How to Enter and Submit
Online Time Sheets

For Part Time and Student
Employees
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Log in to your YC
Portal by clicking
on “myYC” located
upper right corner
of the site
www.yc.edu.
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Click the “Employees” tab.
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Click on “Enter Time” Under “My Activities”.

Employee Dashboard
Employee Dashboard

Leave Balances as of 07/14/2021

ot iale Vacation in hours @ sickinhouss

Full Leave Balance Information

Pay Information /7 My Activities

Latest Pay Stub: 05/21/2021 All Pay Stubs Direct Deposit Information Deductions History
—

Earnings ~

Taxes

Job Summary

Employee Summary




Time Reporting Selection

Home = Employee = Time Sheet

J

¢ Select 3 name from the pull-down list to act as 3 proxy or select the check box to act a5 3 Superuser.

Selection Criteria

My Choice

Cl iCk On “Access Access my Time Sheet: ] _

Access my Leave Report: )

my Time Sheet”. [t

Approve or Acknowledge Time: [

Approve All Departments: (]
Act as Proxy: Self

Act as Superuser: ]

Click “Select”. —




The screen will display the Time Sheet Selection,
Title and Department, My Choice, Pay Period and
Status.

Click the button under “My Choice” with the

appropriate job that you will be entering hours Time Sheet Selection
Worked fOl' the pay penOd Home > Time Sheet Selection
YO u S h O u I d Ch e Ck th e [ P ay P e ri o d a n d St atu S!! ¥ Make a selection from My Choice. Choose a TinWsheet pericrom the pull-down list. Select Time Sheet
o . . . Title and Department My Cheoice Pay Period and Status

and confirm that the approprlate pay pe riod is P Tech II/ITI-CPR/NR Eval/ALS, PCO856-00 @ "Apr 03, 2021 to Apr 16, 2021 Not Started v |
being displayed. — If you click on the downward e e O s

. . . PS EMS, 402474 [Apr 03, 2922 o Apr 16, 2027 Mot Startec ¥
arrow, you can view previous pay pe”OdS. P Tech V- Prog Dir/ YRMC ALS, PES856-00 () 02, 2021 to Apr 16, 2021 Not Started v |

P5 EMS, 402474

Click on the “Time Sheet” button




The Time and Leave Reporting section of the online time sheet will open. The left side of the time sheet
lists your eligible earning codes. The first week of the two week pay period is shown on the time sheet. To
access the second week, click the “Next” button. Each week begins on Saturday and ends on Friday.

Time and Leave Reporting

Home = Time and Leave Reporting

¥ Select he link under a date to enter hours. Select Next or Previous to nav gate through the dates within the period.

Titl¢8d Number: Student Employee -- ST9760-00

Dey nent and Number: AA - Service Learning - 012011

Tim eet Period: Apr 03, 2021 to Apr 16, 2021

Apr 19, 2021 by 12:00 PM




To enter hours worked, click on “Enter Hours” under the appropriate Date and
Earnings code on the time sheet. The red arrow is pointing to where the Regular
Hours are to be entered for Friday, April 9, 2021.

Time and Leave Reporting

Home = Time and Leave Reporting

P Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Name: i

Title and Number: Student Employee -- ST9760-00
Department and Number: AA - Service Learning -- 012011
Time Sheet Period: Apr 03, 2021 to Apr 16, 2021
Submit By Date: Apr 19, 2021 by 12:00 PM




Entering Hours Worked

Enter “Time In”.

Select AM or PM from the drop-down arrow.

Enter “Time Out”

Select AM or PM from the drop-down arrow.

Click “Save”.

“Total Hours” is displayed on the right side of the
screen.

Time In and QOut

Home = Time In and Out

¥ Enter

Date:
Earnings

Shift Time In

Account Distributi

Earnings Code

Regular Pay Hourly

00-80 format, For example

10:00. 1




Time In and Out

Home > Time In and Out

I Enter time in intervals of 15 minutes in the 99:00 format. For example, 10:00, 1

Date: Saturday . &pr 03, 2021

Earnings Code: Regular Pay Hourly

Shift Time In i Total Hours
e

8

MM .0
=

Account Distribution

Earnings Code Shift Hours

You can clock in and out as needed during the day, but the “Shift”
should always be “Shift 1”.

Time in and out must be entered in 15-minute intervals;
Valid Values are :00, :15, :30, and :45.

You can click “Next Day” to enter hours for the following day, or
you can click on “Previous Menu” to pick the day/earnings code
to enter.



You can enter a “Comment”
about your pay period for the Time
Sheet Approver to review and for
records. After entering a comment
click on the “Save” button.

Click on “Previous Menu”
button to take you back to the
main page.

comments

Home > Comments

@ Enter or edit comments uni you submit the record for approval.

Made By: You

Comment Date: Sep 11, 2020

Enter or Edit Comment:

e [ i

Please be aware that comments
saved here are public.




TIPS

To Clear all entered time on your online time sheet for the pay period, click on the
“Restart” button.

You should not click the “Submit” button until all your hours for the pay period have
been entered.

Any corrections, additions, or changes to prior time sheet pay periods are not allowed
online. A manual time sheet will be required for corrections to prior pay periods.
Please ask your Supervisor or Payroll for a manual time sheet.

If your time sheet was returned to you for correction, follow your Time Sheet Approver
instructions and then resubmit. We suggest that you let your Time Sheet Approver
know that you updated your time sheet and resubmitted so they can go in promptly
and approve your hours.



Payroll Department

Questions?
Please Feel Free to Contact Us:

Julie Garver (928)776-2203 or Julie.Garver@yc.edu
Leanne Burcham (928)776-2136 or Leanne.Burcham@yc.edu
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