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Training/Refresher



LBO Training/Refresher

Agenda
ATimesheets
Aelectronic Personnel Action FormePAFSs

Alndependent Contractor/Consultant
servicescontract (ICC)

AResources & Contacts



Streamlining Timesheet
Submission Process

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



Timesheets

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

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

Student:
A Spreadsheet OK to use

Overtime:
A Required to turn irovertime report asusual*
*Electronic form is OK but digital signature still required

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




To I

Hourly Classified &
CertificatedTimesheets

Step 1

Fill Out Timesheet

Review hours worked

Complete respective
timesheet

Please notetinavailable
to sigr' in the employee
signature area if you
cannot sign

Send to department

Step 2

Review timesheet for A
completeness
Print to PDF A

Send toCost Center
Manager forreview and
approval A

Step 3

Cost Center Manager to
review and approve

Email to Business Office
Staff Services Specialist
DianaDavaasuren

Must be sent by Cost
Center Manager



Hourly Classified & Certificated
Timesheets

Timesheet Forms - Excel ? - m) X
Sign in
— Copies: |1 - -
=2 CLASSIFIED TIME SHEET Laney College
CESL REGULAR AND PART-TIME EMPLOYEES 900 Fallon Street
Print Dakland, CA 94607
Save Reporting Period: From : To: 20
. ) ePAF
- Printer
Hours Hours Hours Hours
< Microsoft Print to PDF . Date | \orked | Apsent [FEA B2t2 | \orked | Absent |FE° | | J | | J |
Save as Adobe ‘bo MON. MON. Employee 1D #
PDF - -
Printer Properties TUES. TUES. | | I | | | } l I [ | ] I | | ] |
S . WED. WED. Last Name Only - PLEASE PRINT IN THE ABOVE SQUARES
Print
Ettlngs THUR. THUR
- Print Active Sheets . ERL. ERL.
are Only print the active sheets SAT. SAT. First Name Middle Name
Export Pages: Slto - SUN. SUN.
Collated Weekly Total Weekly Total | CERTIFY THAT THIS IS A TRUE STATEMENT OF HOURS WORKED.
-
Close 123 123 123 MON. MON.
TUES. TUES. Signature
Landscape Orientation - WED. WED. Employee
Sz i THUR. THUR.
Letter
hd FRI. FRI.
Options 8.5"x 11"
SAT. SAT. THIS SPACE IS TO BE COMPLETED BY THE AUTHORIZED AMINISTRATOR
Custom Margins - SUN. SUN. Summary of Absences (hours)
(Weekly Total (Weekly Total Sick Leave Other with Pay
- Fit All Columns on One Page . MON. Monthly Total Vacation Other without Pay
Shrink the printout so that it is one.. TUES.
Page Setup WED.
THUR. ACCOUNTING CODES
HOURS| RATE | FUND - - - District Office
FRI. Cost Center Object Prog Activity Suffix Spec. Proj Line Use Only
SAT CLASSIFIED HOURLY alr
SUN. OVERTIME @1.5 a T
Weekly Total LOSS OF PAY ala
|ACDITION AL CODING
SWIFT DIFF.
Have you submitted another time sheet for this raporting period? [Comment - if Any: Administrator:

1 af2 b i [S]



Hourly Classified & Certificated
Timesheets

[£] Test.pdf - Adobe Acrobat Pro DC - X
Eile Edit View Window Help

Home  Tools Test.pdf x ﬂ @ A .
X 8 Q ® 172 KM MO O x- @ FT B L& W G B X

CLASSIFIED TIME SHEET Laney College

REGULAR AND PART-TIME EMPLOYEES 900 Fallon Street
0Oakland, CA 94607

Search

Reporting Period: From To 20
L
ePAF # Eg) Create PDF
Hours Hours Hours Hours D
Date |\ orked | Absent |FEA> Date |\ orked | Absent |TEA° | I | [ I | | | | o= Edit PDF
MON MON. Employee ID #
I LI IIIIT] B Export POF
WED. WED. Last Name Only - PLEASE PRINT IN THE ABOVE SQUARES
THUR. THUR.
Comment
FRI. FRI.
SAT. SAT. First Name Middle Name -
D Organize Pages
SUN SUN. - 9 9
'Weekly Total 'Weekly Total | CERTIFY THAT THIS IS A TRUE STATEMENT OF HOURS WORKED. [
MON MON o Scan & OCR
TUES. TUES. signature
> WED. WED. Employee » O Protect
THUR. THUR.
FRI FRI d Fill & Sign
SAT. SAT. THIS SPACE IS TO BE COMPLETED BY THE AUTHORIZED AMINISTRATOR
SUN. SUN. Summary of Absences (hours) Ia Prepare Form
Weekly Total Weekly Total Sick Leave Other with Pay
MON. Monthly Total Vacation Other without Pay [f] Sha re
TUES.
WED .
- [ Compare Files
THUR. ACCOUNTING CODES
HOURS| RATE | FUND District Office

FRL Cost Center Object prog Activity Suffix Spec. Proj. Line Use Only
SAT. (CLASSIFIED HOURLY 4| R }é More TOOIS
SUN OVERTIME @1.5 alr
(Weekly Total LOSS OF PAY ala

ADDITIONAL CODING

SWIFT DIFF. Your current plan is Creative
Have you submitted another time sheet for this reparting period ? Comment - If Any: (Administrator; Cloud

Learn More




Hourly Classified & Certificated
Timesheets

Home  Tools Test.pdf x w ® A 2
w &8 ©@ 2 R PBO@ - B P BLED

| oeson

What do you want to do?

P i b

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.

i

Request signatures

Adobe Sign




Hourly Classified & Certificated
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