Student Employment: Timecard Validations

Purpose
The purpose of this aid is to outline the steps of the Timecard Validation process within Ignite.
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1. Reviewing Timecard Validation in Bell Notifications

a. Go to your Bell Notifications in the top right corner.
b. Select the Timecard Validation Journey Notification.
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c. A pop-up window will appear. Select Start Journey

| @ You have a new journey - Timecard Validation. — Mozilla Firefox — O

O B =2 https://ejof-devl.fa.us2.oraclecloud.com/hcmU|faces/adf task-flow?tz= America%2FChicagof&df=r 30% s =

% ‘ Baylor University

Hello, Andi Nevarez

You have a new journey to complete.

I Start journey

Thank you.

Note: If a window does not appear, please ensure that pop-up windows are allowed.
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2. Completing the Timecard Validation Journey
Overview: Notice that there will be three tasks required to complete the Journey. The Tasks completed bar will fill as you

complete each task. Once all three tasks are completed. The Journey is completed.
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Understanding the Why
a. Select Understanding the Why to expand the task.
b. Read thoroughly and select Done to complete the task.

Tasks compieted oor3

Tasks

e Understanding the Why

Student employee timecards must be certified by the student's direct supervisor. Baylor University must maintain Federal Work Study
records, including certified timecards, to maintain compliance with the Department of Education.
for all student employees, not just Federal Work Study student

The Office of Studen requires h
employees. This equitable approach will allow Student Employment and Payroll partners to catch and resolve timecard/payroll issues quickly.

By completing this journey, you will accomplish all the necessary steps to certify your student employee's timecard

Journey Highlights
Federal .3
Student Employment

Policy (BU-PP 121)

FSA Handbook
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Review Student Reported Hours
a. Select Review Student Reported Hours to expand the task.
b. Read the information provided.
c. Select Review Validation Report.

Tasks completed 1of3
Tasks Com—

° Understar

ing the Why

Please take a moment to review the report of work hours submitted by your student employees over the last month.

If there is an error you identity during the Student Reported Hours validation, please take a moment to connect with Student Employment
(student_employment@baylor edu) and the Payroll Office (payroll_office@baylor.edu) to get this corrected.

The blue URL titled Review Validation Report included below will drop you into the Hour Moniitors Report. If you have identified delegates,
please ensure the correct dates and information is displayed.

For example, the date range below is 08/01/2024 to 08/31/2024 for a Line Manager that s validating August Payroll for all student workers

% ‘ Baylor University

B

Aty Aot

After reviewing the report, please select the back button within the web browser to return to the Journey.

Additionally.if necessary, follow the link here to view the 2024 Biveekly Payroll Calendar.

O voreActions ~

Journey Highlights

Federal _
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d. The report will direct you to a new page where you can review your student working hours submitted for the
month. Verify hours are all accurate. If you need to filter out suspended students, use the Active Status filter and
click Apply.

% ‘ Baylor University

Name Select Value v Person Number —Select Value- v Assignment Status —Select Value v Payroll Time Type —Select Vaiue- v Time Card End Date Between 08/01/2024 s, - 08/31/2024
Apply Resetw

Student Reported Hours Monitor Analysis

Person Number Name Assignment Number Business Title Status P Hours Payroll Time Type Time Card End Date

1000123456 Parker, Peter E1000123456 Administrative and Office Services, Student Active - Payroll Eligible s 08/0:

1000123456 Administrative and Office Services, Student Active - Payroll Eligible ngs  08/1

1000123456 E1000123456 Administrative and Office Services, Student - internship  Suspended

1000123456 Administrative and Office Services, Student - intership  Suspended - Payroll
1000123456 £1000123456 Administrative and Office Services, Student-2 Active - Pa Eligible 14 Regular Hout amings
1000123456 Administrative and Office Services, Student-2 Active - Payroll Eligibie 20 Reguiar Hourly Eamings 08/31/202:

Refresh -Export

e. If necessary, export the results of the report by clicking the Page Options icon in the top right corner. If not
necessary, proceed to step h below.
Select Export to Excel

g. Select Export Entire Dashboard

Home  Catalog Favorites ¥ Dashboards* Create Open ™

=y Print »

.1 Expaort Cumrent Page I 1 Export to Excel 3 I

I .| Export Entire Dashbocard I*} Refresh

P, Add To Briefing Book
Create Bookmark Link
Create Prompted Link
Apply Saved Customization >
Save Cument Customization...
Edit Saved Customizations...

Clear My Customization
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h. Once hours are validated, use the back button on your window to return to the Journeys Task. Or, if a new
window was opened, return to the Journeys window.

i. After reviewing the hours monitor report, please do one of the following:
i. If meeting with a delegate prior to certifying the report is necessary, select More Actions, then
Add to Calendar to set up a meeting. If an exported report is necessary for the meeting, please
refer to steps e-g above.

More Actions -

Add to Calendar
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ii. If the hours appear to be incorrect, please email Student Employment@baylor.edu to assist
with getting the timecard(s) corrected. You may leave the task and come back to Journeys once
the timecard(s) are corrected.

iii. If meeting with a delegate is not needed and the hours appear to be accurate, select Done.

m ¢ More Actions +

Timecard Sign Off
a. Select Timecard Sign Off to expand the task.
b. Read the information provided.
c. Select See Document to review the document prior to signing.

