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TIMESHEET TRAINING —
STUDENTS & TEMPORARY WORKERS
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This Training:

* General Campus Student Workers
* Federal Work Study
 Temporary Help

— Not
e Graduate Assistant — GA
* Resident Assistant — RA
* Scholarship Student Worker
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Today's Agenda

* Logging In - Dashboard

* Pay Date Update

e Submit & Approval Deadline Update
e Reporting & Submitting Time

* Requesting Time Changes

* Oracle Guided Learning

e Opportunity for Clarification
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PAY DATE UPDATE

payrol 7 ——




PAY DATE UPDATE:

* Bi-Weekly check date will change

* Payment will be the first Friday after the end of the pay period.
— Instead of the second Friday after the end of the pay period.

* Three checks in September

— Instead of three checks in October
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PAY DATE UPDATE:

Employee
Pay Period Start Pay Period End  Submission Due - Final Approval Documents Due HR Entry Date -
Payroll I,  Numbe: . Date Date 11:59pm . Due-10:00an - to HR 10:00am Check Date
BW 17 7/27/2025 8/9/2025 8/11/2025 8/13/2025 8/22/2025
BW 18 8/10/2025 8/23/2025 8/25/2025 8/27/2025 9/5/2025
BW 19 8/24/2025 9/6/2025 9/8/2025 9/10/2025 9/19/2025
Early Pmt - last
BW 20 9/7/2025 9/20/2025 9/21/2025 9/22/2025 9/8/2025 9/19/2025 9/26/2025 check in Banner Start of Check
Start Clocking in Date Change
BW 21 9/21/2025 10/4/2025 10/5/2025 10/6/2025 9/22/2025 10/6/2025 10/10/2025 Oracle
BW 22 10/5/2025 10/18/2025 10/19/2025 10/20/2025 10/6/2025 10/20/2025 10/24/2025
BW 23 10/19/2025 11/1/2025 11/2/2025 11/3/2025 10/20/2025 11/3/2025 11/7/2025
BW 24 11/2/2025 11/15/2025 11/16/2025 11/17/2025 11/3/2025 11/17/2025 11/21/2025
BW 25 11/16/2025 11/29/2025 11/30/2025 12/1/2025 11/17/2025 12/1/2025 12/5/2025
BW 26 11/30/2025 12/13/2025 12/14/2025 12/15/2025 12/1/2025 12/15/2025 12/19/2025
BW 1 12/14/2025 12/27/2025 12/28/2025 12/29/2025 12/15/2025 12/29/2025 1/2/2026
BW 2 12/28/2025 1/10/2026 1/11/2026 1/12/2026 12/29/2025 1/12/2026 1/16/2026
BW 3 1/11/2026 1/24/2026 1/25/2026 1/26/2026 1/12/2026 1/26/2026 1/30/2026
BW 4 1/25/2026 2/7/2026 2/8/2026 2/9/2026 1/26/2026 2/9/2026 2/13/2026
BW 5 2/8/2026 2/21/2026 2/22/2026 2/23/2026 2/9/2026 2/23/2026 2/27/2026
BW 6 2/22/2026 3/7/2026 3/8/2026 3/9/2026 2/23/2026 3/9/2026 3/13/2026
BW T 3/8/2026 3/21/2026 3/22/2026 3/23/2026 3/9/2026 3/23/2026 3/27/2026
BW 8 3/22/2026 4/4/2026 4/5/2026 4/6/2026 3/23/2026 4/6/2026 4/10/2026
BW 9 4/5/2026 4/18/2026 4/19/2026 4/20/2026 4/6/2026 4/20/2026 4/24/2026
BW 10 4/19/2026 5/2/2026 5/3/2026 5/4/2026 4/20/2026 5/4/2026 5/8/2026



Submit & Approval Date Overview:

* Approval times have been shortened.
* Pay period will stay the same, running Sunday to Saturday.

* Timesheets will be due from the employee by 11:59pm on SUNDAY
after the period ends.

* Manager final approval is due by 10:00am on MONDAY after the period
ends.

* Payroll will lock timesheets at 10:01am MONDAY after the period ends.



