submit has been
clicked.

[ Summary i Absence Exceptions [ Payable Time
Reported Time Summary Personalize | Find | @l @ 1-30f3
Category Total 2028 229 S 5 "3 i 35
Regular 40.00 8.00 .00 3.00 2.00 8.00
Total Reported Hours 40.00 8.00 .00 8.00 3.00 8.00
Time with no Category

Reaquest Absence

**Please note that timesheets should be submitted on a daily basis to ensure that
payroll due dates are met and the employee’s full pay is processed for each pay
period. Any delays in submitting time will result in an adjustment for the following

pay period

Absence Request - Detailed Guide
Log onto MyFSC]J using your FSCJ logon ID and password

P

Welcome to myFSCJ!
¥ Apply for Adméssion
y a v effort 10 steamine our prOCesses, all ity and ST MemESrs A NOW LSNg O Centralized Program bo Emgeove our funchionaity o5

o priocess and Alow you 1o better pl
TS OUF FESpORSEEy And 9oalio el you be SUCCEsSiul - wWhethas in your QUES! for & higher edUCENon of in Your daily work funchions — and know myFSC is 3 gheat 100115 help you 00 30
Stugent and Empley e Sign-on
The Caollege’s websites offer valuable information for future and cument students, The following links will direct you to some of the most requested resources:

Anage your progress IhFough degree programs. For Bacully and S8, A wil Modernize Busmess prctic
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Choose the Absence Request link under Report Time

My Pay - My Time My Benefits - My Career -

View Time Repart Time Leave Transfer
Time and Labor Launch FMLA Donale Leave Request
Pad 3 ’ -
' imesheet eave Transfer Request
vionthly Schedule Ahsence Request IFstony lendar Filters
Compensatory Time Receive Donated Leave
- ns -_<r- quest
xceptions Class Schedule
Pavable Time Summary FSCJ Calendar

Payabie Time Detail
Absence Balances
Absence Request History

Extended Absence History

Double check that the correct Start Date is chosen (Please note that if only one day is
taken, or only a partial day is taken, only the Start Date needs to be filled in.)

Employees Resources Help Cenler

My Requisitions =

My Pay = My Time = My Bencfits - My Career -

Request Absence

Seathree Peach
Dudget Analyst

¥ Instructions

Enter Start Date and Absence Name Then compiete the rest of the required fields before submitting o Save for [ater your request

Absence Detail ¢

"Start Date 04142016 i) View Monthly Schedule

F v
*Absence Name | Sclecl Absence Hame “
Comments
Requestor Comments i Q‘
L
Go To View Ahsence Hequest Histony View Ahsence Halances
* Required Figld

Page
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Choose the correct leave type under the Filter by Type dropdown and then choose the
correct Absence Name

My Requisitions ~ My Pay ~ My Time ~ My Benefits - My Career ~

Request Absence

Seethree Peaoh
Budget Analyst

Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date 04/14/2016 |[3)

Filter by Type | All ~

*Absence Name

View Monthly Schedule

Annual
Bereavement
Comments Jury

Other
e ts ‘[ Sick

‘ *

Go To View Absence Request History View Absence Balances

* Required Field

If any partial days were taken be sure to choose the Partial Days and choose the
appropriate response and fill in the duration

Without Partial Days

Absence Datail 7

View Monthy Schedule
End Date )
Filter by Type| Annual e
“Absence Name Annual Leave - Current Balance 21050 Hours
Reason| Personal Time
Partial Days | None
TS Tours
Caicutale End Date or Duration Forecast Balance
Commaents
Requestor Comments '\’"
GoTo View Absence Request History View Absence Dalances
Sutwnil Save for Later
* Required Fisld

Page 14



With Partial Days

Absence Detail (7

*Start Date |04/14/2016  [5{]

View Monthly Schedule

End Date [

Filter by Type | Annual

“Absence Nama| Annual Leave

v| Current Balance 310.50 Hours

Reason | Personal Time

Partial Daysl End Day Only

End Day Hours

Hour:

‘ Calculate End Date or Duration ‘ ‘

Forecast Balance

Comments

Requestor Comments

Go To View Absence Request History

Submit ‘ | Save for Later

View Absence Balances

Click Calculate End Date or Duration to complete the form. You must choose Forecast
Balance before you can submit leave.

