Reporting ADO, CTO, and Other Time
Reporting Options

This article covers how faculty and staff can report ADO (Additional Day Off), CTO
(Compensatory Time Off), and other time reporting options on their timesheet. It
also covers correcting entries and viewing the timesheet.

@ Need to report time worked? View Staff: Reporting Time Worked, Correcting
Timesheet Entries, and Viewing Timesheet Entries for more information.

If you get an error, you can review Common Error Messages with
Timesheets to learn more about the error and how to fix it.

1. Log in to the campus portal and select Employee
Homepage.

View How Do | Access the Employee Homepage/Employee Self Service? for step-by-
step instructions.
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2. Click CSU Time.

csu The California State University Al + Search in All Content d

Employee Self Service ~

CSU TAE Appt Notice CSU Time CSU Personal Details
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What do you want to do?

Enter ADO, CTO, or other time reporting entry on your timesheet

1. Select Enter Time under Timesheet if it is not automatically
selected for you.

£ Employee Self Semvice CSU Time

Job Title Admin Support Coord 12 Mo

o Timesheet

Exceptions

4 1 October - 31 October 2023

C5U State Calendar
Scheduled 176.00 | Reported 0 Houy
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2. Check that you are entering time for the correct month and
week.

Job Title Admin Support Coord 12 Mo A

4 1 October - 31 October 2023 »

CSU State Calendar
Scheduled 176.00 | Reported 8 Hours

View Legend Q

Week 1 0of5 »
Scheduled 0.00 | Reported 0.00 Hours

Time Reporting Code / Time

Details 1-Sunday 2-Monday 3-Tuesday 4-Wednesday §-Thursday 6-Friday 7-Saturday

The month for your timesheet is displayed at the top of the screen.
The week for your timesheet is displayed in the middle of the screen. You can use
the left/right arrows to move to a different week.

@ >

3. Select the appropriate Time Reporting Code from the drop-down
menu.

@ You will only see Time Reporting Codes that are available for your position. If
you are unsure which option to select, contact your department timekeeper
or Payroll at 657-278-2521 or payroll@fullerton.edu.

@ shift differential and Overtime should only be entered by a timekeeper.

The system will automatically generate ADO (Additional Day Off) Earned
entries for eligible employees based on their schedule. Employees who have
earned ADO can use the ADOT (Additional Day Off Taken) entries to indicate
when they have used their ADO.
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Week 1 ¢
Scheduled 0.00 | Repo)

Time Reporting Code / Time . _ - 4
Details 1-Sunday 2-Monday 3-Tuesday

Reported 0 Reporied 0 Reporled 0

p ‘| E | i |

ADOT - Additional Day Off Taken — — —
CTO - Comp Time Taken ‘ | ‘ ‘ | ‘
CTPR - Comp Time Eamed @ 1.5 @ Q Q
CT5T - Comp Time Earned @ 1.0
HCTT - Holiday CTO Prem Take
REG - Regular Hours Waorked

3.1. If you have absence entries or need to use more than one Time

Reporting Code for the same week, click the plus sign button to add
another row.

4 Weekdofs »
Scheduled 0.00 | Reported &.00 Hours
Time Repog.ier;g“(:cdef'l'lme 22-Sunday  23-Monday  24-Tuesday 25-Wednesday 26-Thursday  27-Friday  28-Saturday
Reported 0 Reporied & Reported 0 Reported 0 Reported 0 Reported 0 Reporied 0
®
— —
L= . 8.00 ‘ + |
——
Comments =) ol o o] o o] O]
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3.2. You can now select a Time Reporting Code.

4 Weekdof5 )
Scheduled 0.00 | Reported 8.00 Hours
Time Repoglr:gilgodefﬂme 22-Sunday  23-Monday  24-Tuesday 25-Wednesday 26-Thursday  27-Friday  28-Saturday
Reported 0 Reporfed 3 Reporied 0 Reported 0O Reported 0 Reported 0 Reporied 0
o
| +
l v =) | | | | | | 4] =
comns [0] [0 [0] [0 [@ [ [

4. Type in the number of hours for each day or enter 1 for time
reporting codes that report in whole days. Then press Tab on your

keyboard. Continue entering hours/days as applicable for the week.
Then click Submit when you have finished.

Some Time Reporting Codes are reported in hours (e.g., 4 hours of CTO

taken on a single day) and some are reported in whole days (e.g., 1 ADO
taken on a single day).

