Timecard entry for Hourly Employees

Filling out the timecard

1. Loginto My.Cottey.edu
2. From your myCottey page go to Employee at the top in the Blue Bar

~COTTEY (i)

Home Welcome Faculty and Staff Academics Finances Employee Forms My Pages

You are here: Emolovee » Emploves

NOTE: When navigating within MyCottey, DO NOT USE THE “BACK” BUTTON. Rather click on the menu selection that
you would like to go back to.

3. Under Timecard Entry — Select View all pay periods.

©® Employee Information (=]

Review your pay statements
Review your deduction information

Review your position information

Review your tax information

Review your dependent information

Review your time off accrual

Timecard Entry (=]

W You have no pay periods available for this position and date. View all pay
periods.

4. Under Timecard Entry — View All Pay Periods -- Select the Pay Period that you are
submitting to record your time (The last day of that pay period)

Employee

Timecard Entry - View All Pay Periods
Timecard for Kimberly K Krokroskia

Back to the current Pay Period

Pay Periods For: {b'J.f period end date)

12/26/2020 $/19/2020
12/12/2020 9/5/2020
11/28/2020 8/22/2020
11/14/2020 8/8/2020
10/31/2020 7125/2020
10/17/2020 7/11/2020

10/3/2020



00

Under Timecard Entry — click on the day on the calendar for which you want to enter or
edit your hours. (A Blue Box will highlight the day you are adding/editing)

The box beneath the calendar (Enter your hours for Wednesday 7/1/2020) will reflect
the date you chose on the calendar. Enter the time(s) you clocked in and out for that
day.

Choose the Hours Type (Regular, Sick, Vacation, or Holiday)

If you need to add another row for clock in and Clock out -- Select + to add a row

Click Save Hours to have your hours for the day reflected in the Total.

Timecard Entry

Timecard for Kimberly K Krokroskia

Controller
Wednesday 7/1 - Saturday 7/11 2 Q, View All Periods
Click a day on the calendar to edit your hours a Total Period Hours:
! 2 3 N Other Hours: 0.00
Time Off Hours: 0.00
‘ ) ‘ : : : v Total: 0.00

F % Finished entering hours for this period?

Click here to finalize

x|

[E3 Time Entry Cutoff Date: 7/14/2020

[E3 Time Entry submission Deadline: 7/14/2020

Enter your hours for Wednesday 7/1/2020:

Clasai ECEHILE Hours Type Subtotal
I R I i
I R W

Total: 0.00

Your Comments: {Optional)

‘ A

‘ Save Hours And Comments || Cancel |

e To see your hours on a day-by-day basis for the pay period, click Switch to Grid

View
Employee m
Timecard Entry -]
Timecard for Kimberly K Krokroskia 1 Switch to Grid View .~ Timecard Settings
Controller
Wednesday 7/1 - Saturday 7/11 3 A, View All Periods
Ciick a day on the calendar to edit your hours (] Total Period Hours:

Regular Hours: 9.0

n Mon Tue Wed Thu Fri

N Other Hours 0.00

Time Off Hours:  0.00

‘ ) ‘ ‘ : : : Total: 9.00

{x]

0 Tirme Entry Cutoft Date: 711472020

[EJ Time Entry Submission Deadline: 7/14/2020

Enter your hours for Saturday 7/11/2020:

ClockIn Clock Out Hours Type Subrozal
) I Jwe]
[ Jore) I ] [~

Total: 0.00

Your Comments: (Optiona)

‘ 4

save Hours And Comments | Cancel |




This is what the Switch to Grid View will look like — if you want to switch back to
the previous view, select Switch to Calendar View.

Timecard Entry =]
Timecard for Kimberly K Krokroskia FA Switch to Calendar View  Timecard Settings
Controller
Wednesday 7/1 - Saturday 7/11 s O, View All Periods
[E3 Time Entry Cutoff Date: 7/14/2020 Total Period Hours:
DTimeEn(rySubm\ssion Deadline: 7/14/2020 Regular Hours: 9.00
% Finished entering hours for this period? Other Hours: 0.00
=62 Click here 1o finalize Time Off Hours:  0.00
Total: 9.00
Enter your hours for this pay period:
Clock In Clock Out Hours Type Subtotal

wed7/1 | s|{ oo][am~] [ s|f oo][pmv] 9.00
N ) [ ) (i s

e [ Jan) [ f Jme
)] () ) [repir

cm o) [ Jm
Es () (s

o [ o) [ Jme
) [ ) (s

sun7s [ H lam~l [ Mam~] [rezular vl

More options on your timecard entry:
o Enter comments
o See the pay period close date (marked with an x) -Must be Submitted and
approved by supervisor by this date
o To see previous pay periods, click View All Periods
o You can set your regular days off to be reflected each pay period by clicking
Timecard Settings.

limecara entry (%]
Timecard for Kimberly K Krokroskia E.Switch to Grid View . Timecard Settings
Controller
Wednesday 7/1 - Saturday 7/11 (3 Q, View All Periods
Click a day on the calendar to edit your hours. a Total Period Hours:
Regular Hours: 9.00
Other Hours: 0.00

9
Time Off Hours: 0.00

‘ : ‘ . : Total: 9.00

[ Time Entry Cutoff Date: 7/14/2020

[ Time Entry submission Deadline: 7/14/2020

Enter your hours for Wednesday 7/1/2020:

Clock In Clock Out Hours Type Subtotal

(L me e
Total: 9.00
Your Ci (Optional)

Save Hours And Comments H Cancel ‘




10.When you have finished entering all hours for each day of the pay period, click on Click
here to finalize

limecara entry

Timecard for Kimberly K Krokroskia t

Controller

Wednesday 7/1 - Saturday 7/11 2 0, View All Periods
Click a day on the calendar to edit your hours. (i} Total Period Hours:
Sun Mon Tue Wed Thu Fri Sat Regular Hours: 9.00
! 0 - : 2 Other Hours: 0.00

Time Off Hours: 0.00

‘ ' ‘ : : ) ' Total: 9.00

2— Finished entering hours for this period?

Click here to finalize

x|

D Time Entry Cutoff Date: 7/14/2020

D Time Entry Submission Deadline: 7/14/2020

Enter your hours for Wednesday 7/1/2020:

Clack In Clock Qut Hours Type Subtotal

1 :|PMV| |Regular V| 9.00
\:I:D D:D|AMV| |Regular V|III

Total: 9.00

Your Comments: (Optional)

‘ P

‘ Save Hours And Comments H Cancel ‘

11. Once your hours are in correctly, click the Mark as Final. The timecard will be
submitted to your supervisor for approval and you won’t be able to make any more
changes. If changes need to be made, your supervisor will have to make them.

Mark this Timecard "Final”

Once you have entered all your hours for the period, marking it as
"Final" lets your manager know that your timecard can be reviewed and
submitted to payroll.

However, marking your timecard "Final™ makes it read-only and you
will not be able to enter or change any more hours. Only proceed when
| you are certain your timecard is complete.

| Mark as Final || Cancel |




