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Timesgggl:xr‘ = Total Solution

» TimesheetX helps schools automate the timesheet
submission and approval process for student
employees, supervisors, and administrators.

» TimesheetX is seamlessly integrated with MCLA's
Banner system.
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» Easy to manage online timesheets

» No compliance issues due to powerful edits that
ensure timesheet entries comply with state/federal
labor laws.

» No math errors and illegible timesheet entries
previously experienced with paper timesheets

» Deadline reminders ensure timely submissions from
student employees and approvals for supervisors.

» Automated warnings
» Web accessibility
» E-signature enabled
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Today's Training Topics

» Supervisor login process

» Supervisor approves a student employee’s timesheet

P
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First time visiting MCLA's Tmesheeﬁ

Powere d by Next Ge:

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

'

site?

A  Employees Employers & Administrators

Tmeshee@

Students Supervisors
¥ Enter time and submit your timesheets!! Looking for a job? Go here Manage employee timesheets, Employment guidelines and required
i P documents are at your fingertips!
Y

Please navigate to the following URL and click the ‘Supervisors’ link to access the
TimesheetX On-Campus Supervisor home Page.

https://mcla.studentemployment.ngwebsolutions.com/

The site is also accessible under MyMCLA->Everyone->TimesheetX
nextgens
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https://mcla.studentemployment.ngwebsolutions.com/

TimesheetX Supervisor & Administrator Home (To Do Items)

MCLA MCLA

MASSACHUSETTS COLLEGE OF IASSACHUSETTS COLLEGE OF
A Employees  Employers & Administrator: A | Employees  Employer &A@lnls(ra(crs /
TimesheetX Employer Home (To Do Items)
g— Timesheet Control Panel

| | Employment News | | Employer Tools | Employment News | | Employer Tools
@F oooooo d Inf oooooooo @Tme h et Management Login _ @F oooooo d lnformation {©) Timesheet Management Login
General infor b ut post gj jobs, hiring, and a Login to manage your timesheets. eral inf b ut pos g] obs, hiring, and a Login to manage your timesheets,
toaHUmversl(y st d employment forms. ta aHUmversity student employment forms.
a Request a Login L 3 Request a Login
[M Suggestion Box Click above if you n On-Campus Employer who has \_&Suggesuon Box Click above if you are an On-Campus Employer who has
Send us your suggestions, ideas, or concerns! never logged in bef f Send us your suggestions, ideas, or concerns! never logged in befors

@u ser's Guide [Doq [PDF]
Download the W 's Guide in DOC or PDF forr

@u 's Guide [DOC] [PDF]
Download the Web site User's Guide in DOC or PDF forr

To approve your student employee(s) timesheets, you can either click the ‘Timesheet
Management Login’ link in the middle of the On-Campus Supervisor Home Page

OR

Click the ‘“TimesheetX Employer Home (To Do Items)’ link found on the Employers &
Administrators horizontal menu at the top left section of your screen.
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Login to TimesheetX

»y M\ CL APortal

Please enter your MCLA ID
(Example: a10001000@mcla.edu)

Example: a10001000@mcla.edu

Password

Can't access your account?

If you are not already logged into the Portal, please enter your MCLA ID and
Password to login to TimesheetX.
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Hire has been approved! /

Student employee has completed their timesheet /
and turned it into you, their Supervisor!

Now, it's time for you to approve their
timesheet!
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Review your Student Employee’s Timesheet

‘Welcome, Test Employer | Logout
A  Employees TimesheetX = Access & Audit

Welcome, Test Employer

welcome, Test On-Campus Supervisar
To Do Items
To Do Items
Cost center | Student Employment ¥
All Cost Centers " Only show time sheets for which | am the primary supervisor
#0nly sho| Financial Aid ary supervisor . . .
® Show all time sheets regardless of being a primary supervisor
Show all EOLENTE Em;kyment B'& primary supervisor

Filter by timesheet status Filter by employee

Filter by timesheet status

Date Range |6/14/2018 to 6/14/201%
¥/ Returned To Supervisor (0) First Name I Returned To Supervisor (0)
#/Incomplete By Supervisor (0) | .y jame #|Incomplete By Supervisor {0)  Filter by employee

@ .
¥ pending Approval (1) Resubmitted By Employee (0)

Last Mame
# pending Approval (0)