@ Clicking Submit does not prevent you from making changes later; this just
submits the week's entries.

You only need to enter your hours worked on the timesheet even if you are
using a Time Reporting Code in which you earn more than straight time.
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The system will calculate the appropriate amount. For example, if you
worked 2 hours and are earning Comp Time @ 1.5, enter 2 hours on the
timesheet and the system will calculate that you earned 3 hours of Comp
Time.

Job Title Admin Support Coord 12 Mo

4 1 October - 31 October 2023 »

CSU State Calendar
Scheduled 176.00 | Reported 48 Hours

View Legend m

Week 1 0of5 )
Scheduled 0.00 | Reported 4.00 Hours

Time Reporting Code / Time

Details 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday B-Friday 7-Saturday

Reported 0 Reported 0 Repored 4 Reported 0 Reported 0 Reported O

Reported O ‘

n | ADOT - Additional Day v | | | | o 1-UU| l |l | | | | | | ‘T‘ ‘:‘

wmes (O] (O] [0] [0 [0 [o] [©

A. Type in the number of hours for each day or enter 1 for a single day and then
press Tab on your keyboard. Continue entering hours as applicable for the week.
B. Click Submit when you have finished entering your time worked.

5. Click OK to confirm the hours entered are accurate.

Employee Statement
To the best of my knowledge and belief, the information submitted is accurate and in full compliance with legal and CSU palicy requirements.
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6. Click OK after the rules have been applied.

Rules have successfully been applied.
Fress OK to refresh your timesheet with updated payable time.

7. You'll see a confirmation that your timesheet was submitted.
You're done!

CSU Time n QA : @
Timesheet is Submitted for the period 2023-10-01 - 2023-10-31 x
1 T UCTODET - 3T UCTODEr ZUL3 |4

CSU State Calendar
Scheduled 176.00 | Reported 12 Hours

View Legend

Week 1 0of5 )
Scheduled 0.00 | Reported 4.00 Hours

Correct an entry on your timesheet

You can only make corrections if your time has not been approved yet and

if the pay period is still open. All time must be entered by the end of the
month. If you need to make any corrections after the pay period has closed,
consult with your department timekeeper.
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1. Select Enter Time under Timesheet if it is not automatically
selected for you.

£ Employee Self Semvice CSU Time

Job Title Admin Support Coord 12 Mo

o Timesheet

Exceptions

4 1 October - 31 October 2023

C5U State Calendar
Scheduled 176.00 | Reported 0 Houy

2. Locate the entry you want to modify.

Y

CSU Time R Q
Job Title Admin Support Coord 12 WMo

4 1 October - 31 October 2023 »

CSU State Calendar
Scheduled 176.00 | Reported 12 Hours

View Legend

Week10of5 »

Scheduled 0.00 | Reported 8.00 Hours
———
Time Reporting Code / ~ _ ~ K ~ Eri ~

Time Details 1-Sunday 2-Monday 3-Tuesday |4-Wednesday|5-Thursday 6-Friday 7-Saturday

Reported 0 ‘

Reporied 0 Reported 0 Reported 0 Reported & Reporied 0 Reporied 0
- e
| ADOT - Additional D v | | | | || I 8.00| || | | |+‘ |_‘
Comments ‘O| ‘©| ‘O| ‘©| ‘©| ‘O‘ ‘©|
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3. Make the necessary correction(s) and then click Submit.

Job Title Admin Support Coord 12 o

4 1 October - 31 October 2023 »

CSU State Calendar
Scheduled 176.00 | Reported 12 Hours

View Legend m

Week10of5 »
Scheduled 0.00 | Reported 4.00 Hours

Time Reporting Code / 1-Sunday  2-Monday  3-Tuesday 4-Wednesday 5-Thursday  6-Friday  7-Saturday

Time Details
Reported 0 Reported 0 Reported 0 Reported 4 Reporied 0 Reported 0 Reported 0
o 1
| ADOT - Additional D v | | || || 100/ | | | | | |+‘ ‘—‘
Comments ol o e e o o] |©Of

A. Enter the necessary change(s) to your hours.
B. Click Submit.

4. Click OK to confirm the hours entered are accurate.

Employee Statement
To the best of my knowledge and belief, the information submitted is accurate and in full compliance with legal and CSU palicy requirements.
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5. Click OK after the rules have been applied.

