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WEBTIME ENTRY DIRECTIONS: STUDENTS & PT CLASSIFIED

TIME SENSITIVE: YOU MUST SUBMIT YOUR SIGNED TIMESHEET BY THE 20™

B community coLLee

1. Employee: Login
to myClackamas.
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2. Employee: D Home - Exempt || - B
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Select Employee
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3. Select -
Time Entry.
Clackamas Community College Portal = Exempt Student gExemply Faculty Staff MNon-CCC
( CougarTrax Applications Reports SE— My Week y My To D
User Account
Eployee?nfomaﬁm Today's Date: Tues|
Time Entry 4
Time History
Leave Plan Summary
Leave Request
Pay Advices
My Stipends - ~ »
Bank Information ‘ FYl Today | Bookmarks CCC News Phonebook
Availahle W-2 Statements |
4. Select the
. b s y !
approprlate Student m Faculty 3Staff Mon-CCC Faculty Datatel
position.

If you are a student
with 6+credits, then
the position will
have that in the title
and the GL will end
in 50410.

If you are taking
less than 6 credits,
you must select the
PT Classified
position. No
exceptions.

Click on “Submit.”

ccc Time Entry [ €€ Time Entry X |

-

Choose Hay Pay
Period Pericd Position Start - ) Complete
gnly Start End Title General Ledger Number Date Department Supervisor Location By Date
ne
Date Date
Oregon "
HR _ Human Marsha E. : 02f20011
o0 g £ - : s—_— o
Ll 012011 0211911 Manager 11_0000_00_50127_50100:100% 01/22M1 Rhesiress: Edlds City 11°59EM
Campus
Dean : : Cregon ’
) — ) Huyefan Tiffanie R.. .~ 02120111
L 0120017 02119111 Human 11_0000_00_50127_50100:100% 012111 eourées Clifford ':Itr 11°59P 1
Resources Campus

If you do not see the correct position(s) contact HR (503.594.3458)!
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5) Enter your time
everyday.

Only enter time in
the ‘hours worked’
column.

You can enter your
time in 15-minute
increments, (1.25,
1.50, etc.).

Don't forget to click
submit! Until you
complete Step 6,
your time has not
been officially
sent to your
supervisor.

|
¢ Annual
e oy e leme SOk T omerrime e
(Vacation) OHLS

01/20111  Thursday [1.50 | | | | | | | | v | | |
0121M1 Friday [| | | | | | | | & | | |
0122111 Saturday | | | | | | | | | = | | |
0112311 Sunday | | | | | | | | ¥ | | |
012411 Monday [7.5 | | | | | | | | # | | |
012511  Tuesday [3.00 | | | | | | | | # | | |
01/26/11 Wednesday [2.25 | | | | | | | | “ | | |
01/27M1  Thursday [2.00 | | | [ | | | | ¥ | | |
0172811 Friday [8.00 | | | | | | | | ¥ | | |
012911  Saturday | | | | | | | | | M | | |
013011 Sunday | | | | | | | | | v | | |
013 1M1 Monday [s.00 | | | | | | | | v | | |

<

It is best practice to enter your time daily. Remember to submit your time before leaving for break

(e.g. Spring Break), the deadline is the 20™ of each month-no exceptions.

oswwr [
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6. Receive the

confirmation page.

This is a brief
summary of the
time you have
submitted so far.

Select ok.

Confirmation

Pleaze be aware that you have not marked your time entry as complete
Pay Period End Date 0343107

Time Ertry Status Mot Complete

Current Pay Penotl Hours
E{ewlar Hﬂurs 350
Annual Leave Hours 0.00
Sick Hours 0.00
Shift Hours .00
Cther Hqurs G’Eard'}'afd: | ooo
Previous Pay Period Hours
| et Applicabls | 0.00 1

/

7. Logout for the
day.
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8. When submitting to your supervisor,

sign the timesheet by clicking on the
signature box.

If you mistakenly perform this step,
contact your supervisor.

