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Case Hourly Timesheet (Student)
Procedure

Students can follow these directions to create timesheet entries in the Human Capital
Management (HCM) system.

" [ Employee-facing registry «
€« (& https://hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/h/?tab=DEFAULT
(O] CWRU Links &l ERP/Human Resour... CWRU Single Sign-On Google [ Careers

&l =

(C3 Other bookmarks

CASEWESTERNR_ESE H i
A UNIVERSITY " pp Home | Addto Favortes | Sign out

Favgyites Main Menu

Search Menu: @ @Help
Top Menu -

3 Windstar Interface 3

[ Self Service
The menu =) Confidentiaity Agreement O3 Time Reporting
Click on Mesns s gonnmns 9 Personal Information [E] Case Hourly Timesheet

Employee Time Entry History

Highlights 3 Payrol and Compensation D

D Time Reporting Home
Recently Used pages

now appear under the
Favorites menu, located
at the top left.

m

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

WMok

Step | Action

1. From the HCM main menu, click the Self Service link.

| 7 Self Service |

2. Click the Time Reporting link.

| [ Time Repl:urting|

3. Click the Case Hourly Timesheet link.

D Case Hourly Timesheet
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| = "
==
Y| CaseHourly Timesheet > % % oy - [

€ - C |8 nitpsy//hcm.case.edu/psp/hemprd/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_HRLY_TIME.GBL?FolderPath=PORTAL_ROOT_OBJEIy| =

3 CWRU Links ERP/Human Resour... CWRU Single Sign-0n Geogle [ Careers (3 Other bookmarks

4 CAsE WESTERN RESERVE]
UNIVERS!TY EST. i3]
Home | AddioFavorites | Signout

Fa\'uvntes Ma\ﬂ'Menu > Servaer\'\ce > Time Revuurtlng »  Case Hourly Timesheet
&0 New Window  (2) Help

Case Hourly Timesheet

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

Find an Existing Value
Limit the number of results to (up te 300): 300

| Search | Clear |Basic Search @SaueSsarchCriteria

Search Results

View All First [ 2ef2 [3] Last

EmplID Empl Record Employee Class Job Title Department Description  Status

3333333 |0 Fed Wk Study - UnderGrad Office Assistant Customer Support Services Active

3333333 1 Fed Wk Study - UnderGrad/Web Assistant Enrollment Mgmt Marketing Active

« . r

Step | Action

4, The Case Hourly Timesheet page appears. Click your Empl ID
(employee ID number) to open your timesheet.

Empl ID
3333333
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/ [1) Case Hourly Timeshest = Y QI - [E=aE =
&« - C https://hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/CW _TIME_LABOR.CW_HRLY_TIME.GBL?FolderPath=PORTAL ROOT OBRJE(5? =
([ CWRU Links  JZ| ERP/Human Resour... CWRU Single Sign-On Google [1] Careers (] Other bockmarks

Home | AddtoFavortes | Signout
Favorites | Main Menu > Self Service > Time Reporting > Case Hourly Timesheet
Hourly Time Entry i
Employee ID: 3333333 Casey Student Title:  Office Assistant Red: 0 [l
Empl Class: Fed Wk Study - UnderGrad Start Date: 08/27/2012 Std Weekly Hours: 20.00
Department: Customer Support Senvices Expected End Dt: 05/09/2013 Standard Rate: 9.500000
Total Entries: 4 Total Hours: 10.00

Customize | Find | B! First 1 14014 7 1ast

Break 1 Break 1 Break 2 Break 2

L= ESpte — —_ out Return out Return —_
1 (10032012 [5)  Wed |workStudy [+] 4.00 [+00Pm | | | | [5:00PM
2 (1004012 [ Thu 2,00 [3:00PW I [ I I [5:00PM ]
3 [omseo12 [ Fi [WerkStudy ] 2.00 [z:00PH [ [ [ [ [5:00PH
4 [omsRo1z [ Mon [Werk Sty [+] 2.00 [z:00PH [ [ [ [ [:00PH

Jelets

Save | [ob Return to Search | [+7] Previous in List | |4=| Mextin List

< . 3

Step

Action

The Hourly Time Entry page appears. Here you can record the time
you work, including breaks taken to attend class, under either the
Work Study or Non-work Study Time Reporting Codes (TRCS).

Each row on the timesheet represents one work day and the type of
hours worked for that eight hour period.
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/DCasaHuurlyT\meshEEt A - - [F=REE

€ > C |& nttpsy//hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_HRLY_TIME.GBL?FolderPath=PORTAL_ROOT_OBJE({y| =
[ Other bookmarks

[] CWRU Links [ ERP/Human Resour..