Filter by employee

> E B B S

Export Export Print Approve Reject Dismiss. Take
Summary Details Timesheets i £ ’3 ’E Y 3 & @
Select All / De-Select All Show 25 ¥ [==T Export Export Print Apprave Reject Dismiss Take Email
Summary Details Timesheets Timeshests Timeshests Timesheets Possession Employees
select All f De-Select All Show |25 v | results per page 1to7of 7 |<< < > >»
Timesheet Status: Pending Approval
Bi-Weekly Pay Schedule: 12.18.17 - 12.31.17
Name Job Hours Break Mins 5 Timesheet Status: Delinquent
Roy 3 Rogersi Test 120717 5 a 1

MCLA Bi-Weekly Pay Schedule: 05/12/19 - 05/25/19

Name Job

Hours Break Mins Employee Deadline Last Modified
Frank c Ropers? Test Financial Aid lob - 06/03/10

5/25/2018 G:00 AM AMA2/2016 6:47 Al O

You will be placed on the TimesheetX ‘To-Do Items’ page.

Select a cost center from the drop-down box at the top (if you have permission to complete
timesheets for more than one cost center).

You may need to click the radio button ‘Show all timesheets regardless of being a primary supervisor
to view timesheets you may be designated as the secondary supervisor.
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#  Employees TimesheetX Reporting Access & Audit  Help

Welcome, Test On-Campus Supervisor
To Do ltems

) Only show time sheets for which | am the primary superviser
'® Show all time sheets regardless of being a primary supervisor

Filter by timesheet status
¥ Returned To Supervisor (0)

Date Range |6/14/2018 to 6/14/2019
¥ Incomplete By Supervisor (0)  Filter by employee

¥l Delinguent Timesheets (7) First Name l:l
] i
¥l pending Approval (1)

Filter by employee

Export Export Print Approve Reject Dismiss Take Email
Summary Details Timesheels Timesheels Timesheels Timesheets Possession Employees

Show results per page

| select All / De-5elect All

Timesheet Status: Delinquent

MCLA Bi-Weekly Pay Schedule: 05/12/19 - 05/25/19

Name Job Hours
[l Frank c Rogers3

Break Mins
Test Financial Aid Job - 06/03/19

[l Samueld Rogersd Test Financial Aid Job - 06/03/19

Filter Timesheets by Student Employee

tDSDf8|<< < 3 an

-

Employee Deadline
5/25/2018 900 AM

Last Modified
6/12/2019 ©:42 AM

QA
QA

5/25/2018 9:00 AM 6/12/2019 9:45 AM

To filter all timesheets on your “To Do Items’ page for one specific student employee, simply enter the
initial of the student employee’s first name and/or entire last name. Then, click the ‘Filter by employee’
button. All their timesheets not currently finalized will be presented to the Supervisor/Administrator user.

nextgen®
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Review your Student Employee’s Timesheet

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

#  Employees TimesheetX Reporting Access & Audit = Help

Welcome, Test On-Campus Supervisor

To Do Items

Only show time sheets for which | am the primary supervisor
®' show all time sheets regardless of being a primary supervisor

Filter by timesheet status Date Range |6/14/2018 to 6/14/201%

Returned To Supeggisor (0)
Incomplete ervisor (0) Filter by employee
Delin imesheets (2) First Name

mitted By Employee (0) Last Name

¢ panding Approval (1)

Filter by employee

1. When entering into this screen, all the timesheet status boxes will be checked.
This will ensure all timesheets (in any status) are being presented to the supervisor.
2. To locate timesheets requiring approval, you can uncheck the other timesheet
status boxes and leave the box checked next to the ‘Pending Approval’ status
only.
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A | Employees TimesheetX Reporting Access & Audit

Welcome, Test On-Campus Supervisor

To Do Items

© Only show time sheets for which | am the primary supervis

® Show all time sheets regardless of being a primary supervi

Filter by timesheet status Date Range |§/14/2018 to &
I Returned Te Supervisor (3)

[ Incomplete By Supervisor (0)  Filter by employee

) Delinguent Timesheets (2) First Name

[m] i

. Resubmitted By Employee (0) Last Name |:
¥ pending Approval {1)

Filter by emplc
Currently filtering by name: rogers2  (remove name filter)

