Streamlining Timesheet
Submission Process

Note: applies for the duration of the "Shelter-in-Place" order



Timesheets

Hourly Classified:

 Required to turn in timesheet as usual*

Certificated/Faculty:
 Required to turn in timesheet as usual*

Student:
e Spreadsheet OK to use

Overtime:
 Required to turn in overtime report as usual®

*Electronic form is OK but digital signature still required

ONLY Business Office approved timesheets should be
forwarded to payroll for payment




Hourly Classified &
Certificated Timesheets

Step 1

Fill Out Timesheet

Review hours worked

Complete respective
timesheet

Please note "unavailable

to sign" in the employee
signature area if you
cannot sign

Send to department

Step 2

— 0
Department Processes
Timesheet Spreadsheet

Review timesheet for
completeness

Print to PDF

Send to Cost Center
Manager for review and
approval

Step 3

oV

Send to Business Office

Cost Center Manager to
review and approve

Email to Business Office -
Staff Services Specialist
Diana Davaasuren

Must be sent by Cost
Center Manager



Hourly Classified & Certificated
Timesheets
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Hourly Classified & Certificated
Timesheets
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What do you want to do?
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Fill, sign and send Get others to sign
Fill form fields, add text and draw or Add signers, mark where to fill and
type your signature. sign, send it out and track progress.

&3

Request signatures

or

Adobe Sign




Hourly Classified & Certificated
Timesheets
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Send to Business Office

Cost Center Manager to review, approve, and send Timesheet

Timesheet must be sent by

Cost Center Manager

Email to Business Office - Staff Services Specialist Diana Davaasuren

Next Steps:
Business Office to review and submit to District Payroll



Processing High Volume

Student Timesheets
Step 1 Step 2 Step 3

— 0

Report Hours Department Processes
to Department Timesheet Spreadsheet
«  Review hours worked e Compile time and * Cost Center Manager to
. " h . complete Timesheet review and approve
. eport your hours to your Spreadsheet _ _ _
supervisor P e Email to Business Office -
 Send to Cost Center Staff Services Specialist
Manager for review and Diana Davaasuren
approval «  Must be sent by Cost

Center Manager



Step 1: Report Hours to
Department

Submitting Timesheet:

* Review hours worked

* Report your hours to your supervisor

 Communicate with your department (email, phone, etc.)

Information to provide:

Full Name

Employee ID#

Reporting Period Month
Weekly Hour Totals
Monthly Hour Totals
ePAF# (if known)

Budget Codes (if known)

Nouhkswh e



Step 2: Department Processes
Timesheet Spreadsheet

Timesheet Processing:
» Supervisors are to verify hours, create and complete spreadsheet

E d v LBO Timesheet Spreadsheet V.3 - Excel TABLE TOOLS ? =

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT DESIGN Sign in

G H J K L -
Laney Student Timesheets

04/01 - 04/05 | 04/06 - 04/12 04/13 - 04/19 | 04/20 - 04/26 04/27-04/30 | Period
Last Name First Name ID EPAF # Weekly Total | Weekly Total Weekly Total Weekly Total | Weekly Total Total Budget Code
0

0
0
0
(0]

* Spreadsheet must be completed to include:

Reporting Period Month

Full Name

Employee ID#

ePAF#

Weekly Hour Totals

Monthly Hour Totals (Period Total)
Budget Codes

e Save and submit spreadsheet to Cost Center Manager for review



Step 3: Send to Business Office

Cost Center Manager to review, approve, and send spreadsheet

Spreadsheet must be sent by

Cost Center Manager

Email to Business Office - Staff Services Specialist Diana Davaasuren

Next Steps:
Business Office to review and submit to District Payroll



Additional Student Information

Student Direct Deposit: If your employee(s) have not done so already it is highly
recommended.

New 2020 W4 form and CA-de 4 form (please have “New” and “Continuing” Students who
wish to make changes to their tax filing status to complete both forms)

https://web.peralta.edu/payroll/payroll-forms/

Please ensure that all ePAFs have been completed and approved prior to
employment, ePAFs which have not been fully approved result in a delay in payment.

No job record/unapproved ePAF = no pay
Sick Leave Pay: When noting sick leave, please place sick hours on the “Student/Hourly

LAR” not on the timesheet itself. Please email the Business Office or Payroll if you need
the form.


https://web.peralta.edu/payroll/payroll-forms/

Resources & Contacts

Contacts R
Pak Ho, Staff Services Specialist/Fiscal esources
Email: pho@peralta.edu Business Office General Website
Telephone: (510) 464-3378 https://laney.edu/business office/business-office/

Travel Requests, Measure A Forms,

Budget Support all Funds Business Office Forms

https://laney.edu/business office/business-office-forms/

Diana Davaasuren, Staff Services Specialist/Fiscal

Email: ddavaasuren@peralta.edu ] i . d . .
Telephone: (510) 464-3239 Business Office Presentations and Trainings

https://laney.edu/business office/business-office-budget-training/

Student Timesheets, ePAFs, Budget Support

all Funds, General BO support College Operating Procedures

Janice Browne, Staff Assistant https://laney.edu/business office/adminsop/

Email: LBusinessOffice@peralta.edu

Telephone: (510) 464-3228 PCCD ICC Guidelines Website

General BO Support & Classified Timesheets https://web.peralta.edu/business/independant-contractor-guidelines/

Kevin Q. Tran, Principal Financial Analyst
Email: kgtran@peralta.edu
Telephone: (510) 464-3309

PCCD Payroll
https://web.peralta.edu/payroll/

Derek Pinto, Ed.D., Vice-President Admin. Services EPAF Users Guide
Email: dpinto@peralta.edu https://web.peralta.edu/hr/files/2012/08/ePAFS-Users-Guide-Initiators-

Telephone: (510) 464-3232 Approvers-8-24-12.pdf



https://laney.edu/business_office/business-office/
https://laney.edu/business_office/business-office-forms/
https://laney.edu/business_office/business-office-budget-training/
https://laney.edu/business_office/adminsop/
https://web.peralta.edu/business/independant-contractor-guidelines/
https://web.peralta.edu/payroll/
https://web.peralta.edu/hr/files/2012/08/ePAFS-Users-Guide-Initiators-Approvers-8-24-12.pdf
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