Absence Detail (2

“Start Date |04/14/2016 |[5{

End Date [

View Monthly Schedule

Filter by Type [ Annual

*Absence Name | Annual Leave

Reasun| Personal Time

Partial Days | None

Duration

Hours

| Calculate End Date or Duration

Forecast Balance | I

Comments

v| Current Balance 310.50 Hours

Requestor Comments

Go To View Absence Request History

Submit ‘ ‘ Save for Later

* Required Field

View Absence Balances

Page
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Click the Submit button if you are ready to submit your request or choose Save for Later
if you are not ready to submit.

Absence Detail 7
*Start Date |04/14/2016 @ View Monthly Schedule
End Date E]
Filter by Type | Annual v
*Absence Name| Annual Leave V‘ Current Balance 310.50 Hours
Reasun| Personal Time v‘
Partial Days| None v‘
Duration Hours
\ Calculate End Date or Duration || Forecast Balance |
Comments
Requestor Comments F
—Go T iy Bequestbision, View Absence Balances
[ submit | save for Later
* Required Field

FMLA - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password

Welcome to myFSCJ!

MFSCLY 18 Gur Frew NG Wpeoved portal In an eor 10 SieTAne cor processes, Al STUGHNRS. 1CUfly and SIAT MEmESS AT NoW NG ofe Centralized POgRAM o BMprove bur functionaily. processes and eMmcency

For stodents, myF SC.J wil sampiey he regitraton process and ABow you 10 DEMEr plan A0S manige your progress NFough degree programs. For faculty and s1a, @ wil modernine busmess pRctices by sening as
OUE *a-10 GRHtATTON TOF MAny Cahe AUNCces

Y5 GUF ESpORSEINEY And 9oal 10 NE you be SUBCESSNil = whether in your QUES? for 8 higher educaion of in yOUr daly work UNchions - snd know myFSC. s & gieat 1001 10 help you 00 50

Apply for Adméssion

‘Student and Employes Sign-on

The Caollege’s websites offer valuable Information for future and cument students, The following links will direct you to some of the most requested resources:

T3 & Frea
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Select the My Time dropdown

y fscj.edu

Resources

Employees Help Center

My Requisitions ~

My Pay ~ My Time ~ ly Benefits ~ My Career ~

Thursday, April 14, 2016

No events found for the date range. N
Calendar Filters

Class Schedule
[0 FSCJ Calendar

Choose the FMLA link under Report Time

KMy Pay - My Time - My Beneflls - My Career -

View Time Report Time Leave Transfer
Time and Labor Launch I MLA Donaie Leave Request

FPad

Timesheet Leave Transfer Request

Monthly Schedule Meiiiicis Rk istary lendar Filters

Compensatory Time

Exceptions : Class Schedule
Payabile Time Summany FSC.J Calendar
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Enter the Start Date, Expected Return Date, Absence Type and Absence Name.

(You must enter values for the Start Date, Expected Returned Date, Absence Type, and

Absence Name before the system displays the entire page.)

my.fscj.edu

ST Resources  Help Genter

My Career -

My Time - My Benefits =

My Requisitions «

My Pay «

Request Extended Absence

Seethree Peach

Budget Analyst

Enter Start Date, Expected End Date and Absence Take. Complete the rest of the
required information before submitting your request. If you are missing some
information, save your request for later to be able to add additional details.

E - Feerreer B Related Links (2
[i ] FAQ
*Start Date 04/14/2016 Eﬂ
*Expected Return Date ]
Absence Type | All v
*Absence Name | Select Absence Name v
GoTo View Extended Absence Request History View Absence Balances

* Required Field

If you would like to add any comments, you may add them in the Requestor Comments

Box. If you are missing information, click the Save for Later button. You can return
later and add details. If all information has been provided, click the submit button.