Export Exp Pri
Summary Details

int Approve ject
Timesheets Timesheets Timesheets

[ select All / De-Select All

Timesheet Status: Pending Approval

MCLA Bi-Weekly Pay Schedule: 06/09/19 - 06/22/19
Name Job

[ Ted b Rogers2 Test Financial Aid Job - 06/12/19

Review your Student Employee’s Timesheet

#A  Employees TimesheetX Reporting Access &Audit = Help

Welcome, Test On-Campus Supervisor

To Do ltems

2 Only show time sheets for which | am the primary supervisor

® Show all time sheets regardless of being a primary supervisor

Filter by timesheet status

Date Range |6/14/2018 to 6/14/2019
") Returned To Supervisor (0)
[ Incomplete By Supervisor (0)  Filter by employee
(=] i
| Resubmitted By Employee (0) Last Name l:l
¥ pending Approval (1)
Filter by employee

[ pelinquent Timesheets (2)

#  Employees TimesheetX Reporting Access & Audit = Help

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21,2019 9:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
Currently filtering by name: rogers2  {remove name filter) sunday, June 09 8:00 AM 11:00 AM - 3hrs| Edit Delete
» Add New Entry
@ E E Employee Ted b Rogers2 ‘ ‘
- B 5 Total: 3hrs
Bt Bt el e R CostCenter Financial Aid (FO3AA-3052-3B-CC5-0000)
Summary  Defalls  Timesheets Timesheels Time Job Title Test Financial Aid Job - 06/12/19 Approve | | Reject | [ Lok |
Status Pending Approval
| Select All / De-Select All ) |
Pay Period 06/09/19 - 06/22/19
Deadline June 20, 2019 9:00 AM
— Class Schedule
Time Sheet Entries
Timesheet Status: Pending Approval
Date Start End Break Course Title Start Date End Date Days Start End
MCLA Bi-Weekly Pay Schedule: 06/09/19 - 06/22/19 sunday, June 8, 2019 2:00 AM 11:00 AM Beginning Algebra (details) 06/01/2017  |12/31/2019  |[MW  [10:00AM  |11:50 AM
Name Job Tot | Coll Readnga:stdy Ski (detzils) 06/01/2017  |12/31/2018  |[TuTh [9:30AM  [10:45AM
[ TedbRogersz Test Financial Aid Job - 06/12/19 3 0 5/21/2018 8:00 AM | Intro Psychology (details) 06/01/2017  |12/21/2019  |[TuTh [11:00AM [12:15PM

Hours Break Mins
3 0

Supervisor Deadline
6/21/2018 9:00 AM

Last Medified
6/14/2019 10:33 AM

SN

Pay Period Info Hire Details [Awards [ Supervisors [A:mums [ Notes

06/09/19 - 06/22/19

Start - Sunday, June 9, 2019

End - Ssturday, June 22, 2019

Employee Deadline - Thursday, June 20, 2018 (%:00AM)
Supervisor Deadline - Friday, June 21, 2019 (9:004M)
Pay Date - Friday, June 28, 2019

Once you've located the timesheet you wish to review/approve, you can either mouse over the magnifying
glass to review the timesheet entries or click on the magnifying glass to review more details about this hire
and/or timesheet or edit/approve/reject the timesheet individually.

nextgen®
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Approve your Student Employee’s Timesheet

A  Employees TimesheetX Reporting Access &Audit Help

Welcome, Test On-Campus Supervisar
To Do Items

] QOnly show time sheets for which | am the primary supervisor

® Show all time sheets regardless of being a primary supervisor

Filter by timesheet status
[ Returned To Supervisor {0}
(] Incomplete By Supervisor (0)

Date Range |6/14/2018 to 6/14/2019 |

Filter by employee
[ Delinquent Timesheets (2) First Mame | ‘
@ .
- Resubmitted By Employee (0) Last Name |rogersz ‘
¥ pending Appraval (1)
Filter by employee

Currently filtering by name: rogers2 (remove name filter)

L fe b e

Print Dismiss Take Email
Summary Details Timesheet Timesheets P i Employ
[ select All / De-Select Al

Show results per page

| dltotof1]es < > =

Timesheet Status: Pending Approval

CLA Bi-Weekly Pay Schedule: 06/09/19 - 06/22/19
Name Job

Hours Break Mins
[l Ted b Rogers2 Test Financial Aid Job - 06/12/19 3 o}

Supervisor Deadline
6/21/2010 9:00 AM

Last Modified

6/14/2019 10:33 AM QQ E&

If you have multiple timesheets you’d like to approve, simply click the box next to each timesheet you
wish to approve. Then, click the ‘Approve timesheets’ icon at the top of your “To Do’ page.