CASEWESTERNRES}: 5
BUNIVERSITY o ad

| CWRU Single Sign-On Google [ Careers

Home | AddtoFavorites | Signout
Fa\'nvntes MalnvMenu > Self Sverwce > Time Rgunrtlng » (Case Hourly Timesheet
Hourly Time Entry it
Employee ID: 3333333 Casey Student Title:  Office Assistant Red: 0 M

Empl Class: Fed Wk Study - UnderGrad Start Date: 0872712012 Std Weekly Hours: 20.00

Department: Customer Support Senices Expected End Dt: 05/09/2013 Standard Rate: 9.500000

Total Entries: 4 Total Hours: 10.00

customize | Find | B First £ 14014 17 Last

Break1 Break 1 Break 2 Break 2

*Date Day TRC Hours Start Time St Rerurn St et End Time
1 [lowaz012 5 wed |work Study [~] 400 [1:00PH | | [ [ [5:00Pm
2 [1o0a2012 5 Thu [ Work Study[<] 200 [3:00PM | | [ [ [5:00Pm 3
3 [oms2012 [ Fi[Work Study [+ 200 2:00PH [ [ [ [ [5:00Pm
4 [omz2012 [ Mon [Work Study [+ 200 [3:00PH [ [ [ [ [5:00Pm

Save | [ohRetumto Search | o | Previousinlist | | Hextin List

« I 3

Step

Action

the date from the calendar pop-up menu.

*Date

|‘1 010312012 [#]

February 12, 2013
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You can enter the Date manually or use the calendar icon to select
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€« -2 C | @ nttpsy//hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_HRLY TIME.GBL?FolderPath=PORTAL_ROOT OBJE({?| =
[ Other bookmarks

("] CWRU Links [l ERP/Hurman Resour... CWRU Single Sign-On Google [] Careers

WAl CASE WESTERN RVE
UNIVERsrTYlESm, | |

Home Add to Favorites Sign out
Favorites Main Menu : Self Service > Time Reporting > Case Hourly Timesheet
Hourly Time Entry N
Employee ID: 3333333 Casey Student Title:  Office Assistant Red: 0 M

Empl Class: Fed Wk Study - UnderGrad Start Date: 08/27/2012 Std Weekly Hours: 20.00

Department: Customer Support Senices Expected End Dt: 05/09/2013 Standard Rate: 9.500000

Total Entries: 4 Total Hours: 10.00

Customize | Find | B First | 14074 1 Last

Break 1 Break 1 Break 2 Break 2

*Date Day TRC Hours. Start Time. out e oat VT End Time
1 [0032012 [ wed 4.00 [1:00Pm [ [ [ [ [5:00PM
2 [iomazorz 5 |Th 200 [z:00Pm I [ I I [E:00PH 3
3 [ooszorz 5 i HSHRA 200 [z:00Pm [ [ [ [ [5:00PH
[ [ [ [ [5:00PH

4 |10/08i2012 Mon || Work Study ﬂ 200 |3 00PK glete
______________________________________________________________________________________________|

|[5] save | [ofReturnto Search || PreviousinList |J=| Mextin List

Case Hourly Timesheet (Student)

71

n

] b

£

| =

& Internet 0% v |

Step | Action

down list.

TRC

Waork Study | =

Mon-wkstdy

7. Select either the Non-wkstdy or Work Study TRC from the drop

February 12, 2013
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|/ 03 Case Hourly Timesheet Y Y| - - o T

(7 CWRU Links [ ERP/Human Resour..
L CASE WESTERN RESERVE
RS UNIVERSITY  po 0d

Hourly Time Entry

Empl Class: Fed Wk Study - UnderGrad

Department: Customer Support Senvices

Employee ID: 3333333 Casey Student

€& = C @& https//hem.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_HRLY _TIMEGBL?FolderPath=PORTAL_ROOT OBJE(Yy| =

CWRU Single Sign-On Google [1 Careers

Favorites  Main Menu > Seff Service > Time Reporting > Case Hourly Timesheet

Start Date: 08/27/2012

Expected End Dt: 05/09/2013

Title:
Std Weekly Hours: 20.00

Standard Rate: 9500000

[ Other bookmarks

Home | AddtoFavorites | Signout

Red:

2
=
J

Total Entries: 4 Total Hours:

10.00

Customize | Find | B0 First © 44074 T Last

*Date Day

=

RC

Hours Start Time Oout

Break 1 Break 1
Return

Break 2

et End Time

1 ‘10#03/2012 [}  Wed |Work Study : 4.00 |1.UUPM

5:00PM & D

m

2 ‘10#04!2012 E) Thu || Work Study : 2.00 |3:DDPM
3 10/05/2012 |5 Fri Work Study H 200 |3'DDPM
4 [10i08/2012 Mon || Work Study ﬂ 200 |3 00PM

B:00PH

Add

B:00PM
Add
d

Save | [ofRetum to Search | (| PreviousinList | 4[] Nextin List

5:00PH

VUMD i&

Step | Action

Start Time

1:00PK

8. Enter the time you started work into the Start Time field.

9. You can enter Break times (out and return) into the fields provided.

Break 1 Break 1
Dut Return

February 12, 2013
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' [} Case Hourly Timesheet