Related Links (7
o FAQ

Extended Absence Request Details (7
*Start Date 04/18/2016 |[5)
*Expected Return Date |05/27/2016 |[3{

Actual Return Date
Absence Type | Family and Medical Leave Act v

*Absence Name | FMLA Medical v

*Absence Reason | FMLA Maternity v

Current Balance 0.00*

FMLA Eligibility

Absence Requests

Absence Request (7 Personalize | Find | view All | 2 | = First ‘4’ 10of1 ‘&' Last

Absence Requests Status Start Date End Date Duration Source

Requestor Comments @

Go To View Extended Absence Request History View Absence Balances
Submit Save for Later

Page



If you choose Save for Later you will get the following message.

Resources Help Center

A Employees

FLORIDA - ) )
il My Requisitions ~ My Pay ~ My Time ~ My Benefits ~ My Career ~

Request Extended Absence

Save Confirmation

The Extended Absence Request was successfully saved. The
request must be submitted in order for it to be approved.

When you choose Submit you will get the confirmation page below

Request Extended Absence
Seethree Peach

Budget Analyst
View Request Status and Approval Details

Related Links (2
o FAQ

Extended Absence Request Details (¢

Request 805

Start Date
Expected Return Date

Actual Return Date

Absence Type

04/18/2016

05/27/2016

Family and Medical Leave Act

Absence Name FMLA Medical
Absence Reason FMLA Maternity
Current Balance 0.00**
Status Submitted
FMLA Eligibility
Absence Requests
Absence Request (7 Personalize | Find | View All | | @ First ‘4 1of1 ‘b Last
Absence Requests Status Start Date End Date Duration Source
Request History Personalize | (2
Status Name Date Comments
. Seethree
Submitted Peaoh 04/14/2016

Page
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To review your extended Absence Request history, click the Report Time Menu, then
click on the Extended Absence Request menu.

Seethree Peach

Budget Analyst

Enter Start Date, Expected End Date and Absence Take. Complete the rest ofthe
required information before submitting your request. [f you are missing some
information, save your request for later to be able to add additional details.

Extended Absence Request Details (7 Related Links (2
(5] FAQ
*Start Date 04/14/2016 |[&
*Expected Return Date El
Absence Type | Al v
*Absence Name | Select Absence Name L
GoToI View Extended Absence Request History \iew Absence Balances
* Req TTe

Use the Extended Absence Request History page to view the history of extended
absence requests for a specific time period. You can review the approval status, and edit
existing requests.

A link for each extended absence request enables you to access the Extended Absence
Request Details page for the specified request.

Absence Self Service Req Hist
Extended Absence Request History
Seethree Peach

Budget Analyst

Specify the date range of interest. To refrieve a complete history, leave From and
Through dates blank and use the Refresh push button. Selectthe absence name link
to view request details. Select edit button to modify or delete the request.

From 01/A16/2016 |[5] Through 071412016 |5 REfresh
Extended Absence Request History Personalize | Find | View All | @l E First ‘4" 1-20f2 '*' Last
h Moy Ctaty, Cfart Dot Eypnactad Datyrn Dat; ol
=2 FMLA Medical Submitted 04/18/2016 04/29/2016 Employee Extended Absence
FMLA Medical Submitted 04/18/2016 05272016 Employee Extended Absence

Return to Extended Absence Reguest
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View Time
Time and Labor Launch Pad - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password

L 8 hetpey/np-patrn faciedu 8051 mp
Bpp i PMorida Soe Colege | [ My PSS O bl [

11 [l Foniaws 511 Travsle Y Knowindge Center ) Grouip Macagemant - X0 Wi 5 Peopiefcht Emeene B Argonal Sanonad | ) 42 Trings Local Foor [ Resoorces - Tha D
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

TOP 150 |

Select the My Time dropdown

y fscj.edu

Employees Resources Help Center

My Requisitions ~ My Pay ~ My Time ~

My Benefits ~ My Career ~

Thursday, April 14, 2016

No events found for the date range.