nextgent
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MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

#  Employees TimesheetX Reporting Access & Audit = Help

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial 4id Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline Juns 21, 2019 9:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
sunday, June 0% 8:00 AM 11:00 AM - 3 hrs| Edit Delete
» Add New Entry —
Total: | 3 hrs ‘
| Approve | | Reject | | Lock |

Add a New Entry to your Student’s Timesheet

Welcome, Test On-Campus Supervisor | Logout

[ Print Time Sheet ]

Click ‘Add New Entry’ if you wish to add another entry

nextgen®
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Edit an Individual Student Employee’s Timesheet
MCLA MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

A Employees = TimesheetX = Reporting Access &Audit Help A Employees TimesheetX Reporting  Access &Audit  Help
Manage Time Sheet Manage Time Sheet [Print Time Sheet ]
Employee Ted b Rogers2 Employee Ted b Rogers2
' Job Title Test Financial Aid Job - 06/12/19
Job Title Test Financial Aid Job - 06/12/19

Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline june 21,2019 2:00 AM

Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21, 2019 9:00 AM

Time Sheet Entries
Time Sheet Egtries -
Date Start End Break Hours Edit Delete
Date reak H
sunday, June 09 8:00 AM 11:00 AM - 3hrs Delets
Sunday.Juneos - . 3hrs 11:00 AM 12:00 PM - 1 hr Delete
|sunday, June 9, 2019 v NoBreak v ||| Add | | Cancel » Add New Entry
Total: 3hrs Total: ‘ 4hrs ‘
ﬂ ‘ Approve ‘ ‘ Reject ‘ ‘ Lock ‘
Class Schedule
Course Title Start Date End Date Days Start End Class Schedule
Beginning Algebra (details) 06/01/2017 12/31/2019 MW 10:00 AM 11:50 AM
Coll Readng&sStdy Ski (details) 06/01/2017  |12/31/2018  |TuTh |9:30 AM 10:45 AM Course Title Start Date EndDate  Days Start End
Intro Psychology (details) 06/01/2017  |12/31/2019  [TuTh [11:00AM [12:15PM Beginning Algebra (details) 06/01/2017  |12/31/2019 MW |10:00AM | 11:50 AM
Coll Readngastdy Skl (details) 06/01/2017  |12/31/2018  [TuTh |9:30 AM 10:45 AM
Pay Period Info l Hire Details [ Awards r supervisors f‘““‘““ [ Notes Intro Psychology (details) 06/01/2017  |12/31/2019  [TuTh |11:00AM |12:15PM
06/09/19 - 06/22/19 Pay Period Info | Hire Details f Awards f Supervisors f Accounts ( Notes
Start - Sunday, June 9, 2019
End - Saturday, June 22, 2019 06/09/19 - 06/22/19
-Th 19 (S:00AM,
Employee Deadline - Thursday, June 20, 2019 (3:00AM) tart - Sundiay, June ©, 2010
Supervisor Deadline - Friday, June 21, 2019 (9:00AM)
iy Dl - Fiay e 28,2018 End - Sawrday, June 22,2019
a/ . . Employee Deadiine - Thursday, June 20, 2019 (9:004M)

1. Select the date, start time, end time, and break minutes (if applicable).
2. Click ‘Add’ to save the new entry.

3. After changes are completed, you may approve the timesheet by clicking ‘Approve’.

hextgens Timesheet[)D
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Edit your Student Employee’s Timesheet

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

A Employees TimesheetX Reporting = Access & Audit  Help
Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline Jjune 21,2019 9:00 AM
Time Sheet Entries
Date Start End Break Hours Edit Delete
Sunday, June 09 8:00 AM 11:00 AM 3hrs| Edit Delete
11:00 AM 12:00 PM 1 hr| Edit Delete
» Add New Entry
Total: ] 4 hrs |
Approve l l Reject J [ Lock J

1. If you need to make changes to the timesheet, click ‘Edit’

Welcome, Test On-Campus Supervisor | Logout

[ Print Time Sheet ]

2. The timesheet will now be locked to you until you save your changes.

nextgent

NGWeb Solutions, LLC - Confidential and Proprietary - Do not share without permission