Submit & Approval Date Update:

Employee
Pay Period Start Pay Period End  Submission Due - Final Approval Documents Due HR Entry Date -
Payroll I,  Numbe: . Date . Date . 11:59pm . Due - 10:00an - to HR . 10:00am . Check Date -
BW 17 7/27/2025 8/9/2025 8/11/2025 8/13/2025 8/22/2025
BW 18 8/10/2025 8/23/2025 8/25/2025 8/27/2025 9/5/2025
BW 19 8/24/2025 9/6/2025 9/8/2025 9/10/2025 9/19/2025
Early Pmt - last
BW 20 9/7/2025 9/20/2025 9/21/2025 9/22/2025 9/8/2025 9/19/2025 9/26/2025 check in Banner Start of Check
Start Clocking in Date Change
BW 21 9/21/2025 10/4/2025 10/5/2025 10/6/2025 9/22/2025 10/6/2025 10/10/2025 Oracle
BW 22 10/5/2025 10/18/2025 10/19/2025 10/20/2025 10/6/2025 10/20/2025 10/24/2025
BW 23 10/19/2025 11/1/2025 11/2/2025 11/3/2025 10/20/2025 11/3/2025 11/7/2025
BW 24 11/2/2025 11/15/2025 11/16/2025 11/17/2025 11/3/2025 11/17/2025 11/21/2025
BW 25 11/16/2025 11/29/2025 11/30/2025 12/1/2025 11/17/2025 12/1/2025 12/5/2025
BW 26 11/30/2025 12/13/2025 12/14/2025 12/15/2025 12/1/2025 12/15/2025 12/19/2025
BW 1 12/14/2025 12/27/2025 12/28/2025 12/29/2025 12/15/2025 12/29/2025 1/2/2026
BW 2 12/28/2025 1/10/2026 1/11/2026 1/12/2026 12/29/2025 1/12/2026 1/16/2026
BW 3 1/11/2026 1/24/2026 1/25/2026 1/26/2026 1/12/2026 1/26/2026 1/30/2026
BW 4 1/25/2026 2/7/2026 2/8/2026 2/9/2026 1/26/2026 2/9/2026 2/13/2026
BW 5 2/8/2026 2/21/2026 2/22/2026 2/23/2026 2/9/2026 2/23/2026 2/27/2026
BW 6 2/22/2026 3/7/2026 3/8/2026 3/9/2026 2/23/2026 3/9/2026 3/13/2026
BW 7 3/8/2026 3/21/2026 3/22/2026 3/23/2026 3/9/2026 3/23/2026 3/27/2026
BW 8 3/22/2026 4/4/2026 4/5/2026 4/6/2026 3/23/2026 4/6/2026 4/10/2026
BW 9 4/5/2026 4/18/2026 4/19/2026 4/20/2026 4/6/2026 4/20/2026 4/24/2026
BW 10 4/19/2026 5/2/2026 5/3/2026 5/4/2026 4/20/2026 5/4/2026 5/8/2026
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Logging In:

* You can log in on any devise.
— tablet, phone, computer

* You can log in anywhere on campus or other authorized
location.
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Logging In:

D2L

D

@ | E
ok mil
28

One Stop



Logging In:

Sign In
Oracle Applications Cloud

Company Single Sign-On

User ID

User ID

Password
Password

Forgot Password

Sign In

Select Language

[ English ~ |

Do not use the User ID & Password
fields.

You can also create a bookmark to
access your sign in faster.



Logging In:

= GOVS
~ SUITE e ER A =1

Good afternoon, Caroline Adams

Me Procurement Tools Ot
Welcome to Oracle!
QUICK ACTIONS AP
We're excited to have you on board!
° .
M Persona! Cetails
To get started, launch the KLl -8 vl = W -0 eV ls | I " °
for a guick introduction.
B wemiicononinfe =
Pay me and
Need help while working? Click the black Oracle Guided Absences
B8 consainfo

Learning widget ¥ on the side of your screen to access
step-by-step guides tailored to your tasks.

1) ryers
ﬁ"}] Famify and Emergency Contacs ‘mi
L

Done - -
My Organization Chart - e Benafits

PRI IR

e

My Activity Center

Current Jobe Weliness Volunteering Safery Incidents ‘Web Jlock

[=

Thange Fhoto

Welcome Notice



Logging In:

= GONVS
~ SUITE

Dashboard

Good evening, Jim Owerly

c-..ren-en'. Tools Others

QUICK ACTIONS APPS

.". Perans Detals

B rcestouoning

Directory Connections Iourney
BA Cortactir®s
& Farriy anc Emergency Cormac ti L/ W ry
=y Crart Camer and Ferans Ceicorae Touchpointy
sta My Organsston Chart e
B oy corer

— .

B vweseis % :5! % 1’ }

Bergtiy Cumert Jots Veinest vounzenng Safety inciderss

X, Crargefnoto

& o
255 Shere Dets Accens

Vet Cioox

House — Will bring you back to the dashboard.

Star — You can star places you visit to have in a list for easy access.

Bell — Notifications will show here for easy access.