Calendar Filters

Class Schedule

[0 FSCJ Calendar
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Choose the Time and Labor Launch Pad link under View Time

My Pay ~

My Time ~

Use the Time and Labor Launch Pad page to view which days in the specified month

My Benefils -

My Career -

Leave Transfer

MLA Donale Leave Reguest

lendar Filters

Class Schedule
FSCJ Calendar

have payable time, forecasted payable time, reported elapsed time, reported punch

time, exceptions, and recommended actions associated with each exception.
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You can change the calendar view to display time sheet information, forecasted payable
time, the actual number of payable hours (detail and summary), or scheduled hours
that were reported for each day. Use the Time and Labor Launch pages to navigate to
other Time and Labor pages enabling the user to manage all aspects of their time.

Employeas

A

FLORIDA

My Requisitions - My Pay - My Time - My Benefits - My Carser

Time and Labor Launch Pad

Chew Bacca Employes 1D 0700031

Student Success Advsor | Empl Record 0
ARl sMponth |04 - Apri v 216 v [Regoried Hours gl
2018 | Forecasted Payable Hours

Selection In View Reporied Hours Peiot Humber of Exceplions
| Payabile Hours

Sunday Monday Tuesday Wednesday Thury na
| Scheduled Hours |

T r—— .

s

Monthly Schedule - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

TOP 150 |

~
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Select the My Time dropdown

y fscj.edu

Employees Resources Help Center

My Requisitions ~

My Pay ~ My Time ~ My Benefits ~ My Career ~

Thursday, April 14, 2016

No events found for the date range. N
Calendar Filters

Class Schedule
[0 FSCJ Calendar

Choose the Monthly Schedule link under View Time

My Pay ~ My Time « My Benems - My Career -

View Time Report Time Leave Transfer
Time and Labor Launch FMLA Donate Leave Request
Pad B 3 i e
imesheet Leave Transfer Request
Monthiy Schedule e Retiie fistory lendar Filters

Compensatory Time Receive Daonaled Leave

= Request
Exceptions

Class Schedule
Payabie Time Summary FSCJ Calendar

Payabie Time Detail
Absence Balances
Absence Request Hislory

Extended Absence Hisfon
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A basic view of your hours scheduled to work for the month will show

Monthly Schedule
Chew Bacca Employee ID 0700031
{Previous Monthi |04 - April vi2006 v Neaxt Month
Sunday Monday Tuesday Wednesday Thursday Fijday Saturday
8 HO! 1) orF 2
8 How 1
OFF 3 erours 4 srowrs 5 srowrs B arowrs T swowes B | oFF 9
| &Hours 8 Hours & Hours 8 Hours 8 Hours
OFF 10 gyours 11| awours 12 swours 13| amours  14/smoumrs 15 orF 16
| & Hours | 8 Hours 8 Hours 8 Hours 8 Hours
OFF 17 snours  18|grours 18 srours 20| srours 21 sHours 22 oFF 23
& Hours B Hours 8 Hours 8 Hours 8 Hours
OFF 24 growrs 28 srours 26 swours 2T enoums 2B smoums 29 oF 30
8 Hours 8 Hours 8 Hours 8 Hours 8 Hours
Legend
,"; Approved Training [l'.'. Planned Absence 8 Holiday OFF Scheduled OFF Day
Schedule Preferences
Self Service
Time Reporting

Each day of the month can be clicked link to show the daily details page

Monthiy Schedule

Schedule Detail for 04/01/2016

Chew Bacca Employee 1D 0700031
Student Success Advisor | Empl Record 0

Primary Schedule
| Schedule Detail | [

Shift ID Teskgroup Off Shift Sched Hrs
BHOURS 800

Alternate Schedule

No schedule data for today
Training Details

No training data for today

Absence Details

No absence data for today
Holiday Details

No holiday data for woday

Retum to Monthly Schedule

&= Nasity |
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Compensatory Time - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

_TOP150 )

Select the My Time dropdown

y.fscj.edu

A Employees Resources Help Center

My Requisitions ~

My Pay My Benefits ~ My Career ~

Thursday, April 14, 2016

No events found for the date range. )
Calendar Filters

Class Schedule
[0 FSCJ Calendar
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Under the View Time heading click the Compensatory Time link.