Timengg@ A



MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

A Employees TimesheetX Reporting Access &Audit Help

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21,2019 9:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
Sunday, June 08 8:00 AM 11:00 AM - 3hrs| Edit Delete
11:00 AM 12:00 P -- 1hr| Edit Delete
» Add New Entry
Total: I 4 hrs |
Approve l | Reject | | Lock I

Reject your Student Employee’s Timesheet

Welcome, Test On-Campus Supervisor | Logout

[Print Time Sheet ]

If you need to reject the timesheet back to the student employee, click the ‘Reject’

button.

nextgen®
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Reject your Student Employee’s Timesheet

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

#  Employees TimesheetX Reporting Access &Audit Help

Reject Time Sheet
Employee Ted b Rogers2

Job Title Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19-06/22/1%
Deadline June 21, 2019 9:00 AM

Describe the reason for the rejection below:

Because of its current status, this time sheet will be rejected to the student.

Sorry, your timasheet has been rejectad.

The message below will be e-mailed to the student and added to the time sheet notes. < Reject Time Sheet

Time Sheet Entries
Date Start End Break Hours
sunday, June 09 2:00 AM 11:00 AM - 3hrs
11:00 AM 12:00 PM - 1 hr
Total: 4 hrs

1. Enter the reason you are rejecting the timesheet and click ‘Reject Time Sheet’.
2. An e-mail will be sent to the student employee notifying them their timesheet has been
rejected.

nextgen~ ’~"é7\)
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Timesheet Control Panel
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Timesheet Control Panel

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

#  Employees TimesheetX Reporting Access & Audit  Help
My Control Panel

Welcome, Test On-Campus Supervisor

Show archived hire data?

Jobs for which | am the primary supervisor

Test Financial Aid Job - 06/03/19 Manage Job View Hires

Test Financial Aid Job - 06/12/19 Manage Job View Hires h

The Supervisor Timesheet Control Panel is where Supervisors can
access/manage job, hire, and timesheet information for which they are a primary
supervisor. To access this page, click ‘Timesheet Control Panel’ under the
TimesheetX menu.

To view specific hire or timesheet data for one or more student employees, click
the ‘View Hire’ link

nextgen® ’:\)
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Timesheet Control Panel

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

@  Employees TimesheetX Reporting Access & Audit  Help
My Control Panel

Welcome, Test On-Campus Supervisor

! Show archived hire data?

Jobs for which | am the primary supervisor

Test Financial Aid Job - 06/03/19 Manage Job View Hires

Test Financial Aid Job - 06/12/19 Manage Job View Hires
Employee Name Extras Current Time sheet All Time sheets g. Award Amt Award Balance Hire Dates Wage Status
Roy a Rogers1 Detzils  Goto time sheet All time sheets 750.00 492.50 5/12/2019 - 12/31/2019 10.00 Active
Ted b Rogers2 N/A Go to time sheet All time sheets 1000.00 1000.00 5/12/2019 - 12/31/2019 10.00 Active

1. To view a student employee's current timesheet, click ‘Go to timesheet’ under
the ‘Current timesheet’ section.
2. To view all timesheets for the student employee, click the ‘All timesheets’ link.

nextgen~ ’~"é7\)
Timesheet X
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Manage Hire Details

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

A Employees TimesheetX Reporting Access &Audit Help
My Control Panel

Welcome, Test On-Campus Supervisor

|-/ Show archived hire data?

Jobs for which | am the primary supervisor

Test Financial Aid Job - 06/03/19 Manage Job

Test Financial Aid Job - 06/12/19 Manage Job
Employee Name as  Current Time sheet All Time sheets Orig. Award Amt Award Balance
Roy a Rogers1 Details  Go to time sheet All time sheets 750.00 492,50
Ted b Rogers2 N/A Go to time sheet All time sheets 1000.00 1000.00

Welcome, Test On-Campus Supervisor | Logout

View Hires

View Hires
Hire Dates Wage Status
5/12/2019 - 12/31/2019 10.00 Active
5/12/2019 - 12/31/2019 10.00 Active

To manage hire details (e.g. primary contact, expected hours p/week, hire end date, etc.) via the
Timesheet Control Panel, click on the student employee’s name. Then, edit the applicable hire data and

click the ‘Submit’ button to save your entries.

