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|. Timesheet Entry

Timesheet Entry will be accessed via the Ramapo portal.

3 My Ramapo Portal - Ramapo College of New Jersey - powered by SunGard Higher Education - Microsoft Internet Explorer =151
File Edit ‘iew Favorites Tools  Help | f',"
. - n N =
- &) - ) -Ir i 7, o= 1 ﬁ ot
eﬁack </ |ﬂ lg __ﬂ | P Search \:r\( Favorites {_3 = Ki
Address [(@) hetpifjimy ramspo.sdfcphome,logint B uns »

Secure Access Login

i | This secure site provides the Ramapo College student, faculty and staff
Password: | communities with access to a growing number of on-line services. Inside you can

check v our e-mail, calendar, and participate in onling groups,

" s If you are using a pop-up blocker, you may not be able to access all of the
aving problers logaging in? Click here, . . H ] I
services available in My Ramapo. Please disable vour pop-up blocker while
you are using MyRamapo.

Welcome to the My Ramapo Luminis Portal.

How do I get a user name and password?

CLICK HERE
What's Inside?
Mv. Ramapo additional I'.nks B E-mail: Sand and receive e-mail, and create your ewn persanal address baok.
Quick Reference User Guide

My Ramapo F&Q
Usage Policy
Forgot your password?

talendar: Access and manage your personal, course and school calendars.

Groups: Creste, manage and join group homepages for clubs, affiliations and interests.

Make this my homepage.

and much more...
click here for instructions on how to make your

brawser load this page on startup,

Copyright @ SundGard 1998 - 2006, Top

SUNGARD'
HIGHER EDUCATION

Access the portal by entering User Name, Password, and clicking on the Login
button.

The My Ramapo page will appear.

osoft Internet Explorer =1

File Edit Wiew Fawvorites Tools  Help |

eﬁack - \J - Iﬂ Ig _h | /.__) Search \I-‘:‘\'( Favorites {_‘3 e L“_f E E _J ﬁ ‘3

Address I@j http:ffmy ramapo.edufcp/render .userLayoutRootMode UP j Go ‘ Lit

Content/Layout welcome Dell:lr? Schdu.ltes =] % @
o are currently logged in. e-mail calendar groups logout  help
WIEET Gk Tutorial Employee Resources Tech Connect  Sample  Personal October 4, 2007
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Click on the Employee Resources, EMPloyee Resources .,

Under Web Self-Service click on the Banner Web for Students/Web for
Faculty/Web for Employees link.

web Self-Service [s]{E S
Banner Web for Students /Web for Faculty fweb for Employees

The Web Self Service page will appear:

2} Luminis Platform - Microsoft Internet Explorer — =] x|

File Edit Wiew Favortes Tools  Help ‘ ﬂ'
N sl @) Sy ’; i ¥

OBack g d lELI | Search .. Favorites ? =N B ﬁ ‘:i

Address |:§| http:{/my.ramapo.edufcpjrender.UserLayoutRoothode. LPPUP _tparam=utfwutf=/cp/schaclimain j Go | Links **

i . S
RAamAPO =i o e G
o e ioyea Ra Tab = & @ @
Hh it L LS e-mail calendar groups | logout help
Web Self-Service Octaber 04, 2007
Employee Resources | yweh Self-Service pgwbr
Banafits @

Ernployes Relations | This link will tske you to Web Self-Service where you will be able to sccess different services depending on your role =t Ramapo,
Hurnan Resources

Payrall

Payrall Schedule -

Reqular Web Self-Service Hours

Fayroll Schedule -
student Web for Students, Web for Faculty, Web for Employees and

Web for Finance are available
7 a.m. to 3 a.m. Menday - Sunday.
Please check below for additional inforraation,

Click on the link:

This link will take you to Wweb Self-Service where you will be able to access different services depending on your role at Rarmapao.

The Employee Menu will appear:
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=} Luminis Platform - Microsoft Internet Explorer 8] x|

File Edit “iew Favorites Tools  Help |.lr

N
Back -~ (L - % ! .j ) sgarch ‘;r\' Favorites &< <]~ :_\'_ 3 - f S
© | A © =

Address Iﬂ:l http:fmy.ramapo. edu/cp/render. UserLayoutRootNode, uP?UP _tparam=utFut

pischoolimain

i Bk to = &

Employee Resources Tab

b @

logout  help

e-mail calendar groups

Personal Information
Addresses, contacts, e-nall, martal staus, SEN, PIN

Finance
Create or rewiew financial docurnerds, budget informaton, approvals

Employes
Tirne sheets, trne of, benefts, lzave or job data, pay stubs, W2 and T4 formes, W4 data

Click on the Employee link on the bottom of the page.