My Pay = My Time - My Benefits -

View Time

Time and Labor Launch
Pad

Monthily Schedule

Compensatory Time

Exceptions

Payabie Time Summary
Payabie Time Detail
Absence Balances
Absence Request History

Extended Absence Hisfory

My Career -

Repart Time

Leave Transfer
FMLA Donale Leave Request
Timesheset Leave Transfer Reqguest
Ahsence Request o lendar Filters
Receive Donated Leave
Request
Class Schedule
FSCJ Calendar

The Compensatory Time page includes the compensatory time balance as of the date
specified. This balance may be positive or negative, depending on how the plan is set

up and what has been reported.

Compensatory Time

fActie

|
Comp Time Balance Summary v

Compensatory Time Off Plan COMPPLAN

Date 042172016
Balance at Start of Day 15.00

Self Service

Time Reporting

Employee ID 0700031

Employment Record 0

Expiration Period Mever
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Exceptions - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

_TOP150 )

Select the My Time dropdown

y fscj edu

Employees Resources Help Center

My Requisitions ~

My Pay ~ My Time ~ My Benefits ~ My Career ~

Thursday, April 14, 2016

No events found for the date range. N
Calendar Filters

Class Schedule
[0 FSCJ Calendar
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Under the View Time heading, click on the Exceptions link

My Pay ~ My Time - My Benefits - My Career -

Report Time Leave Transfer

FMLA Donate Leave Request

lendar Filters

Class Schedule
FSCJ Calendar

Absence Request History

Extended Absence History

Use the Exceptions page to view exceptions that have been resolved or allowed

Payable Time Summary - Detailed Guide
Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

Select the My Time dropdown
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y.fscj.edu

Employees Resources

My Requisitions ~

Thursday, April 14, 2016

My Pay

Help Center

My Time ~

My Benefits ~ My Career -

No events found for the date range.

Calendar Filters

Class Schedule
[0 FSCJ Calendar

Under the View Time heading, click on the Payable Time Summary link

My Pay = My Time My Benefits =
View Time
Time and Labor Launch
Pad

Monthiy Schedule

Time

ensalory

Extended Absence History

My Career =

Report Time
FMLA
Timeshest

Absence Req

Leave Transfer
Donale Leave Request

eave Transfer Request

/e Donated Leave

Equest

lendar Filters

Class Schedule
FSCJ Calendar

View the week-by-week summary of payable time using this display-only page

Payable Time Summary
Chew Bacca

o -

Start Diate 2

End Date 0471

Payable Time From 04152018 To DA2172016
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Payable Time Detail — Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

TOP 150 |

Select the My Time dropdown

y fscj.edu

A Employees Resources Help Center
-

My Requisitions ~ My Pay My Benefits + My Career -

Thursday, April 14, 2016

No events found for the date range .
Calendar Filters

Class Schedule
O FSCJ Calendar
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Under the View Time heading, click on the Payable Time Detail link

MyPay -  MyTime -  MyBensfits - My Career -

View Time Report Time Leave Transfer
Time and Labor Launch FMLA Donale Leave Request
Pad B i
imesheet Leave Transfer Request
ty Schedule History
AT S Absence Request i lendar Filters
Compensatory Time Receive Donated Leave
e Request
Exceptions Class Schedule

FSCJ Calendar

Absence Rﬁqll:—_‘-i History

Extended Absence History

View the details of payable time - Please note that there are four tabs: Overview;
Time Reporting Elements, Task Reporting Elements, and Cost and Approval

Payable Time Detail

Chew Bacca Emplayea ID 0700031
Student Success Advisor | Employment Record 0
Actions >