Important Note: Supervisors are not authorized to manage a student employee’s wage, hire start date or
pay schedule. These changes must be made by an authorized MCLA TimesheetX Administrator.

nextgen®
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View Class Schedule Information

To view your student’s class
schedule, click the ‘Go To Timesheet’
link from the Timesheet Control
Panel for their Current Timesheet or
the ‘All Timesheets’ link and then ‘Go
To Timesheet' link next to the pay
period you wish to review their
timesheet. The Class Schedule is
important to review because
students are not allowed to work
when they’re scheduled to be in
class unless it is an approved
holiday.

If your student has inadvertently
worked during a scheduled class,
TimesheetX will not enable hours
that conflict with a class start/end
day/time to be entered to ensure
MCLA is not out of compliance with
FWS regulations. Please have your
student contact the Student
Financial Services office if this issue
should be encountered.

nextgen®

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

#  Employees TimesheetX Reporting Access &Audit  Help

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21, 2019 9:00 AM

[ Print Time Sheet ]

Time Sheet Entries
Date Start End Break Hours Edit Delete
sunday, June 09 £:00 AM 11:00 AM 3hrs| Edit Delete
11:00 AM 12:00 PM - 1hr| Edit Delete
» Add New Entry
Tntal:‘ 4 hrs|
| Approve | | Reject | | Lock |
Class Schedule
Course Title Start Date End Date Days Start End /
Beginning Algebra (details) 06/01/2017 12/31/2019 Mw 10:00 AM 11:50 AM
Coll Readng&Stdy Skl (details) 06/01/2017 12/31/2018 TuTh |9:30 AM 10:45 AM
Intro Psychology (details) 06/01/2017 12/31/2019 TuTh |11:00 AM 1215 PM

Pay Period Info | Hire Details l Awards l Supervisars [ Accounts [ Notes

06/09/19 - 06/22/19

Start - Sunday, June 9, 2018

End - Saturday, June 22, 2019

Employee Deadline - Thursday, June 20, 2019 (3:004M)

Timeshee’sl\%
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View Pay Period Information
MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

#  Employees TimesheetX Reporting Access & Audit  Help
[ Print Time Sheet ]

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19-06/22/19
Deadline June 21, 2019 9:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete

Sunday, June 09 2:00 AM 11:00 AM - 3 hrs| Edit Delete
11:00 AM 12:00 PM - 1hr| Edit Delete

» Add New Entry

Total: | 4hirs |
| Approve | | Reject | | Leck
Class Schedule
Course Title Start Date End Date Days Start End

Beginning Algebra (detail 06/01/2017 12/31/2019 MW 10:00 AM 11:50 AM
Coll Readng&Stdy § 06/01/2017 12/31/2018  |TuTh |9:30 AM 10:45 AM
Intro Psychpl Petails) 06/01/2017 12/31/2019  |TuTh |11:00 AM 12:15PM

Pay Period Info Hire Details (hwands (Supemsurs (A:munm ( Notes

06/09/19 - 06/22/19

Start - 5unday, June 8, 2019

End - Saturday, June 22, 2019

Employee Deadline - Thursday, June 20, 2079 (9:00AM)
Supervisor Deadline - Friday, June 21, 2019 (2:004M)
Pay Date - Friday, June 28, 2019

Once inside a specific timesheet, to view Pay Period Details, click on the ‘Pay
Period Info’ tab.
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View Hire Detalils
MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout

A  Employees TimesheetX Reporting Access & Audit Help

Manage Time Sheet [Print Time Sheet ]
Employee Ted b Rogers2

Job Title Test Financial Aid Job - 06/12/10
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21,2019 9:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
Sunday, June 09 2:.00 AM 11:00 AM - 3 hrs| Edit Delete
11:00 AM 12:00 PM - 1hr| Edit | Delete
» Add New Entry
Total|  4hrs
| Apprave | | Reject | | Lock |
Class Schedule
Course Title Start Date End Date Days Start End
Beginning Algebra (details) 06/01/2017  [12/31/2019 (MW  [10:00 AM | 11:50 AM
Coll Readng&Stdy Skl (details) /01/2017 1213172018 TuTh |9:30 AM 10:43 AM
Intro Psychology (details) 06/01/2017  [12/31/2019  (TuTh [11:00 AM  |12:15PM

Pay Period Info | HireDetails | Awards (Supervisnrs (A(nuum: ( Notes

Hire Details
Title - Test Financial Aid Job - 06/12/15

Cost Center - Financial Ald (F03AA-3052-3P-CC5-0000) —
Wage - $10.00

Hire Start - Sunday, May 12, 2019
Hire End - Tuesday, December 31, 2019

Once inside a specific timesheet, to view Hire Details, click on the ‘Hires Details’
tab.

