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How to Enter Time - Hourly Employees

This guide will show you how to enter your time worked (submit a timesheet) if you are an hourly employee. Student
employees should use the “How to Enter Time: Student Employees” guide. Classified and exempt overtime-eligible
employees should use the “How to Enter Time: Classified and Exempt Overtime-Eligible Employees” guide.

A few tips and reminders:
e |n ctcLink, timesheets must be submitted and approved by the payroll deadline in order to be paid.
e Late timesheets will not be accepted and will not be processed until the next pay period.
e Please use a computer to enter your time. We recommend you don’t report your time using a mobile device.

e The SVCIT Help Desk can help if you have problems with sign-in credentials, usernames or passwords.

e The images in this guide may be slightly different than the images you see in the live environment.

Directions

1. Signinto ctclink at https://gateway.ctclink.us/

Sctelink

Washington State Community and
Technical Colleges

ctcLink ID

| |

Password Help

2. You will be brought to a screen to select a tile. Select the appropriate tile for SVC.

SVC | Skagit Valley College
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3. Once signed in to your ctcLink Gateway, select HCM Self-Service to be taken to your Employee Self-Service page.

SV C | skagit valley College

Financials Self-Service

Your Gateway to ctcLink

Payments and Processing

CS Staff Homepage

o Students may experience issues mal
payments when using a Google Chro
browser. Until the problem with Goog
is resolved we recommend using and
browser for making a payment

4. The Employee Self Service page will display. Click the Time tile.

Q w

Time Payroll

Personal Details Benefit Details

5. The Time page will display. Select the correct job.

“Salectp Job | STUDENT MELF » Apply

STUDENT HELP
STUDENT HELP

Tia Sy

B0 - DS

6. Click the Enter Time tile to report time.

Do not use the Report Time tile unless you are using assistive technology.

Some hourly employees may have more than one job. If you have more than one job, you have a couple
of tile options for time reporting. If you find it difficult to report time for multiple jobs using the Enter
Time tile, try using the CTC Time tile. Instructions are found at the end of this document.
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< Employee Self Service Time /A\ Q » E @
*Select a Job |
N
Enter Time Time Summary Exceptions

02/01/21 - 02/15/21

@ Reported 3.00

#® Scheduled 88.00

Report Time

The Enter Time page will display.

Wednesday, Feb 10, 2021

® Reported 0.00

® Scheduled 8.00

«= Report Time

02/01/21 - 02115721

3.00 Hours 0

Payable Time

Last Time Period 01/16/21 - 01/31/21
Total Hours 0 Hours

Estimated Gross 0

For employees paid by the hour, all days in the pay period are displayed on one page. The top of the page displays the
current pay period. You can switch to view a different pay period using the arrow buttons to the left or right. There is a
View Legend link at the top of the page that gives additional details about information that can be seen on the screen.

01

Feb

02

Feb

03

Feb

04

Feb

05

Feb

If you have time to report for a pay period that has already passed, you will need to work with HR/Payroll.

Job Tithe 1T TECH I

Day Summary

Monday

Reaponed 0,00 /Scheduled 8,00

Tuesday

Reporied 0.00 /Scheduled B.0D

Wednesday

Reported 0.00 Scheduled .00

Thursday

Reported 0.00 /Scheduled .00

Friday

Reported 0,00 /Scheduled B.00

@

®

Enter Time

q 1 February - 15 February 2021 3
Sami-Monthly Period
Scheduled 120.00 | Reported .00 Hours

Lunch in Ourt Time Repaorting Code Cuantity Time Details  Comments

Faam BUD1C 8 (27 50401

CTCLINK — TIME AND ABSENCE

p.2



9. Select a Time Reporting Code (TRC) from the drop-down on the right. Hourly employees will most

often use HRY - Hourly.

10. Enter the following:
¢ In: time that the employee started work for the day.
¢ Lunch: time that the employee left for their break
¢ In (from Lunch): time that the employee returned to work.
e Out: time that the employee finished work for the day.

11. If no lunch break is taken, enter the following:
e In: time the employee started work for the day.
e Out: time the employee finished work for the day.

o IMPORTANT: Make sure you report the time you ended your work shift in the Out field. If you use the Lunch
field, the system will think you are on a shift break and not that your work shift was completed for the day.
This will cause time reporting errors.