Start Date 04152016 [&
End Date 042172016 3 »
———

Payable Time E
Overview Time Reporing Elements Task Reporting Elements Cost and Approval |E_D‘,I

e D

B e Estimated Gross
04/182016  Closed Not Sent ta Payroll  REGLR 11.00 Hours $143.000000 1
04182016  Closed Not Sent to Payroll REGLR 8.00 Hours $104.000000
04182016 Closed Not Sent to Payrmoll  REGLR -11.00 Hours $-143 000000
04182016  Closed Mol Sent ta Payroll  REGLR 11.00 Hours §143 000000
04/18/2016  Closed Mot Sent ta Payroll REGLR -8.00 Hours §-104 000000
04/19/2016  Ciosed Not Sent to Payroll  REGLR 11.00 Hours $143.000000
04192016 Closed Mot Sent to Payrofl REGLR 8.00 Hours $104 000000
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Absence Balances - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

_TOP150 )

Select the My Time dropdown

y.fscj.edu

Employees Resources Help Center

My Requisitions ~

My Pay My Time ~ My Benefits ~ My Career -

Thursday, April 14, 2016

No events found for the date range. .
Calendar Filters

Class Schedule
[0 FSCJ Calendar
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Under the View Time heading, click on the Absence Balances link

View Time

Time and Labor Launch
Pad

Monthly Schedule
Compensatory Time
Exceptions

Payable Time Summary
Payable Time Detail
Absence Request History

Extended Absence History

My Pay ~ My Time ~ My Benefits -

My Career =

Report Time
FMLA

Timesheet

Absence Request

Leave Transfer

Donate Leave Request

Leave Transfer Request
History

Receive Donated Leave
Request

Class Schedule
FSCJ Calendar

lendar Filters

A table with your Absence Entitlement Balances will display

Chew Bacca
Student Success Advisar |

v Instructions

| Current Balances | [%

Go To Forecast Balance

Absence Entitlement Balances

| Batance a8 of
Entitlement Name DAMER01E

|Annual Leave Balanca 0.00 Hours
Sick Leave Balance 300.00 Hours

|Sick Leave Parsonal Balance  32.00 Hours

"
View Absence Balances

View current absence enfilement balances. Current balances do not reflect absence requests that have not
been processed by payroll. For more details please contact your absence administrator.

 Personalize | (7

From Te Accrual Pericd

D1/012016 127212016 Yearto Dale

01012016 120302016 Yearto Date

01012016 12312016 Yearto Date
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Absence Request History - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

_TOP150 )

Select the My Time dropdown

y.fscj.edu

Employees Resources Help Center

My Requisitions ~

My Pay My Time ~ My Benefits ~ My Career -

Thursday, April 14, 2016

No events found for the date range. .
Calendar Filters

Class Schedule
[0 FSCJ Calendar
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Under the View Time heading, click on the Absence Request History link

My Pay ~ My Time - My Benefits - My Career -

View Time Report Time
Time and Labor Launch FMLA
Pad .
imeshee

Monthly Schedule S
Absence Request

Compensatory Time

Exceptions

Payable Time Summary

Payable Time Detail

Abscne Dalanres

Absence Request History

Extended Absence History

Leave Transfer
Donale Leave Request
re Transfer Request
lendar Filters
/e Donated Leave
Reques
Class Schedule

FSCJ Calendar

Use the Absence Request History page to view your absence requests. (This is different

from Absence Balances because this can include leave requested but not taken yet)

Absence Request History

Chew Bacca
Student Success Advisor |

» Instructions

From [D3/312016 |3y

Absence Request History

Absence Nama Status Stort Date
Sick Submitted 06152016
Sick Submittad 06/13/2018

Through D2272016 |5

Fefresh

Personalize | Find | view an | 22| BB

End Date Duration Requested By
061152016 9 Hours
06142016 18 Hours

-2 0f2

Employee Absence Request

Employee Absence Request

Specify the date range of interest. To refrieve a complete history, leave From and Through dates blank and select the Refresh button. Select the absence
name link to view request details.select edit button to modify or delete the text

Edit

b Last

Page
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Extended Absence History (FMLA) - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