The Employee page will appear:

Personal Information Emplnyee Finance

Search | = RETURN TO MENU  SITE MAR  HELP  EXIT

Employee

&R vour employee infarmation has been gathered and updated on an ongoing basis wia various employment documents. In the event that you
notice discrepancies, please attempt to correct them via Employee Self Service, In the event that you are not able to correct
discrepancies, please contact the Benefits Office at ext 7320 or 7502 regarding Benefits Deductions and Leave Balance discrepancies,
Employee Services and Records at ext 7781 for Jobs Summary discrepancies or the Payroll Office at ext 7782 for pay and tax form
information.

Time Sheet

Benefits and Deductons

Retirement, health, flexible spending, miscellansous, beneficiary,

Pay Information

Direct deposit allocation, earnings and deductions history, or pay stubs,
Tax Forms

W inforration or W2 Farm,

Jobs summary

. powered by
RELEASE: 7.3 SUNGARD' HIGHER EDUCATION

Click on the Time Sheet link.

The Time Sheet Selection page will appear:
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RAMAPO ¢ L GR—

Personal Information Empluyee
SEarr_‘hI Go SITE MAP  HELP  EXIT

Time Sheet Selection

&R Make a selection from My Choice, Choose a Time Sheet period fram the pull-down list, Select Time Sheet,

Title and Department My Choice Pay Period and Status

Budget Office SA, 320265-00 & |aug 18, 2007 to aug 31, 2007 In Progress =)
Budget Office, 73001

Time Sheet |

: owsred by
RELEASE: 7.0 SUNGARD' HIGHER EDUCATION

Time Sheet Selection

Title and Department lists the jobs for the logged in employee.

My Choice is a radio button that allows the logged in employee to select the job
that time is being entered for. (In the event of the employee having one job, the
radio button will automatically be selected for the one job.)

The Pay Period and Status is a drop-down list of all time periods and the time
sheet status for each time period.

Select a Pay Period from the drop-down list and click on the _Time Sheet |
button.

The Time and Leave Reporting page will be displayed:
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Personal Information Empluyee
Search GDl SITE MaP  HELP EXIT

Time and Leave Reporting

&R cSelect the link under a date to enter hours or days, Select Next or Previous to navigate through the dates within the period.

Time Sheet

Title and Number: Budget Gffice SA -- 320265-00

Department and Number: Budget Office — 73001

Time Sheet Period: Aug 18, 2007 to Aug 31, 2007

Submit By Date: Sep 01, 2007 by 11:59 P.M.

Earning shift Default Total Total Ssaturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Aug 18, Aug 19, Aug 20, Aug 21, Aug 22, Aug 23, Aug 24,
Units 2007 2007 2007 2007 2007 2007 2007

Regular 1 o] o] Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours  Enter Hours Enter Hours

Student Aide

Total Hours: 0 o] 0 o] 0 0 o] (0]

Total Units: 0 0 a o] a a] o] 0

Position Selection Comments Preview Submit for Approval Restart | MNext |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

2 owsred by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION

Enter Hours

Click on the Enter Hours link under the date you are entering hours for:
Monday

Aug 20,

2007

Enter Hours

The Time In and Out page will appear:
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Personal Information Employee

Search I EI

Time In and Out

SITEMAP  HELP  EXIT

Q Enter time at intervals of 15 minutes in the 99:99 format, For example, 10:00, 10:15, 10:30, 1045, Select Save to display Total Hours,

Date: Monday, Aug 20, 2007
Earnings Code! Regular Student Aide
Shift Time In Time Out Total Hours

[ [am=] | [am =] ]
] [am =] | fam =] o
[ [am =] | [am =] 0
] [am =] | fam =] o
[ [am =] | [am =] 0
o]
Timesheet | Previous Day | MNext Day |
Add New Line | Save | Copy | Delete |

RELEASE: 7.2.1.1

powe

red by
SUNGARD' HIGHER EDUCATION

Update time in the Time In and Time Out entry boxes and click on the ﬂl

button.

