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Agenda

ÅTimesheets

Åelectronic Personnel Action Forms (ePAFs)

ÅIndependent Contractor/Consultant 
servicescontract (ICC)

ÅResources & Contacts

LBO Training/Refresher



Streamlining Timesheet
Submission Process

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



Hourly Classified:
Å Required to turn in timesheet as usual*

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

Student:
Å Spreadsheet OK to use

Overtime:
Å Required to turn inovertime report asusual*

*Electronic form is OK but digital signature still required

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

Timesheets



Hourly Classified & 
CertificatedTimesheets

Step 1

Fill Out Timesheet

Å Review hours worked

Å Complete respective 
timesheet

Å Please note "unavailable 
to sign" in the employee 
signature area if you 
cannot sign

Å Send to department

Step 2

Department Processes 
Timesheet Spreadsheet

Å Review timesheet for 
completeness

Å Print to PDF

Å Send toCost Center 
Manager forreview and 
approval

Step 3

Send to Business Office

Å Cost Center Manager to 
review and approve

Å Email to Business Office -
Staff Services Specialist 
Diana Davaasuren

Å Must be sent by Cost 
Center Manager



Hourly Classified & Certificated 
Timesheets



Hourly Classified & Certificated 
Timesheets



Hourly Classified & Certificated 
Timesheets



Hourly Classified & Certificated 
Timesheets
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