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How to Report Time for Summer School/ESY 

 

All scheduled hours worked are required to be reported in Time & Labor for Summer School/ ESY staff,  
certificated and classified. For time worked, timekeepers must enter the number of hours the employee 
worked that day on the timesheet. For absences, timekeepers must enter data on two (2) rows on timesheet; 
the first row reports the number of hours the employee would have worked that day, the second row reports 
the number of hours the employee was absent on that date.  Contact Payroll for questions or issues. 

1. Log into PeopleSoft HCM with your six digit ID number and password. 

2. Click the Navbar icon in upper right corner                    then select Navigator            icon. 

3. Select Manager Self-Service. 

4. Select Time Management. 

5. Select Time and Labor WorkCenter . 

The timesheet will appear on the right side of the page.  

To Report Time Worked  

On the Timesheet Summary page: 

6. Enter the hourly group code (four-digit dept code + H, example: 0007H) in Time Reporter Group. 
Note: When searching for substitutes, enter the EmplID and Name only.  

7. Click Get Employees.  

Search results will display at the bottom of page. Tip! To save selection criteria, click Save Criteria. Next time 
you access the Timesheet, these results will display automatically. To clear selections, click Clear Criteria. 

8. Click the last name of employee. IMPORTANT! Hours must be entered on Summer School/ESY assign-
ment. Select the row that displays Summer School / ESY designation in Job Title (for example, S/I) . 
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How to Report Time for Summer School/ESY 

 

The date on the Timesheet defaults to the Monday of the current week.  

9. Change the Date to appropriate week to report time for, if necessary. Click the Refresh Timesheet 
icon . 

10. Complete the following (Please refer to Summer School/ESY Payment and Timekeeping table in the 
Time & Labor for Summer School Handbook, found here , for additional details): 

a. Date - Enter number of hours worked that day (based on summer assignment). 

b. Time Reporting Code - Select appropriate code from drop-down  

c. Combination Code - Enter, if necessary. 

d. Comments - Enter relevant information. 

11. Click Submit. 

12. Click OK on confirmation message. 

 

To Report Time Worked (cont’d) 

https://itd.sandiegounified.org/it_resources/people_soft
https://itd.sandiegounified.org/UserFiles/Servers/Server_27969467/File/IT%20Resources/PeopleSoft/Job%20Aids%20for%20HCM/TL%20for%20SummerSchoolESY%20Handbook_v2.3.pdf
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How to Report Time for Summer School/ESY 

 

To Report an Absence 

IMPORTANT! When reporting an absence, there must first be an entry on the employee timesheet for time 
they would have worked that day. On a new row, a second entry must be added to report the absence.  

On the employee Timesheet: 

1. Change the Date to appropriate week to absence occurred, if necessary. Click the Refresh Timesheet 
icon . 

2. Click (+) to add a new (absence) row.  

3. In the new row, complete the following (Please refer to Summer School/ESY Payment and Timekeeping 
table for additional in the Time & Labor for Summer School /ESY Handbook, found here , for additional 
details): 

a. Date - Enter number of hours absent that day. 

b. Time Reporting Code -Select appropriate code from drop-down. 
• SLF = Certificated & Classified staff 
• SISVL = Certificated staff (Long-Term Visiting Teachers) 
• VAC = Classified staff  

c. Comments - Enter relevant information. IMPORTANT! Comments help with information tracking . 

4. Click Submit. 

5. Click OK on confirmation message. 

 

https://itd.sandiegounified.org/it_resources/people_soft
https://itd.sandiegounified.org/UserFiles/Servers/Server_27969467/File/IT%20Resources/PeopleSoft/Job%20Aids%20for%20HCM/TL%20for%20SummerSchoolESY%20Handbook_v2.0.pdf
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How to Report Time for Summer School/ESY 

 

6. Timekeepers may check balances on the Leave/ Compensatory Time tab at the bottom of the time-
sheet. 

 

IMPORTANT! Sick Leave can only be used if employee has accumulated full salary sick leave.  
Sick leave earned during Summer School/ESY cannot be used to cover an absence during the summer  
assignment. Sick Leave and Vacation Accruals earned will be manually added to employee leave balances 
in the fall.  

To Report an Absence (cont’d) 

https://itd.sandiegounified.org/it_resources/people_soft