View 7a (signature line with box)

Additional Time{Prior Period) []

Checking this box 5 your electronic signature acknowledging your submitted time as accurate and ready for supenisor approval.
E

Supervisor Decision Pending Approval
Supervisor Comments

Supervisor's E-mail Address marshae@clackamas.edu

9. Receive the Confirmation.

/

s e S R
|/ Confirmation ¥ |

weougar-trax

User Account

Employee Information

Supenvisor Information Pay Period End Date
Budgeting

Thank you. Your time entry is complete and ready for approval.

0219111
Time Entry Status Complete
Current Pay Period  Hours
Regular Hours 106.00
Annual Leave Hours 8.00
Sick Hours 8.00
Men Worked 40.00
Leave Without Pay 8.00
Bereavement 8.00
Total Hours 178.00
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10. Select ok. Your timesheet will no
longer be accessible to make changes.

You will now see the following message.

Clackamas Community College Portal = Exempt

Flease select a menu option on the left

weougar:trax

User Account
Employee Information
Supenvisor Information
Budgeting

11. Logout.

12. Receive an e-mail from your supervisor indicating that your time has been approved. The process is complete!
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Optional:

If you would like to
review your past
timesheets, login,
and select Time
History.

Clackamas Community College Portal = Exempt

Applications | Reports

User Account

Time Entry
Time History
Leave Plan Summary
Leave Request

Pay Advices

Iy Stipends

Bank Information
dyailable W-3 Staternants

Now select the
appropriate year and
submit.

Y | - —

Student yExe
Ciackamas Communtty College Fortal = Exempt

Time History %

ucougar trax
User Account * = Required -

Employee Information
Choose time history with pay period end date in® | 2011 - 2011 »

Supenisor Information

Budgeting SUBMIT
<«
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Select the 7
approprlate pOSItlon Student g Facully Staffi Non-CCG Faculty Datatel
and SU b |t Clackamas Community College Portal > Exempt «Exemey
Select Pay Period/Position %
wrougar:trax
User Account -
Employee Information Name Tiffanie R. Clifford
Bupenvisor Information
Budgeting Choose Pay Period  Pay Period -
Only One Start Date End Date Position Title Department Supervisor Location =
O 0113114 Business Lab Business Marsha E QOregon City
AssistantInstructional Aide Administration Edwards Campus
Human MarshaE. Oregon City
K UIHHR" kR Manager Resources Edwards Campus
r Chris M. Oregon City
A
® 01/3111 Payroll Accountant Business Office Robuck Ghpus
-~

Review your time by
scrolling down.

Clackamas Community Callege Portal > Exempt

wrougar:trax

User Account

Employee Information

Supenvisor Information
Budgeting

Time History X

Sludenl“ Faculty Staff MNon-CCC Faculty Datatel

Paosition Title

Pay Period End
Date

Business Lab
Assistantinstructional Aide

0113111

Pay Cycle Department Location Type
Business Oregon City Final
Administration Campus Record

Maonthly
Salary

Employee has completed the electronic signature Employee Complete Date  Employee Complete Time

01m8M1 11:05AM

Supervisor Decision Supervisor Decision Date Supervisor Decision Time

Supervisor Comments

None
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SiE D Regular  Overtime “L";‘;‘\ﬂ sick ‘?rll':‘f; Other Time Shift Shift
Hours Hours Fr Hours Hoiirs Hours Type
01/03/2011 Monday 6.00
01/04/2011 Tuesday 6.00
01/05/2011 Wednesday 6.00
01/06/2011 Thursday 6.00
01/07/2011 Friday 6.00
01M0/2011 Monday 6.00
01/11/2011 Tuesday 6.00
0112/2011 Wednesday 6.00
0111312011 Thursday 6.00
01/14/2011 Friday 6.00
0111712011 Monda 6.00
01/18/2011 Tuesday 6.00
01/19/2011 Wednesday 6.00
01/20/2011 Thursday 6.00
01/21/2011 Friday G.00

WebTime Entry: Key

Term

Definition

Hours Worked

The hours you have worked at the College

Position

Unique identifier for a job.

HR Contact Information:

Renee Boeckman, 503.594.3301
Tiffanie Clifford, 503.594.3457
Marsha Edwards, 503.594.3300
Sara Simmons, 503.594.3303

Payroll Contact Information:

Vicki Hedges, 503.594.3087
Sandi Sargent, 503.594.3092
Chris Robuck, 503.594.3090
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