12. Time is assumed to be 24 time if no AM or PM entry is indicated.
e For example, 8:00 AM can be entered as either 8 or 8AM in the timesheet.

e For example, 2:00 PM can be entered as either 14 or 2PM in the timesheet (i.e. if 2 is entered

without the PM then the system will assume that means 2AM).

sboess Enter Time AQ™ ! @
2 1 Sunday
Feb  Reported 0.00 /Scheduled 8.00 - L 3 ik |
22 —
& T EaT @  200:00PM 5:00.00PM 5:30.00PM 7:30.00PM 01 HRY - Hourly - ==
Feb eported 5,00 Scheduled
23 :
Reported 5,00 /Scheduled 8,00 ]l Siimsionicm Umtinice oy F | -
Feb ;
2 4 Wednesday
Reported 5.00 /Scheduled 8,00 ) ll ot O HEE -l L + =
Feb ¥ .
25 4
© 200:00M 7.00.00PM 01 HRY - Hourly - ¥ | o
Feb Reported 5.00 /Scheduled 8.00
26 —
. S @ 1230000 4:30.00PM 01 HRY - Hourly » ol
Feb lepor /Schedul
Z Z Saturday

13. When time is reported, the portion of the bar will turn green.

14. Please note: you cannot enter your hours for the day as a quantity. This is called elapsed time reporting and is not
available to hourly employees.
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15. If you need to provide a comment for any day, click on the Comment icon at the right of the row. Comments, once
entered, cannot be altered or removed. Additionally, all comments recorded by employees are considered
discoverable.

O

16. Click the Submit button after you have entered time on the Enter Time page. If you add time and try to move
to another page before clicking Submit, you will see this error message:

You have unsaved Data on this page. Select OK to go back and save, Cancel to continue.

1. If time needs to be changed:

e Enter the new time on the day that needs to be altered.

e Select Submit and OK.
2. |Ifthereis alarge break in the day, this is not a lunch break.

On the first row, enter your In and Out times.

e Select the (+) on the right-hand side of the screen to add a row.
o Select the same TRC as before from the drop-down on the right.
e Enter the additional In and Out times.

e Select Submit and OK.

3. If atime entry needs to be removed from the timesheet:

e Select the (-) on the right hand side of the screen to remove a row from the day.
e The system will prompt a question, select either Yes Delete or No Do Not Delete.

¢ |If Yes Delete was chosen and the employee wishes to finalize their choice, select Submit and OK

When time is submitted, it will be processed by the system overnight, and your manager will receive a request to approve
in the system. Before the payroll deadline, you can update and resubmit your timesheet. Managers only need to approve
once at the end of the pay period. Around the end of the pay period, HR and Payroll may run the overnight process during
the day so that managers receive notification on the same day that the timesheet is submitted.

17. After time has been submitted and processed overnight, you will be able to view your payable time in the Time

Summary tile. In Time Summary, choose Payable Time at the top of the page to see a summary of your payable
time for the pay period.

IMPORTANT NOTE — REPORT TIME TILE

In the main Time tile, employees will notice three different tiles for reporting time. Hourly employees should use the
Enter Time tile as described above. Do not use the Report Time tile unless you are using assistive technology.
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ENTERING TIME FOR EMPLOYEES WITH MULTIPLE JOBS:

For employees with more than one job, the CTC Time is an alternative option for reporting hours on multiple jobs. See

below for instructions for using the CTC Time tile. Talk to your supervisor to make sure you are entering time for the
correct job.

1. When you are in the “Time” tile, you will click on "CTC Time.”

Beport Tima Bayabia Time

arsday, May 7, 2020 Last Time Period  (4/48720 - 0430620

S ——
®Reporied 000 Total Hours 0 Hours

® Scheduied 800 Estimaed Gross 0

a- Repert Time

Cancel Asences

[

2. The “CTCESS Time” screen appears which will allow you to choose the job for which you are entering

Time CTC ESS Time
st Report Time
Timesheet
] Overtime Requests
My Commo(Tine Babinoss Trinity Andessen
T Moninly Schedue L
Selectdob | I
Jots Tite Depanmant 1D Dapartmant

Be8ss MATURAL SCIENCE DMSION -FS _ Select ;0b '

B680 STUDENT LIFE
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3. Once you select the correct job, the CSS ESS Time page allows you to choose the date of the

timesheet, enter the hours you are reporting, and to select the proper Time Reporting Code.

4 s

CTC ESS Time

P Timeshest

A Overtms Requasis E;UD&N’;‘“EEP Empleyss 1D 101098533
N J Aeord 1
1 Comp Tire Baimncen - -

ge Date  OAT2020

bt e Selwct Anathar T

View iy | Vel

Dwe | DSO4020

L]
From DESM/INZD bo D&/ 83030
Rapared
Comments Dy Caw [rrs n Lunch L L]
Whon ba e an Than M Jpm
i 5.} =
e ]
W w1 k
£
St 50 e
” 24 .
Subenit Conur

Summacy Esorptam Bayabie Tme

4. You will then click on the "Submit" button in the middle left-hand section of the screen.

Tue W Haw

20 FWS - Fedaral Work-Shidy
- 30 SIS - State Work Study

Yo 50 Hew 40 WES . Warkdrst\Worksludy

Thi &7 s '

Fa £ e .

Sat o dow .

S &0 Few

“ e

Summary Exceytions Earyaiie Time

Renarisd Tima Summans
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