hextgens Timesheet[)\%
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View Award Information
MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS
Welcome, Test On-Campus Supervisor | Logout
# | Employees TimesheetX Reporting Access & Audit =~ Help

Manage Time Sheet
Employee Ted b Rogers2
JobTitle Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21, 2019 9:00 AM

[ Print Time Sheet ]

Time Sheet Entries

Date Start End Break Hours Edit Delete
Sunday, June 09 5:00 AM 11:00 AM - 3hrs| Edit Delete
11:00 AM 12:00 PM - 1hr| Edic Delete

» Add New Entry

Total: ‘ Lhrs |
Approve | | Reject | ‘ Lock |
Class Schedule
Course Title Start Date End Date Days Start End

Beginning Algebra (detsils) 06/01/2017 12/31/2019 MW 10:00 AM 11:50 AM

Coll Readng&Stdy Skl (details) 06/01 7 (1273142018 [TuTh |9:30 AM 10:45 AM
Intro Psychology (details) 12017 12/31/2019 TuTh |11:00 AM 1215 PM
Pay Pericd Info ( Hire Details Awards Supervisors ( Accounts ( Nates

Awards

College Funded Position CFP Academic Year 2018 - 2019 £1,000.00 %1,000.00

Once inside a specific timesheet, to view Award Details, click on the ‘Awards’ tab.
The award details will include the award type, award period, original award
amount and remaining award balance.

nextgen®
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Once inside a specific timesheet, to view Supervisor & Accounts, click on the ‘Supervisors’ or ‘Accounts’
tab.

View Supervisor & Account Information

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

#  Employees TimesheetX Reporting  Access & Audit

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/19

Help

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

A  Employees TimesheetX Reporting Access & Audit

Manage Time Sheet
Employee Ted b Rogers2
Job Title Test Financial Aid Job - 06/12/1%

Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21, 2019 9:00 AM

Status
Pay Period
Deadline

Pending Approval
08/09/19 - 06/22/19
June 21, 2019 9:00 AM

Help

Time Sheet Entries Time Sheet Entries

Date Start End Break Hours Edit Delete Date Start End Break Hours Edit Delete
Sunday, June 09 8:00 AM 11:00 AM S3hrs| Edit Delete Sunday, June 09 5:00 AM 11:00 AM 3hrs| Edit Delete
11:00 AM 12:00 PM 1hr| Edit Delete 11:00 AM 12:00 PM 1hr| Edit Delete

» Add New Entry » Add New Entry

Tota]  2hs| Total:]  4hrs]
Approve | | Reject | | Lock ‘ Approve | | Reject | | Lock |
Class Schedule Class Schedule
Course Title Start Date End Date Days Start End Course Title Start Date End Date Days Start End

Beginning Algebra (details) 06/01/2017  (12/312019 MW |10:00 AM  |11:50 AM Beginning Alzebra (details) 06/01/2017  [12/31/2019 MW |10:00AM  |11:50 AM
Coll Readng&Stdy Ski [details) 06/01/2017 018 TuTh [9:30AM 10:45 AM Coll Readng&Stdy Skl [details) 06/01/2017 12/31/2018 uTh |9:30 AM 10:45 AM
Intre Psychology [details) 06/01/2017, 13172019 TuTh [11:00 AM 12:15 PM Intre Psychology (details) 06/01/2017 12431740, TuTh [11:00 AM 12:15PM

Pay Period Info (HiIEDElaiE (Man:ls Supervisors I Accounts | Notes

Primary Supervisor
Test On-Campus Supervisor

Secondary Supervisors
Mane

Afpm—

Fay Period Info (Hil!DElails (ﬂmarﬂs (Supervim Accounts I Naotes

Accounting Info
Effective Sunday, May 12, 2019
College Funded Position (CFP)

CFP Academic Year 2018 - 2019

e

100.0%  ~$40.00

The Accounts tab will present gross earnings for any time entered on that timesheet, to date.

nextgen®
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View Timesheet Notes & Audit History
MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

i Employees  TimesheetX Reporting  Access & Audit  Help

Manage Time Sheet
Employee Ted b Rogers2
JobTitle Test Financial Aid Job - 06/12/19
Status Pending Approval
Pay Period 06/09/19 - 06/22/19
Deadline June 21, 2019 9:00 AM