Logging In:

= SUITE m——— F D

{ Timeand A

Jane Super

B Current Time Card RS54 Add Time Card B =D Eisting Time Cards BS54 Request Time Changes
_— P =
=¥ Team Schedule %= Add Absence Absence Balance L") Existing Absences
V-9 Donations i) Calendar

Dashboard House — Will bring you back to the dashboard.
Star — You can star places you visit to have in a list for easy access.
Bell — Notifications will show here for easy access.



Logging In:

Notifications Show Al
QD  coomn
Good evening, Jane Super S N e
Approval of Rayroll Time Sntriet for Jim Cawerdy #om 2025.07-15 10 20850726
M T My Chant G 2 . = T e = Jirm Chunly
Me My Team vy Chient Groups Procurement ools Orthers & v CennET =
Acorval of Arvusl Leave Absence Besuest for Prylis Piant from 2025-07.08 to 2025-07-10
QUICK ACTIONS APPS Fpllis Plant A
Ll 1 week ago
Yiat Team Activity Center —race S0 AuToe ener
S @ ) aal
& gt & =) ]
Documan: Recorss 1 s
a = Team Activity Joumeys Hiring Performance ™ T wesk ago
Center Owerdew Cracie ~ Neicoma
E Document Dalivery Preferencas
= 1 week ago
B senicrty Do ,I (2] | "a” @ Crace Amorca Welcome E-Ma
all 1=} 3
El'-—-OO", 't Contracts B - £ Redew = piey Lond More terms 1.5 iteens

4
B croomentinns
g Empicyee Summary

Show More

Dashboard

)

Workforce
Modsing

Ny O D

House — Will bring you back to the dashboard.

Star — You can star places you visit to have in a list for easy access.

Bell — Notifications will show here for easy access.
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Recording Time Worked:

e Authorized location:

— This will be a location your supervisor or department assigns you to execute your
duties.

* Time Corrections:
— We will go over this after we look at how to clock in/out and submit your timesheet.

— You will be required to enter your time and corrections, not your supervisor.
* Your user ID must be on all your entries.

TN Department of Labor:

— TN law requires a 30-minute unpaid/off the clock meal period for six or more hours
worked.



Recording Time Worked:

Time for all Students and Temp positions will be recorded in Govs Suite via web clock.

There will be a 7-minute window at each quarter hour.
— Example: Clock in at 8:06am, will round back to 8:00am, clock out at 3:56, round to 4:00pm.

You will be able to clock in & out anywhere on campus (or other authorized location) using
your tablet, phone or a computer.

— A pin will drop on the location of where you clocked in/out. This location must be on campus or other
authorized location.

Lunch Breaks : you will punch in and out for your lunch break.

If an employee misses a punch the employee will be responsible for making the edit to their
time.
— Edits must have the employee user ID on the edit.



Recording Time Worked:

Procurement Tools Others
QUK ACTIONS APFS
B Fersona Detss 2
igenificason info
% Connactions oUmes Onbpaning Py Time and
ALgances
B Contactinfo
a"i’; Family and Emergency Contacts ti ﬁ E E g
- o Camar angd Percsony My Activity Canger Tima Benafily
aia My Cranzaten Can Performancs information 4
B Ay center
L. -
B wescr ® | 3 f
Cument joos feiness Voluntesring
.!. Chrangs Fricto
;.iﬁ Shars Data Acosss
[ G T > Vo) al
P rtmensengs X 7
My Bxpenses Career Career Planning Goas Ferformance
Deveicoment
@@ Document Records

Dacurment Dallvery Preferences

Emgloyment info

Show More

St and
Quaiications

* Me
e Web Clock



Recording Time Worked:

Web Clock

Current Time

1:38 PM

Sf8/2025

Daily Time Events: Today

| Actions » |

* Select the applicable button for your action.



Recording Time Worked:

* Select your job from the drop down button.



Recording Time Worked:

* If you have more than one job you will have a list of each job.
e Select the job you need for this particular entry.
* Make sure you are selecting the correct one.



Recording Time Worked:

* Job-
Verify you
selected
the
correct
position if
you have
more than
one.

e Submit




Recording Time Worked:

Daily Time Events: Today

e Counter will begin
* You can see when you clocked in.
* You can also see the current time.



Recording Time Worked:

Web Clock

Current Time

2:03 PM

B/8/2025 Clock Qut From Work 203:05 PM

0

" Dally Time Events: Today

1:54:04 PAA ©) Cockin To Work

* You can see a list of your day transactions.
* You can select Action drop down to access Request Time Change — We will talk about this shortly.
* If you do not work long enough to take a lunch you will clock out with Clock Out From Work.
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Submitting your Timecard:

* You will be required to submit your timecard no later than

11:59pm on SUNDAY night after the end of the pay period on
Saturday.