Personal Information Emplnyee

Search EI
Time In and Out

SITE MaP HELP  EXIT

&R Enter time at intervals of 15 minutes in the 99:99 format, For example, 10000, 10:15, 10:30, 10145, Select Save to display Total Hours,

Date: Monday, Aug 20, 2007

Earnings Code: Regular Student Aide

Shift Time In Time Out Total Hours

[f [osion [amz][i00 | [amz] 3

[« ] [am =] | [am =] 0

o [am =] [am x| 2

[« ] [am =] | [am =] 0

[« ] [am =] | [am =] 0

3

Timesheet | Previous Day | MNext Day |
Add New Line | Sauel Copyl Delete |

Account Distribution

Earnings Code Shift Hours

Reqular Student Aide 1 3 Account Distribution

RELEASE: 7.2.1.1
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Time In and Out buttons

Previous Day

The Previous Day button, | will take you to the day before the

day you are currently entering.

The Next Day button,wl, will take you to the day after the day you are
currently entering.

Timesheeat

The Timesheet button, | will return you to the time sheet.

Add Mew Line |

The Add New Line button, , will add an additional time in and
out line for those days where an employee has clocked in and out of work more
than five times in one day.

The Copy button,ﬂl, is used by employees that work the same number of
hours every day. The system has a copy function that will copy the entered
hours to all the selected days. See the section “Copy Hours” for full explanation
of the Copy Hours functionality.

To remove entered hours for a given date, click on the Delete, Lezie

A confirmation page will appear:

RAMAPO (i CR—

Personal Information Emplovee
Search GDI SITE M&p  HELP  EXIT

, button.

&R Sclect OK to delete, all changes made to time in and time out will be remaved,

ﬂl Cancel |

5 owerad by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION

NOTE: The hours will only be deleted for the date displayed on the Time In
and Out page.

Change Hours

To change hours that have been entered, go to the main Time and Leave
Reporting page, andclick on the hours under the date you are changing:
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Saturday

Oct 28,
2006
3
3
o

This will bring you back to the Time In and Out page with hours:

Personal Information Emplnyee
SEarchI GDl SITE MaP  HELP  EXIT

Time In and Out

q Enter time at intervals of 15 minutes in the 99:99 format, For example, 10:00, 10:15, 10:30, 10:45, Select Save to display Total Hours,

Date: Tuesday, Aug 21, 2007
Earnings Code:! Regular Student Aide
Shift Time In Time Out Total Hours
[t [oeion  [am=][it00  [am =] 3
[T [am =] | [am =] 0
P v =] [am =] .
ol 0
L] [am =] | [am 2] g
3
Timesheet | Previous Day | Next Day |
Add New Line | Save | Cop\.rl Delete |
Account Distribution
Earnings Code Shift Hours
Regular Student Aide 1 5 Account Distribution
RELEASE: 7.2.1.1 pousred by

SUNGARD' HIGHER EDUCATION

Save

Update the Time In and Time Out and click on the button.

Copy Hours

For employees that work the same number of hours every day, the system has a
copy function that will copy the entered hours to all the selected days.

From the Time In and Out page, click on the ﬂl button. The Copy page will
appear:
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Personal Information Employee
Search Go SITE MAP  HELP  EXIT

Copy

&R Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date, If you select the same
date you are copying from, your hours will be deleted, When you select Copy, the Hours or Units and the Account Distribution is also

copied,
Earnings Code: Regular Student Aide
Drate and Hours to Copy: AUg 20, 2007, 2 Hours
Copy from date displayed to end of the pay period: =
Include Saturdays: 0
Include Sundays: =
Copy by date:
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Aug 18, 2007 Aug 19, 2007 Aug 20, 2007 Aug 21, 2007 Aug 22, 2007 Aug 23, 2007 Aug 24, 2007
[ ' O [ O I [
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Aug 25, 2007 Aug 26, 2007 Aug 27, 2007 Aug 28, 2007 Aug 29, 2007 Aug 30, 2007 Aug 31, 2007
| [ [ | [ |5 O
Time Sheet Previous Menu I Copy |
A owered by
RELEASE: 22l ;UHGI.F.D'H[GHER EDUCATION

Click on the box for each date that has the same hours as
the Date and Hours to Copy: 4.4 then click on the _=2P¥ | button.

Copy To End of Pay Period

Click on the Copy from date displayed to end of the pay period: check box to

copy the entered hours every day through the end of the pay period.

Include Saturdays

Click on the Include Saturdays: chack hox to include Saturdays in the copy.

Include Sundays
Click on the Include Sundays: check box to include Sundays in the copy.