P e

Select the My Time dropdown

y.fscj.edu

Employees Resources Help Center

My Requisitions ~

My Pay My Time ~ My Benefits ~ My Career -

Thursday, April 14, 2016

No events found for the date range. .
Calendar Filters

Class Schedule
[0 FSCJ Calendar
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Under the View Time heading, click on the Extended Absence Request History link

Monthiy Schedule =
Absence Request

Compensatory Time

Exceptions

Payable Time Summary

Payable Time Detail

Absence Balances

Extended Absence History

History

My Pay ~ My Time ~ My Benefts ~ My Carear -
View Time Report Time Leave Transfer
Time and Labor Launch FMLA Donale Leave Request
Pad B i
imesheet Leave Transfer Request

ve Donated Leave

lendar Filters

Class Schedule
FSCJ Calendar

The Extended Absence Request Details page (click the link in Absence Name field on

the Extended Absence Request History page) shows the user details about an extended

absence request. Any defined attachments appear in the Related Links or the Other

Documents regions. The bottom of the Extended Absence Request Details region

displays any links to configurable sections.

Extended Absence Request History

Chew Bacca

Student Success Advisar |
Spacily the date range of interest To refneve a complete history, leave From and
Through daies blank and use the Refresh push button. Seled the absence name link
to view request details. Select edit bution to modify or delete the request

From 03012016 [5 Through (8272016 | [

Refresh

Page
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Leave Transfer - Detailed Guide
Donate Leave Request - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password
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The Ceilege’s websiles offer valuable information for future and current students. The following links will direct you to some of the mest requested resources:

Select the My Time dropdown

y.fscj.edu

A Employees Resources Help Center

My Requisitions ~

My Pay My Time ~ My Benefits ~ My Career -

Thursday, April 14, 2016

No events found for the date range.

Calendar Filters

Class Schedule
[0 FSCJ Calendar
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Under the View Time heading, click on the Donate Leave Request link

MyPay -  MyTime -  MyBensfits - My Career -

View Time Report Time
Time and Labor Launch FMLA
—-——— Pad =
Timesheet
Monthiy Schedule History
. Absence Request ¥ lendar Filters
Compensatory Time Receive Donated Leave
Request
Exceptions Class Schedule
Payable Time Summary FSCJ Calendar

Payable Time Detail
Absence Balances
Absence Request History

Extended Absence History

Enter all required information and click Submit or Save for Later

Request to Donate Leave

Chew Bacca

Student Success Advisor|

This form may be used to Donale leave time 1o either an eli

le employee or 10 & leave bank.

Employees on writtan waming may not donate accrued leave time. Additenally, employaes who have provided notice or have baen
given noice of lermination of employment may not donate time
Donation Program

“Program Name  Leave Feol v
Category Bank Type Voluntary
Contribution Type One-Time Frequency
Unit Type Hours Ceiling Limit 16.00
Minimum Hours .00 Maximum Hours 16.00
BoginDate 01/012015 End Date
Leave Contribution Persanalize | Find [C2| B Fist 0 foft @ Lam
From Entitiement Balance Hoursto  Recipient Type Name Details Defete
[Sick Leave *| 30000 [ 16 Detalls Delete |
Comments
Requester Comments J@
¥

Agreement and Compliance

* lacknowledge that | have read the Leave Donation Policy. (Sick Leave Pool) APM 03-1006
= | acknowladge that enrollmentis open once annually for full-time Career/AdminProf employees and twice annually for full-time Faculty
| acknowledge that | meet the eligibility of one (1) year full-time employmentand a minimum of 72 sick leave hours
* lacknowladge that | must contribute 16 hours from my sick leave to the pool
B I hereby confirm that | have read and comply wilh the given statements

| swmi | [ Saveforiamer

* Required Field
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Submit Confirmation by clicking Yes, or cancel by clicking No

Request to Donate Leave

Submit Confirmation

¢/ Are you sure you want to Submit this Request?

Yas No

After submitting you will receive the following confirmation

Request to Donate Leave

Submit Confirmation

‘/ The Request has bean submitted.