Time Sheet Entries
Date Start End Break Hours Edit Delete
Sunday, June 09 2:00 AM 11:00 AM - 3bhrs| Edit Delete
11:00 AM 12:00 PM - 1hr( Edit Delete
» Add New Entry
Tolal:‘ 4 hr5|
[ Approve | [ Rejece | [ Lok |
Class Schedule
Course Title Start Date End Date Days Start End
Beginning Algebra (details) 06/01/2017 12/31/2019 MW 10:00 AM 11:50 AM
Coll Readng&Stdy Ski (details) 06/01/2017 12/31/2018 TuTh |9:30 AM 10:43 AM
Intro Psychology (details) 06/01/2017 12/31/2019 Tu T 100 AM 12:15PM

Pay Period Info ( Hire Details ( Awards ( Supervisors ( Accounts | Notes

Time Sheet Notes
[ Add Note ]&
Mote Type User Date
Entry Added Tes: On-Campus Supervisor Friday, June 14, 2019 11:38 AM

Timesheet Entry Added

Time Sheet Submitted Ted b Rogers? Friday, June 14, 2019 10:33 AM

To view Timesheet Notes and Audit History, click on the ‘Notes’ tab.

A Supervisor, Administrator, or Student employee may enter a manual note by clicking the ‘Add Note +’
link.

Once the note has been entered, click the ‘Add Note’ to save the entry. .

nextgen® Timeshee /)D
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Supervisor view of Student Employee’s Award and
Class Schedule Details

nextgen® Timeshee@ A
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Search / View Award and Class Schedule Details

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

Welcome, Test On-Campus Supervisor | Logout
#  Employees Tlmﬁh@)( Reporting = Access & Audit  Help

Welcome, Test On-Ca

Timesheet Employer Home (To Do ltems)
To Do ltems

Manage TimesheetX Jobs

Timesheet Control Panel

® Only show Budget Details I
© Show all tiy  Budget Dashboard r
Search Student Awards and Class Schedules

Filter by timesheet status Date Range |6/14/2018 to 6/14/2019 |
¥ Returned Ta Supervisar ()

¥ Incomplete By Supervisar (0) Filter by employee
¥ Delinquent Timesheets (7)

7 First Name
¥ Resubmitted By Employee (0)
¥l Pending Approval (1) Last Name

Filter by employee

» Supervisors have a fast and easy way to view a specific student employee’s
current and past award and class schedule information.

» Click the ‘Search Student Awards and Class Schedules’ from the TimesheetX
menu option at the top of your screen.

nextgen® Timeshee@
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Search / View Award and Class Schedule Details

MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

Welcome, Test On-Campus Supervisor | Logout
A  Employees TimesheetX Reporting Access & Audit Help

Supervisor Employee Search Panel

Find Employee information:

First Name: I ]
|

Last Neme: | l—

Employee 6 ] o —
Find Employees |

Search Results:

Employees
B

» Enter the student employee’s last name or Employee ID.

» Click the student employee’s name link.

nextgen® ﬁmeshee@ A
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Search / View Award and Class Schedule Details
MCLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

Welcome, Test On-Campus Supervisor | Logout
#  Employees TimesheetX Reporting  Access & Audit  Help

Back to Search
Roy a Rogers1

Student Record Details

Grad Year 2018
war Yes
197 Yes
SAP? Yes
Awarded? Yes
Credit Hours 12

Display: Employee Information

Awards

Award Name Amaount Balance Term

FW5 Academic Year 2018 - 2019
Federal Work Stud 750.00 292.50
ederal Woristudy § s (09/05/2018 - 07/15/2019)

Classes

Current Class Schedule

Course Title Start Date End Date Days Start End

Coll Readng&Scdy Skl [details) 06/01/2017 12/31/2019 TuTh 11:00 AM
Found of Sport Mgmt (details) 06/01/2017 12/31/2019 MWF 1:00 PM
Fresh Sem-Sport Mgt (details) 06/01/2017 12/31/2019 MW 2:00 PM

12:15 PM
1:530 PM
3:15PM
2:20PM

Pre-Algebra (details) 06/01/2017 12/31/2019 TuTh 12:30 PM

» Student award (Current & Old) and/or most recently uploaded Class
Schedule data will be presented to the user.
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WE’RE FINISHED!
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Questions?




