
Self Service Time Reporting
Non - Exempt Personnel



To begin the time 
entry process, in 
your MyCLU click 
on "Self Service"

In the window that 
opens, select 
"employee" This will 
open a new page 
with all the self-
service options. 
Depending on your 
role you may see 
more items on this 
screen.

The first item 
takes you directly 
to your timecard. 
You may also 
check your 
earning 
statements or any 
pending leave 
requests.



Once on the time entry page, you will notice that the pay period is 
divided into one-week segments  Click on the first week and your 
timesheet will open for that week. You will need to fill out your time 
sheets for each week and submit for approval. You don't have to wait 
until the end of a pay period to submit. You can submit your first week 
and your second week separately and the time sheets won't be sent to 
your supervisor until the end of the pay period.

This is an example of the non-exempt time sheet. The week you are 
entering data for appears at the top left corner. You may also check 
your leave balances from the "View Leave Balances" button at the top 
right corner. 



This is an example of the non-exempt time sheet. The week you 
are entering data for appears at the top left corner. You may also 
check your leave balances from the "View Leave Balances" 
button at the top right corner. 

Clicking on any day, you will get a drop down list of available 
times. Select your "Time in" and "Time out" times from the drop 
down list or you can type in the time directly, such as 8:05 or 
13:05



Clicking on any day, you will get a drop-down list of available times. Select 
your "Time in" and "Time out" times from the drop-down list or you can 
type in the time directly, such as 8:05 or 13:05

As a non-exempt employee you are entitled to a 30 minute lunch break. 
To add the additional time after your break, click the plus sign under 
any column to add additional time entry boxes.



Two additional entries appear allowing you to enter the rest of your hours 
after your 30-minute break. Clicking on the minus sign removes the 
additional time entry boxes. Clicking the plus sign, you can add as many 
time segments as necessary. Enter your time in and time out as before.

To complete your time entry, you can either comment or submit for 
approval.  Again, you don't need to wait until both week's time sheets 
are entered to submit. You can save your timesheet by clicking the 
save button, or submit for supervisor's approval. 



If you select "Comment" a pop-up box will appear allowing you to enter 
any comments. You can send the comments from the send button, or
submit for approval and the comments will automatically be forwarded.

If you click on "Submit" you will see a message letting you know your 
timecard is being submitted. You can complete your timesheets weekly 
and submit. 



Fill out your 
time for the 
second week 
of the pay 
period the 
same way 
you 
completed 
the first and 
click on 
"Submit for 
approval".

You can use 
the arrow 
keys to 
switch from 
one week 
to another.

Your 
supervisor 
will receive a 
message 
letting them 
know that 
you have 
submitted 
your 
timecard for 
approval.



To request 
leave, click 
on  "Leave 
Request" 
from the 
opening 
screen.

A page will 
open 
showing your 
sick hour and 
vacation 
accruals. 
Clicking on 
"Request 
leave" opens 
the leave 
request 

The request 
screen opens, 
outstanding 
leave 
requests are 
listed on the 
left side of 
the screen. To 
create a new 
request, start 
by selecting 
leave type.



From the 
drop-down 
list select the 
leave type,  
holidays are 
automatically 
populated 
from the 
campus 
calendar.

Enter the 
start date.

And end 
dates 
requested.



The next 
screen 
shows the 
dates 
requested. 

Data can be entered as whole or partial hours . The dates not 
requested are greyed out and data cannot be entered. From this 
screen the dates and times may be edited, the request saved or  
Submitted, comments can be added, or the request deleted.



Once your 
supervisor 
receives 
your leave 
request, 
they may 
approve, 
reject or 
comment 
on the 
request.

You can use 
the arrow 
keys to 
switch from 
one week 
to another.

Fill out your 
time for the 
second week of 
the pay period 
the same way 
you completed 
the first and 
click on 
"Submit for 
approval".



Your supervisor will receive a message letting them know that 
you have submitted your timecard for approval.