Leave Transfer Requests History - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password

L= € | B htps/np-patrnseiedu 05 1 b/ ety EMPLOYES/EMPL/ W TLab = F5C_GUEST
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The Cofiege’s websites affer valuable infarmation for future and current students. The foliowing links will direct you to some of the most requested resources:

Apply for Admission

Siudent and Employes Sigaan

TOP 150 |

wads
G 173 esoumces - The O
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Select the My Time dropdown

Employees Resources Help Center

My Requisitions ~

My Pay My Time ~ My Benefits ~ My Career -

Thursday, April 14, 2016

No events found for the date range.

Calendar Filters

Class Schedule
[0 FSCJ Calendar

Under the View Time heading, click on the Leave Transfer Request History link

My Pay = My Time - My Benefils = My Career =
View Time Report Time Leave Transfer
Time and Labor Launch FMLA Donale Leave Request
Pad N = s
imeshest Leave Transfer Request
Monthly Schedule Apicrice: Regies NSy lendar Filters
Compensatory Time Donated Leave
Exceptions Class Schedule
Payabile Time Summary

FSCJ Calendar

Any past Leave Transfer Requests will display

Leave Transfer Requests History
Chew Bacca

Student Success Advisor |

Specify the dale range of inlerest To reliieve a complele history, leave From and Through dales blank and select Refresh Select the
Request Type link to view request detalls. Select Edit button to modify and detete the request

Begin Date [ End Dats = Rafrash

Request History Personalize | Find | View All | LT—|| @ First ‘&' 1of1 "' Last

Subimil Diate Leave Program Name Request Type

Appraval Status Process Stalus Edit

06292016 Leave Pool Donate Submitted Unprocessed Edit
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Receive Donated Leave Request - Detailed Guide

Log onto MyFSC]J using your FSCJ logon ID and password

eds
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The Cofiege’s websites affer valuable infarmation for future and current students. The foliowing links will direct you to some of the most requested resources:

TOP 150 _

Select the My Time dropdown

y.fscj.edu

Resources Help Center

Employees

My Career -

My Benefits ~

My Pay

My Requisitions ~

Thursday, April 14, 2016

No events found for the date range. .
Calendar Filters

Class Schedule

[0 FSCJ Calendar
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Under the View Time heading, click on the Receive Donated Leave Request link

MyPay -  MyTime -  MyBensfits - My Career -

View Time Report Time Leave Transfer
Time and Labor Launch FMLA

Donate Leave Request
Pad

Timesheet Leave Transfer Request

Monthly Schedule History

Absence Request
Compensatory Time Receive Donated Leave

R st
Exceptions et

lendar Filters

Class Schedule
Payable Time Summary FSCJ Calendar

Complete all required fields and submit

Request to Receive Donated Leave
Chew Bacca
Swdent Success Advisor |
Thig form may be used o request donated leave from a leave program for youssell or on behall of another employea
[ Donation Program
Program Name Leave Pool
Category Bank
Contribution Type Ona-Time
Unit Type Hours
Minimum Hours 800
Begin Date 01/012015

Type Volurtary

Ceiling Limit 16.00
Maximum Hours 1600
End Date

| Leave Time Request

Recipienl Sell Recipient Name

Begin Date End Date
Hours Requested \iew Balances
This is a Recurring Occurmence
| Leave Reason

Reason

Desciiption

0 Inead o cover the 7 calendar day wailing period bafare Short Term Disability or Paid Family Leave (California employees only) begins.

©

| am taking & Family Care Leave to care for an immediate family member with a catastrophic illness orinjury,

» lam taking a Leave for my own catastrophic ilines or injury.

@

Other (Please provide additional details )

Additional Details

: Agreement and Compliance

| acknowledge that | have read the Leave Donation Pollcy. (Sick Leave Pool) APM 03-1006

1 acknowladge matl maelthe eligibility of one (1) year full-ime employmant and a minimum of 72 sick leave hours.
* | acknowledge that | must confribute 16 hours from my sick l2ave to the pool

| hereby confirm that | have read and comply with the given statements.

* Requirad Fieil
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