Tasks completed 2013
Tasks ——
Understanding the Wiy
ompietes on 09,/04/2024 -
Q:
£ Timecard Requires -

Once the validation process has been completed and all the hours entered in by your student employees is correct, please sign via the
e-signature below.

Abter entering your e-signature, you should be able to generate the Line Manager Timecard Validation Document. After processing your e-
nd will b ged by Central Human Resources in coardination

signature, record will be g d for your p
with Student Employment and Financial Aid.

Please follow the Full Name example below to ensure your signature validation is picked up by the system:

Full Name: Bear, Bruiser

Email: bre

See document

Full Name Emal

_bear@baylor.edu

signature

Cear

WView signed document to complete the Journey



mailto:Student_Employment@baylor.edu
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d. Sign Full Name, Email, and Signature in their respective boxes.
e. Select View Signed Document.

Tasks completed 203
Tasks B el

° Understanding the Why .

° Review Student Reported Hours

© recssion :

Once the validation process has been completed and all the hours entered in by your student employees s correct, please sign via the
e-signature below.

After entering your e-signature, you should be able to generate the Line Manager Timecard Validation Document. After processing your e
signature, a document of record will be generated for your personal files and will be managed by Central Human Resources in coordination
with Student Employment and Financial Aid.

Please follow the Full Name example below to ensure your signature validation is picked up by the system:
Full Name: Bear, Bruiser

Email: bruiser_bear@baylor.edu

See document

B | |

4

Clear

Signature.

I View signed document to complete the Journey I

f. The signed document will appear on the right side of your screen.
g. Select the X once finished reviewing the document.

View Document

Physical SignatureExampl.

Baylor University

Timecard August Monthly Validation

Baylor University expects suparvisors of student employees to adhere to specific
responsibilities, including complying with Univarsity policy and federal and state
reguiations that govem Student Employment. Thesa responsibilities include fmely

een completed and all the hours entered in by your stu imacard poroilsnd momly ceriesionof o work for 1 gt ampeyess
wrthin 3 supervisor's responsibily

Sy providing my clecironic sgnature on tris document, 1 eriy thatthe ime recerded
. TorLiucant employees wiin ny rasponsioity are scourate and compieia
1 should be able to generate the Line Manager Timecard Vi " " ' ®

I be generated for your personal files and will be managed
ncial Aid. ACKNOWLEDGED AND ACCEPTED:

Name: Nevarez, Andi
Email: Andi_Nevarez@baylor.adu
ole below to ensure your signature validation is picked u Date: 2024-09-04,1725471553311

Email
Andi_Nevarez@bayloredu
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h. Select Done to complete the task.

i. Once selecting Done, the tasks bar will show 3 of 3 completed, signaling the completion of the Timecard
Validation.

= e o EJOF0E)
= % '/'lgnlte Release Regression Testing

LR T

< Baylor Line Manager of Student Employees . ES ) @ T
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Timecard Validation

! * A
and commitment to main he iecrity o o Y
¥R LAIN

Tasks completed 03

Tasks

° Understanding the Why
Completed on 0/04/2024

° Review Student Reported Hours.

Journey Highlights

Federal =
Student Employment
FSA Handbook Policy (BU-PP 121)




Student Employment: Timecard Validations

3. Reviewing Completed Timecard Validation Documents

a. Onthe Ignite Homepage, select the Me tab.
b. Under Quick Actions, select Show More.

= B E
:% Zignite ReleaseR Testing

Good morning, Andi Nevarez

0o -

You have no open notifications.

c. Under Personal Info, select Document Records.

_ e, EJO v
= % 7Ignite Release Regression Testing

Good morning, Andi Nevarez
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d. Apply filters (if necessary).
e. Select the icon on the far-right side of the document.

Document Recor

(]
I

Hide Filters Excluded Payroll = Expired = Last Updated Today =

Search

All Documents

Sort By ‘Last Updated - Descendir

Document Type Mame D
Timecard Agreement Timecard Sign Off

Filters Reset | £3 Category EESIE%J.pgai':ed Date
Compensation 09/04/2024

Expand All | Collapse All

# Document Type

f.  Under Attachments, select the pdf.

Document Details

Document Type

Country
Timecard Agreement

All Countries
Category

Created From
Compensation

Allocated checklist tasks
Mame

Issued On
Timecard Sign Off

019/04,2024

Context Value
Attachments

Preview fimecard Sign Off, pdf

Timecard Sign Off.pdf [14.35KE) .+, o

By Andi Nevarez on 09/04/2024 12:40 PM
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g. The document will appear for viewing.

B

Baylor University

Timecard August Monthly Validation

Baylor University expects supervisors of student employees to adhere to specific
responsibilities, including complying with University policy and federal and state
regulations that govern Student Employment. These responsibilities include timely
timecard approval and monthly certification of hours worked for all student employees
within a supervisor’s responsibility.

By providing my electronic signature on this document, | certify that the time recorded
for student employees within my responsibility are accurate and complete.

ACKNOWLEDGED AND ACCEPTED:
Name: Nevarez, Andi

Email: Andi_Nevarez@baylor.edu
Date: 2024-09-04

Signature:

A .l




