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Processing Steps 

Enter Student Time 
Navigation:    Main Menu > Manager Self Service > Time Management > Report Time > 
Timesheet 

• Enter the ‘Value’ that is known
• Enter the date to specify the week of the pay period to be entered
• Click Get Employees

Note:  You’ll only be able to view groups you have access to 
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• All accessible employees will now show on the bottom of the page.
• Select the employee to enter time for:

• Populate the timesheet based upon the “In” and “Out” time the student worked each
day.

o Enter time using AM/PM or using a 24 clock (military time)
• Use the Previous Week or Next Week to enter more hours for the month

• Once you have entered time for the entire time period (month) click on SUBMIT.
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Print the Students Timesheet 
Navigation:    CSUDH Custom > DH Timesheets > Timesheet for 

Timekeepers 

• Enter your Run Control ID (your choosing, no rules)
• Click Search
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• Enter the Start and End Date for the Pay Period you’ll need to print
• Check ‘Include Approved Time’ box
• Enter the Employee ID(s).   To add or remove IDs click on the plus or minus
• Click Run

• Select the Server Name : PSUNX
• Click OK
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• Click on Report Manager

• Select the Administration tab
• Wait…1minute
• Click Refresh
• Repeat if needed
• When the Description turns into a Hyperlink (blue) click it
• The timesheet will open, print it

Note:  The direct navigation to this page is Main Menu > Reporting Tools > Report Manger  
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• After getting the Appropriate Signatures approve the time
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Approve Student Timesheet 
Navigation:    Main Menu > Manager Self Service > Approve Time and Exceptions > 
Reported Time 

• Enter the ‘Value’ that is known
• Enter the date to specify the week of the pay period to be entered
• Click Get Employees

Note:  You’ll only be able to view groups you have access to 
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• All accessible employees will now show on the bottom of the page.
• Select the employee needing approval

• Review time entered based upon the printed timesheet
• Click/Select the boxes for the days to be approved based on the timesheet
• Once you have selected time for the week then click Approve Selected
• Use the Previous Week or Next Week or Next Employee to review/approve more hours

for the month

• Run DH_TL_RPTD_APPROVED_TIME query
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Approved Time Query 
Navigation:    Main Menu > Reporting Tools > Query > Query Viewer 

• Enter the name of the query
o DH_TL_RPTD_APPROVED_TIME

• Click Submit

• To run the report to an excel spreadsheet click ‘Excel’
• To review the report before sending it to Excel click ‘HTML’
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• Enter the From and To Dates for the period or use the calendar to select the dates
• Click View Results

• Enter the Pay Period Month and Year at the top
• Review the document

• Submit signed Query to Payroll Services
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