HOW TO RUN STUDENT TIME ADJUSTMENT REPORT

If it has been discovered after the grace period has ended that an adjustment is required, the
timekeeper can run an adjustment report to report any corrections.

1. Pomona HR > Pomona Time and Labor> Student Time Adjustment Report

Menu - &
Search:

My Favorites

BroncoDirect

CSU Tech Mods

Self Service

Manager Self Service

Global Payroll & Absence Mamt
Reporting Tools

Fomona HR

FPeopleTools

My Dictionary

*] Pomona Time and Labor
Pomona Time and Labor
) Student Payroll Queries
i=] Student Time Report
| i=] Student Time Adjustment Report |

2. If you do not have an existing run control ID, you can create a hew value by clicking
the Add a New Value tab.

Eind an Existing Value Add a New Value

Run Control 1D: |

Add

= Create a name for the run Control ID then press Add. There can be no spaces in the name.
Once the run control ID is created, it cannot be deleted. This only needs to be done once.

= Note: Next time you need to run the adjustment report, you can click Search to populate
previously created Run Control IDs.
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Student Time Adjustment Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

v Search Criteria

Search by: Run Contfrol IDbegins with

D Case Sensitive

| Search | Advanced Search

Search Results

View All First ‘&' 1707 ‘b Last
Run Control ID Language Code
Exp_Activity Report English
Exp_Proj_Report English

PayrollReport English
PayrollReports English
STR English

Student_Report English
Student Time_ADJ English

3. Enter the required fields.

Student Time Adjustment Report

Run Control ID: report1 Report Manager Frocess Monitor Run ,‘
Language: English v

“Employee 1D 015000258 @ core [

*position Number: 00002785 |Q Student Assistant

*Month: S *Calendar Year: | 2021 v Pay Periad (MMYYYY)

An Agiustment Request form should be ¢ for any and Late Student

Timesheets. The form can only be generated for one (1) pay period. you mustindicaie whai pay period the

adjustment is for.

Adjustment forms cen only go back six (5) pay periods from the dste the report is being generaied.

After you have completed this form, please obtain the appropriate HEERA manager signature and send to

Payroll Services at payroll@cpp ecu.
il Save  |[=] Notify [Es Add || 5] Update/Display

*  Fields with (*) before them indicate they are required. Input the relevant information. Once all
fields are filled, click Save, then Run.
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4. The parameters do not need to be changed on the Process Scheduler Request page.
Just click OK to continue.

Process Scheduler Request

UserID 000073429 Run Control ID report1
Server Name] v Run Date |06/23/2021 il

Recurrence| v Run Time |2:23.27PM Reset to Current Date/Time

Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
Student Time Adjustment Report POMPY002 SQR Report Web ~ | PDF ~ | Distribution

OK Cancel

5. A process instance number should appear indicating that the report is generating. You

can access the report by clicking on Report Manager, then clicking the Report name.

Student Time Adjustment Report

T
Run Control ID: reporit Report Manager Process Monitor _M

Language: English bt

Process Instance:3323699

*Employee ID: HE coe
*Position Number: (00002785 |Q Student Assistant

*Month: 5 *Calendar Year: \ 2021 v | Pay Period (MMYYYY

An Adjustment Request form should be completed for any Revision, Supplemental and Late Student
Timesheets. The form can only be generated for one (1) pay period, you must indicate what pay period the
adjustment is for.

Adjustment forms can only go back six (6) pay periods from the date the report is being generated

After you have completed this form, please obtain the appropriate HEERA manager signature and send to
Payroll Services at payroli@cpp.edu

il Save | |[=] Notify [[3 Add || 2] Update/Display
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List Explorer Administration

View Reports For

Folder v Instance
Name Created On
Reports
Report Report Description

STUDENT TIME
ADJUSTMENT REPORT

oy

POMPY009

to
) | Last v 1| |Days v
Personalize | Find | View All | 2 | :J First ‘4" 1-30f3 '»' Last
il
General i 1693518 3323720

6. Click the PDF link and open with Adobe Acrobat.

Report

Report ID 1693518
Name POMPY009

Run Status Success

Student Time Adjustment Report
Distribution Details

Distribution Node HAPOMTRN

File List

Name

SQR POMPY009 3323720 log
bompy009_3323720 PDF
pompy009_3323720.out

Distribute To
Distribution ID Type

User

Return

7.

Process Instance 3323720 Message Log

Process Type SQR Report

Expiration Date 08/28/2021

File Size (bytes) Datetime Created

1,685 06/29/2021 10:00:22.708896PM
7,243 06/29/2021 10:00:22.708896PM
481 06/29/2021 10:00:22.708896PM

*Distribution ID

010952136

Prepare form to make it fillable

Prepare Form

o
o
ALIGN CENTER
[
]
MATCH SIZE DISTRIBUTE
Tr More v ﬁ
=y B
FIELDS 2oy
[ 105525 ~
[l GROSS EARNING O
I fill 488 E
[ Additional Comments
[l Supervisor Certificatio , y74
< >
¥
A
v
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8. Complete applicable fields, submit to HEERA manager for signature.

Roport ID: DOMPYDO9 Calitornia State Polytechmic University, Pomona
Page 1 of 1 Adjustment Request
Please select all that spply o
e [ ravrszon [ sveeravmnras [ ommr REASON [ | O ews
Jeb Code: Dept ID: Dept Name: Position: Pay Pericd:
1870 33000 learning Rescurce Center 00003169 03/2021
TIME PREVIOUSLY SUBMITTED TIME SHOULD BE
TIME IN TINE OUT | TINE IN TIME OUT | TIME IN TIME OUT Y TIME IN TIME OUT | TIME IN TIME OUT | TIME IN TIME OUT | TOTAL HRS

01:07 PM
01:25 PM | 04:00 PM
01:00 PM | 03:00 PM

09:34 AM 9
09:00 AM | 12:

1.) Select the boxes that apply to indicate whether you are submitting
late time, a revision to previously submitted time, or supplemental
time.

2.) Theroughly complete the Time Should Be section.

3.) HEERA manager must sign the bottom of the form.

TOTAL PAYASLE HOURS 16.10 TOTAL PAYABLE HOURS
HOURLY EA7E | $ 156.75 HOURLY RATE I )
CROSS RARNTNGS | s 253.5a CROSS EARNINGS | s

Ra4itional Commentsa:

ty requirements certify that thip student meets the eligibility

has worked the ruwbsr of hours indicated abave.

9. To submit a completed Student Adjustment Form, please submit the document using
this Smartsheet for Student Time Adjustment

= Payroll Services will adjust the hours based on the adjustment form submitted. Once the
changes have been made, you will receive an email generated from Smartsheet notifying you
that the changes have been made, and the hours are ready for approval.

®  Once the hours are approved, Smartsheet will send out a final email notifying the requester that
the form has been processed and payment has been issued.

= |IMPORTANT NOTE: If you need any assistance with generating the Adjustment Form, please
view “How to Run a Student Time Adjustment Report” under the “Student Timekeeping
Guides” tile.