* Once you approve your timecard it will be routed to your
supervisor for approval by 10:00am on MONDAY.

e Payroll will pull all time at 10:01am on MONDAY.

* Entries made after 10:01am on Monday will process on the
next payroll.



Submitting your Timecard:

Good morning, John Tempor

° pcurement Tools QOthers

QUICK ACTIONS

m

Fersonal Detals

Identification info

B contacinfo

Family and Emangency Contacts
My Organization Chart

My Activity Center

My Public info

Change Photo

Share Dats Access

Document Records

Me

APPS

Direciory

1},

Carzer and
Performance

Bensfits

Web Clock

Time and Absence

Berzonal
Information

© |

’

Current jobs

My Activity Conter

Wliness

Celebrate

Volunteering

Time and
Abzences

.
r=ge
.

Touchpoints

4

Safety Inddents



Submitting your Timecard:

Time and Absences

John Tempor

‘ Current Time Card ' Add Time Card ) Existing Time Cards
8 Team Schedule ; :' Add Absence L Absence Balance
i Danations ‘ Calendar

* Select Current Time Card
* Note** Time card will be available on the first day of the pay period.
* If you need to review a prior time card you will use Existing Time Cards

= | Request Time Changes

| Existing Absences



Submitting your Timecard:

ca Time Card

Caraline Adams

urmber 835897 Tome Card Fenod 972025 10 9/20/2025

BE @& B & View Time Totals iew Calculated Time View Al FPlin Balances
ThaiSea 11 FriSes 12 SecSep 13
¥ Totals

Start Stop Oyfintity Start Stop Quantity Sta'.:_ Stop Quantity Start Stog Quantity Start Stop Quantity Start Stop Quantity Start Step Quantity M ' ¢

Total Hours

* You should see all your punches.
* If you do not, you will need to request a time change.
* Verify all dates have correct daily total.
* Verify all Jobs selected and Hours Types are correct.
* Verify number of hours for the full period are correct.



Submitting your Timecard:

© Change requests pending
Row 3 - Tuesday, July 15

View Change Requests

B @& o

If you have submitted a time change request & the
approval is still pending, you will see this message.
Contact your supervisor to approve this time change
before you submit your timesheet.



Submitting your Timecard:

ca Time Card €55

Caroline Adams

Person Number B35897  Time Card Period 9/7/2025 to 9/20/2025

* Select the 3 dots next to Save & Close
e Submit
* Once submitted the timesheet will go to your
Supervisor for approval.



Submitting your Timecard:

lime and Absences

Caroline Adams

£ oy =

R0 Team Schedule N4 Add Absence | ) Absence Balance L5 ) Existing Absences
P =

et e

* If you are submitting your timecard after the end of the pay
period you will need to go in Existing Time Cards to find your



Submitting your Timecard:

< ca Existing Time Cards

Caroline Adams

55 m
Period . Period ~ Status 2 Reported .. Scheduled . Absence .. Total . Submission .. Escestion. & Actions
Chaetll End... > = Hours & Hours & Hours i Hours Date v =
9/7/2025 9/20/2025 15.07 75 15.07 9/8/2025

6/14/2025 224 75 224 8/18/2025

* You will be able to see the status of all your timecards
e Select the timecard for the period you need to submit
by clicking on the blue period start date.
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Requesting a Time Change:

Reasons to request a time change

1. You forgot to record time on a prior period — no time recorded at all
2. You need to correct a time — recorded time but need to fix it

Adjustments to a timecard must be made by the employee.
The user ID of who made an adjustment to a timecard will be attached to the adjustment.
Adjustments will be subject to Supervisor approval.



Requesting a Time Change:

Good morning, John Tempor

Tools Others
APPS

4 Pericnal Details
M i @ &

Frr) ﬁ .@ Ai
B dersicatoninfo .

Direciory Connections Joumsys Pay
B conactinfo
ﬁ-’;] Family and Emeargency Contacts LA ® > ." '~.‘.r'

¥ bd ] '

- — Career and Personal My Acthviy Center Celebrate Touchpoints
saw My Organization Chart Pirfoeranie \nfarration
By actiy Center

o = b . B
B weusicni LI ® | _S‘

Benefis Current Jobs Welinass Voluntsenng Safety Incidents

l!' Change Fhoto
..":'. Share Data Access

{g> Document Records

Web Clock

[ g
Expenses

_|_

Me
Time &
Absence



Requesting a Time Change:

Time and Absences

Jim Owerly

Current Time Card ' Add Time Card X § Existing Time Cards Request Time Changes
Team Schedule Add Absence f g Absence Balance ";" Existing Absences

Deonations 1 § Calendar



Requesting a Time Change:

No time previously reported — Missed timecard

ca Request Time Changes cance

Caroline Adams

* Locate the date you
need to adjust
* Select Add

| 95205 B

Time entries
’ + add

Add any missing entries.

