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April 23, 2009
To:
All Supervisors
From:
Sharon Gates – Executive Director of Payroll & Fringe Benefits

Janice Holton – Student Payroll Specialist

Re:  STUDENT TIMESHEETS
Please use the following instructions for filling out your daily timesheet:

ID number:
Use Peoplesoft ID#.  If you don’t know it, call Payroll or Job Placement.

Record#: 

Use record # 0, unless you have multiple jobs (contract 

Payroll or Job Placement for additional record #’s)
Employee name:
Use legal name on file with GRCC (no nicknames)

Department:

Complete a separate time sheet for each department you 

work in.



Pay group:

ST 1

Pay Period begin
Refer to attached payroll schedule - must enter as mm/dd/yy 

date:


(including back slash)

Pay Period end 
This is a formula and will automatically fill in.  

and Check date:




Days of week:

This is a formula and will automatically fill in.  


Times:


Do Not Use Military Time.  You must include AM or 
PM (in all capital letters!) and put a space between the time & AM or PM   (i.e. 8:00 AM, 3:10 PM).  

Times in:

Record time you start working, return from lunch etc

Times out:

Record time you stop working, leave for lunch etc
Hours worked:
This is a formula and will automatically calculate.  

Total Weekly Hrs:
This is a formula and will automatically calculate.  

Total Reg Hrs:

This is a formula and will automatically calculate.  

Total OT Hrs:

This is a formula and will automatically calculate.  


Total Pay Period Hrs:
At top of timesheet.  Both Reg & OT are a formula and will 
automatically calculate.  


Signatures at bottom:
All must be signed before turning in to payroll

Turn your time sheet in to your supervisor on time.  If you are absent when your timesheet is due, you must make arrangements to ensure your timesheet is processed.  We do not accept faxes or copies of timesheets.  We must receive the original.  Timesheets turned in late may not be processed until the following pay period.
SUPERVISORS
Please familiarize yourself with the student employee guidelines listed above. Time sheets are due to the Payroll Department by 12 noon on the Monday following each pay day.  Do not turn timesheets in to Job Placement.  Please refer to the payroll schedule to determine your own department deadlines for turning in timesheets on time.  As a timekeeper, your role is to do the following:


Verify all employees have completed a timesheet


Verify hours 


Verify all areas are filled in correctly, Employee ID#, Name, Department, Dates, 

Verify all signatures are in place. (If employee is not available, note on timesheet)

IMPORTANT:  Designate a backup timekeeper.  If you are absent, you must make arrangements to ensure your students timesheets are submitted on time.  If timesheets are missing or not submitted on time, employees may not be paid.  We pay 1500 employees and we will NOT know if your timesheet(s) are missing.  If you have questions please contact Janice (4018), Becky (4038), or Sharon (4058) in Payroll or Luanne (4174) or Chris (3738) in Job Placement.
Copies of the timesheet can be found at www.grcc.edu/jobplacement or on the “S” drive:

S:\College Information\Student Employment\Student Time Sheet
STUDENTS
You can find copies of the timesheet, instructions, and payroll schedule at www.grcc.edu/jobplacement