Copy By Date

Select the specific days the hours are to be copied to by clicking on the check
box under each date.

Click on the _S%P¥ | button to save the entered time.

Prewvious Menu

button.

Return to the previous menu by clicking on the
Return to the time sheet by clicking on the __Tmesheet | button.
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Change Weeks

The Time and Leave Reporting page shows one week on the page. The

Ramapo time payroll time period is a two week period. To view the additional
Mext |

week, click on the button.

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Nov 04, Mov 05, MNow 06, Mow 07, Mow 08, Mov 09, Nov 10,
Units 2006 2006 2006 2006 2006 2006 2006

Regular Federal 1 0 4 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours  Enter Hours Enter

work study Hours

Total Hours: 4 o] o] o] o] o] 0 o]

Total Units: o] o] o] o] o] o] 0 o]

Position Selection | Comments | Preview | Submit for Approval | Restart | Previous |

Prewvious

To return to the first week, click on the button.

Change Position

Some Ramapo employees have multiple positions while most employees have
just one position. To change the timesheet position, click on the

Fosliion SEIECsh) | button. See the section titled “Time Sheet Selection”

to select a different timesheet.

Preview Time Sheet

Presiew

To preview the entire timesheet, click on the button. The two week

timesheet will be displayed:
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Summary of Reported Time

&R Set your printer layout to Landscape before printing,

Franklin Jameson Budget Gffice, 73001
Budget Office 5A, 320265-00

Time Sheet

Earning Shift Total Total Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday
Code Hours Units Aug 18, Aug 19, Aug 20, Aug?21, Aug22, Aug 23, Aug 24, Aug 25, Aug 26, Aug 27, Aug 28,
2007 2007 2007 2007 2007 2007 2007 2007 2007 2007 2007

Regular 1 =] 3 3
Student

Aide

Total Hours: 6 3 3
Total Units: i}

Time In and Out, Regular Student Aide
Saturday Sunday Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tuesday Wednesday Thursday Friday

Aug 20, Aug 22, Aug Aug 26, Aug 27, Aug 29, Aug
Aug 18, Aug 19, 2007  Aug 21, 2007 Aug 23, 24, Aug 25, 2007 2007 Aug28, 2007 Aug 30, 31,
2007 2007 2007 2007 2007 2007 2007 2007 2007

0s:00 02:00

Al Al
11:00 11:00
Al A
Previous kenu
RELEASE: 7'3 :::::‘inn' HIGHER FNILICATION
. Prewvious Menu .
Click on the button to return to the timesheet entry page.

Printing Timesheet

Preview the timesheet. (See section titled “Preview Timesheet”)
Change the printer settings to Landscape.

Print the timesheet using the Print menu option from the File drop-down menu:
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File Edit ‘Wiew Favorites To

T 3
CpEm. .. Chrl+0
Edit

Save Zh+5
Save hs...

Page Setup...

Primk. ..
Prink Presiew. ..

Send b
Import and Expart. ..

Propetties
Wiark Offline
Close

Restart Timesheet

To clear the timesheet of all entered hours, click on the ﬂl button. A
confirmation page will appear:

Personal Information Em|:||nyee

Search Go SITEMAP  HELP  EXIT

Restart Confirmation

&R restarting will delete all changes that you have made to your time record, Select Submit to restart,

Submit Cancel

‘powered by

RELEASE: 7.3 SUNGARD' HIGHER EDUCATION

Click on the Submit button,ﬂl, to delete all hours from the time sheet.

Click on the Cancel button,ﬂl, to return to the Time and Reporting page
with hours still entered.

Add Comments

To add comments to a timesheet, click on the __=2MMENts | hutton. The
Comments page will appear:
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Personal Information Student Services & Financial Aid N

Searl:hl Go SITE MAP  HELF  ExIT

Comments

&R Enter or edit comments until you submit the record for approval,

Made By: You
Ccomment Date: Oct 31, 2008
Enter or Edit Comment: =]
E
Save Previous Menu |
RELEASE: 7.2.1.1 Pt by,

SUNGARD' HIGHER EDUCATION

Save

Enter comments and click on the button. To return to the Time and

Leave Reporting page, click on the Previous Menu Ibutton.

[I. Timesheet Submission

Submit for Approval

Submit for Approval

When the timesheet entry is complete, click on the
button. Ensure all hours are correct prior to clicking on the Submit for Approval
button. Once the timesheet has been submitted for approval, it can no longer be
modified.
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