We couldn't find any entries for this date

Time events

We couldn't find any events for this date.



Requesting a Time Change:

* Enter your Start &
Stop time.
ca Request Time Changes — e Quantity will
automatically
calculate.

Time entries

* Select the job you are
making changes to.

| Wohelhows : « Comments — Tell your
Supervisor why you
are entering a time
ccccc | = change.

* Save



Requesting a Time Change:

* Verify your date.

ca Request Time Changes e | (D e Verify your Start &
- Stop time.
e Submit
Time entries
oy
Wodadows o * Your request will be

routed to your

Tone events supervisor for

We couldn't find any events for this date. approva l.

* Once approved you
will see the change in
your timesheet.



Requesting a Time Change:

Correcting previously reported time.

ca Request Time Changes

Caroline Adams

* Locate the date you
need to adjust

9/10/2025

Time entries

o+ | * You should see your

VodedHours | © 200PM-438PM = clock in/out times

* Select the Pencil

Time events

We couldn't find any events for this date.



Requesting a Time Change:

ca Request Time Changes

Conim s ' * Make the applicable
changes to your
time.

Time entries * Enter your

comments to let
your Supervisor
know why you are
entering a time
change.

100 PM 438 PM Quantity

11 osgotan chockimwhont apthans

* Comments — Tell
your Supervisor why
you are entering a
time change.

Cancel Delete § Save

* Save



Requesting a Time Change:

* Verify your changes.

ca Request Time Changes

caroline Adams

*  Submit
Sri0/2025 ] .
* Your request will go
Time entries tO yOUF Su perV|sor
+ s0a for approval.
Worked Hours 1:00 PM - 4:38 PM Vi

* Once the request is
Time events approved you will be
able to view it on
your timesheet.
* You will also
receive a
notification in
your bell.
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Oracle Guided Learning:

5 & Wiew Time Tatals Wiew Calculated Time &
TN §
72012035 Sunfep 0T MonSep 08 TueSap 09 Wed Sep 10 ThuSen 11 FriSap 12 SatSep 13 5

Scheduled Hours (] 75 75 75 75 s ] Tatals

Job* Hours Type ™ Start Stop Quantity  Start Stap Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity | ¢

Student Help Worked Hours 200 PM &00 Pht 4 148 PM 422PM 25 17 44 haurs

Student Help worked Hours 200 PM 43EPM T4

Total Hours haurs © haurs 1o3 haurs 287 1 Pours © haurs |

Oracle Guided Learning is a widget that will walk you
through how you complete an action within Govs Suite.



Oracle Guided Learning:

When you click on the widget it opens
a list of items it can walk you through.

Oracle Guided Learning

Qe

Cash Management

Upload Bank Statement

Process Electronic Bank Statements

Expenses

Create an Expense Report for Anoth._..

Create Expense Report (New ltems)

Employee Reimbursement

Manage Project Related Expense Re...

Request Cash Advance

Update a Cash Advance see
Update Expense Report ey
Withdraw a Cash Advance s

~ General Ledger -



Oracle Guided Learning:

Oracle Guided Learning

Qe journal

Guides available on the current page

Good morning, Kimberly Hammon
Journals Work Area Overview

Me My Client Groups General Accounting ntercompany Accounting Budgetary Control Procurement My Enterp

AM

Step Guide

B B

General Journals Period Close
Accounting
Dashboard

* You can search for the action you are trying to
preform in the search bar at the top.



Oracle Guided Learning:

When you select the action

you would like assistance Create Journal

with it will prOVide a pop up This guide provides instructions to create a new journal.
that gives you a short Note: Follow each step as instructed; otherwise the guide
overview of what the action might stop. To start a guide over, return to the Home Page.
will do.

Selecting NEXT will
: . take you to the first
Good morning, Kimberly Hammon y

screen you need to
Select General Accaunting Dashboard. General Accounting ntercompany Accounting Budgetary Contro Procurement Ny Enterpr Sta rt the aCtion

process.

Close

A pop up window will
instruct you where to
click.




What can | clarify for you?

* Please ask your questions!

* Chances are you are NOT the only person in the room who is
wondering.
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THANK YOU!