€ = C | @ https//hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_HRLY_TIME.GBL?FolderPath=PORTAL_ROOT_OBJE({y| =

(] CWRU Links [ ERP/Human Resour.. CWRU Single Sign-On [ Google [ Careers [ Other bookmarks

EJ:NIVERSIT\RESE i
e | AddtoFavories |  Sign out

Home:
FavovntesEMalnvl‘ﬂleﬂu > Servaervlce > Time Rsvzportlng » Case Hourly Timesheet

Hourly Time Entry

Employee ID: 3333333 Casey Student Title:  Office Assistant Red: 0 M
Empl Class: Fed Wk Study - UnderGrad Start Date: 08/27/2012 Std Weekly Hours: 20.00

Department: Customer Support Senices Expected End Dt: 05/09/2013 Standard Rate: 9.500000

Total Entries: 4 Total Hours: 10.00

Time Entry m

Break3 Break3 Breakd Break 4

Date Day TRC o5t = = Return  Department Description Comments.
1 ’WB Wed ‘ ‘ | | ‘231231 @, Customer Support Senices ‘
2 ’W Thu ‘ ‘ | | ‘231231 @, Customer Support Senices ‘ 3
3 ’W Fri ‘ ‘ | | ‘231231 @, |Customer Support Senvices ‘
4/[10108/2012 [5§ Mon | Work Study [=] | [ [ [ [231231 @, |Customer Support Services [

[5) save | [GhReturnto Searcn | 1] PreviousinList | ] NextinList |

Step | Action

10. | If you click the More tab (next to the Time Entry tab), there are
additional Break fields available.
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[] Other bookmarks

Case Hourly Timesheet (Student)

Home | AddtoFavortes | Sign out
Favorites Main Menu > Seff Service » Time Reporting > Case Hourly Timesheet
Hourly Time Entry T
Employee ID: 3333333 Casey Student Title:  Office Assistant Red 0 M

Empl Class: Fed Wk Study - UnderGrad Start Date:

Department. Customer Support Services

Expected End Dt:

08/27/2012

05/09/2013

Std Weekly Hours: 20.00

Standard Rate: 9.500000

Total Enfries: 4 Total Hours: 10.00

Customize | Find | B First | 14014 1 Lost

“Time Entry More
1 [10032012 [  Wed |Work Study [« 400 [1-00Pm [ [ [ [ [5:00PM
2 [owazorz [{ |Th 200 [ER | [ | | [E:00PH i
3 [owsiz012 |5 Fri 200 [3:00Pn | [ | | [5:00PM
4 [1008:2012 5 |Mon 200 [3:00Pn1 | [ | | [E:00PM

[5) save |

[Gh Return to Searcn | |1 Previous inList | [J=| Nextin List |

e B’ »

?ag

W E MDD

Step

Action

11.

End Time

5:00PM

Enter the time you finished work into the End Time field.

12.

entry rows as needed.

You can use the Add and Delete buttons to create and remove time

Telete
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/DCaseHuurlyT\meshEe’t A - - Tl e S

« -

("1 CWRU Links [l ERP/Hurman Resour... CWRU Single Sign-On Google [ Careers

Favt;ntes?Malnvl‘ﬂlenu > Se?vaerwce > Time Rsvzunrtlng » Case Hourly Timesheet

Hourly Time Entry

Employee ID: 3333333 Casey Student

Empl Class: Fed Wk Study - UnderGrad Start Date: 08/27/2012

Department: Customer Support Senices Expected End Dt: 05/09/2013

C | & nttps://hem.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_HRLY_TIME.GBL?FolderPath=PORTAL_ROOT_OBJE({y| =

N G Yoo
SIUNIVERSITY g g Home | AddtoFavories | Sign out

[ Other bookmarks

Title:  Office Assistant Red: 0 M
Std Weekly Hours: 20.00

Standard Rate: 9.500000

Total Enfries: 4 Total Hours: 10.00

Customize | Find | B First £ 14014 I Lost

1 [looaz012 5 wed |work Study ] 400 [1-00Pm | [ | | [5:00PH
2 [1oai2012 5 | Thu [ Work Study [=] 200 [3:00Pu | [ | | [5:00PM Add
3 [onsz012 [ F Work Study [+ 2,00 [2:00pm [ [ [ [ [5:00PH Add
4 [omz2012 [ Mon [Work Study [+ 2.00 [z:00Pm [ [ [ [ [5:00Pm At

Save | [GhReturnto Search o | Previousinlist | | Nextin List

« n

L

Step | Action

13.

. Save

When you are finished editing time entries, be sure to click
the Save button or your updates will not be recorded.

14,
end your session.

I

Please remember to use the Sign out link in the top, right corner to

15.

End of Procedure.

February 12, 2013
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