My Timesheet

Explanations for the Employee view of Timesheet application within ESS+.

» Log into ESS+ at https://essplus.co.santa-barbara.ca.us/

» Click TIMESHEET in the Menu bar

ESS"' Employee Self Service Plus County of Saata Barbara

' TIMESHEET | ESS | QuickLiNks |  ADMIN | HELP | ELIZABETH ANNE BYRNE |LOG OUT

= HOME

Current Bulletins and Alerts

Date News Bulletin

06/18/15 New Paid Sick Leave Law!

01/01/15 Timesheet Coding Guidelines

» Under Employee Time Capture click My Timesheet

Ess+ Employee Self Service Plus

HOME | TIMESHEET | ESS | QUICKLINKS | ADMIN | HELP |

% TIMESHEET

E-? Employee Time Capture
My Timeshest I
Timesheet Coding Guidelines

E-? Reports
Timesheet Status
Timesheet Approvals

Timesheet Hours

Errors and Wamings

> Important! : You will no longer send your timesheet to a supervisor to approve.
Instead you will click Approve in the Timesheet to place your name and the time and date
of your approval on the record. Your primary supervisor will click Approve when they review

your time.

Y

» Note: There may be a delay when opening your timesheet. When opening a Timesheet, an
‘edit’ check performed to verify all hours and codes on the Timesheet. Review and clear
“"Errors” and “Warnings” for accuracy before you “"Approve” the Timesheet.
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My Timesheet

» How to Navigate My Timesheet

Ess+ Em ployee Self Service Plus County of Santa Barbara

HOME .| TIMESHEET | ESS | QuICKLINKS | ADMIN | HELP |

TIMESHEET Timesheet

Total Hours 8.00 s.00 80 8.0 8.0 0.0 0.0 4000 s.00 80 8.0 8.00 8.0 0.0 0.0 40.00 80.0

1 Pay Perind: Q Job: [1 (ENTERPRISE LDR-GEN) v
3 Edit Check | Approve | Unlock | Print | Template
Float Hol: 0.0 Vacation: 95.9 Overtime: 0.0 ||Dept: 061 BUnit: 0410-Auditor-Contreller Qvertime: Exempt
ﬁ Holiday: 0.0 Sick: 83.6 Furlough: 0.0 ||Barg Unit: 35 Job Class: 008015-ENTERPRISE LDR-GEN Emp Type: Regular
' 8 Schedule:  Full Time Morm Hrs: 80.0
5 | Errors (0) || Warnings (1) | | Approvals (0)
6 Incomplete WEEK 1 - WEEK 2
. 10/26|10/27|10/28|10/25|10/30|10/31 11;’01| l 11fﬂz|11f03|11f04|11fas 11/06|11/07|11/08 @
Total Hours| 8.0 8.0 8.0 80 8.0 00 00 400 50 80 80 80 80 00 00 40.0 800 4
Prog |Project |Actv [Area [Earm| Mon | Tue (Wed | Thu | Fri | Sat | Sun | W1 [ Mon | Tue (Wed | Thu | Fri | Sat | Sun | W 2 |Total |[Show Motes
© oo REG 55| &5 00| 40 70 23.00 70| 410/ 30/ 05 00 11.5( 34.5
© O |PRKY REG 00| 1.0 1.0 1.0
© Qoo lCTG REG 05| o5 oo o5 o5 2.0 10| 05 10 2.5 4.5
© Qoo MEET REG 1.0 2.0 3.0 40| 10/ 20 7.0/ 10.0
O oo [TRNG REG 3.0 8.0 | 8.0|
© |00 |PavREC |MEET REG 10| 00| 00 1,u| 1.0
© @020 |PAvREC REG 20| 20 -l.l]| 4.0
© @020 [IMEDT  [TRNG REG 200 10 3.l]| 3.0
© @020 |[MEDT  MEET REG 10| 1.0 2.|]| 2.0
|° (1020 |TIMEDT ’ REG 10/ 1.0 05| 05 3.0 10| 20| 10| 10| 40 9.0| 12.0
oo e |
L+ X )
o0
o0
o0

J.» Pay period number

N

Job number

Edit Check reviews Errors and Warnings

Approve adds your name, time and date stamp and prevents changes.
Unlock invalidates previous Approvals and allow changes.

Print opens the Timesheet as a pdf

Template opens a pdf with POPAA and Earn Codes coded, with no hours.

Leave balances, Department and Budget Unit, FTE and Normal Hours are displayed

Errors tab shows what must be corrected before approval.
Warnings tab shows what should be corrected before approval.
Approvals tab shows both Valid and invalid approvals, including time and date.
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My Timesheet

Timesheet Status shows here:

e Incomplete = Timesheet has no approvals

¢ Requires Employee Approval = Timesheet has approval, but not employee approval

¢ Requires Supervisor Approval = Timesheet has employee approval, but not
supervisor approval

¢ Provisionally Approved = Timesheet has employee and other approval, but lacks
supervisor approval

e Approved = Timesheet has employee and supervisor approval

e Legacy TimeCard Data = Converted from eis/TimeCard

¢ Completed by AC Payroll = Timesheet for employee entirely on integrated leave has
been completed and does not require employee signature.

Weekly total hours
A red-orange line will highlight the active row for data entry.
Double click in any POPAA field to see a drop-down list of possible values.

Click the green button to add a row above. L+

Click the red button to delete the row. o

Clicking Show Notes will enable memo field entry.
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