Rules have successfully been applied.
Fress OK to refresh your timesheet with updated payable time.

6. You'll see a confirmation that your timesheet was submitted.
You're done!

CSU Time N Q : @
Timesheet is Submitted for the period 2023-10-01 - 2023-10-31 X
4 T UCTODEr - 3T UCTIODer ZUZ3 4

CSU State Calendar
Scheduled 176.00 | Reported 12 Hours

View Legend

View your timesheet entries

You can view your hours worked by viewing your Timesheet, using the
Weekly Time Summary, or through the Payable Time page.

The Timesheet view will show you time worked as well as the type of time
entered for the pay period/week.

The Weekly Time Summary will show you the time entered and time
scheduled for each day of the week you're viewing.

The Payable Time view will show you time worked, type of time, estimated
pay, and pay status for time entered within the timeframe that you select.
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Select how you would like to view your time.

Timesheet

1. Select Enter Time under Timesheet if it is not automatically selected
for you.

£ Employee Self Semvice CSU Time

& Timesheet Job Title Admin Support Coord 12 Mo

Exceptions

4 1 October - 31 October 2023

CSU State Calendar
Scheduled 176.00 | Reported 0 Hou

2. Navigate to the month and week that you want to view.

@ If the pay period is closed, the fields will be greyed out and you will not be
able to make any edits to the entries.
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CSU Time @ Q

Job Title Admin Support Coord 12 Mo 0

4 1 September - 30 September 2023 »

I—
CSU State Calendar
Scheduled 168.00 | Reported 1 Hours

I 4 Week5o0f5 I

Scheduled 0.00 | Reported 1.00 Hours

View Legend

Time Reporting Code / Fri _
Time Details 29-Friday 30-Saturday
u Reported 1 Reported 0 ‘
| ADOT - Additional Day ( v | 1.00 ‘ - ‘
Comments ‘ () | ‘ (P ‘

Use the arrows to navigate to the pay period (month) you want to view.
Use the arrows to navigate to the week you want to view.
View the type of time and hours worked reported for that week, along with any

comments entered.

nw >
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Weekly Time Summary

1. Open the Weekly Time Summary. Navigate to the week that you
want to view.

< Employee Self Service CSU Time

4 09/24/23 - 09/30/23 4

e Timesheet v

F= CSU Report No Leave Taken ®Reported 1.00 @ Scheduled 40.00

[} Weekly Time Summary 1 Q

Wednesday
@ Payable Time 27 |
Reported 0.00 /Scheduled >
Sep 8.00

|} Reguest Absence

! Cancel Absences

2 8 Thursday

I View Requests Reported 0.00 /Scheduled

Sep 8.00
B! CSU Employee Balance Inquiry

29 Friday

Reported 1.00 /Scheduled
Sep £.00

Additional Day Off Taken 1

Click on Weekly Time Summary in the CSU Time menu.

Use the arrows to navigate to the week you want to view.

The report will show how many hours were reported for each day of the week
along with how many hours were scheduled.

nw >
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Payable Time

1. Select Payable Time in the CSU Time menu. Enter the date range you
want to view. Select whether you want to see the Summary or Detail

view.

£ Employee Self Service CSU Time

@ Payable Time o

o Tlmesheet v “From

10/01/2023 =)
i1 CSU Report No Leave Taken G*mrough

1013112023 =)
_'u Weekly Time Summary

Payable Time Summary

Summary ‘ Detail ‘

|l Request Absence
[ Cancel Absences

P View Requests

lﬂ! CSU Employee Balance Inquiry

Time Reporting Code

Additional Day Off Taken

Total

Unit Quantity
Hours 1.00
Hours 1.00

A. Select Payable Time from the CSU Time navigation menu.
B. Enter a From date and Through date to search for entries between the two dates.
You can either type one in (MM/DD/YYYY) or click the calendar icon to select a

date.

C. Select whether to view Summary or Detail.

D. Summary will show the aggregated hours for the selected time period.
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2. Detail will show a daily breakdown of hours, payable status, and
total for the selected time period.

CSU Time w Q : @

“From

10/01/2023 =)

*Through

| 10/31/2023 |

Payable Time Details

| Summary Detail

Date Time Reporting Code Quantity (Hours) Payable Status

10/05/2023 Additional Day Off Taken 1.00 MNeeds Approval

Total 1.00

P
Need More Help?
For questions about your specific entries or reporting requirements for your
position, contact your department timekeeper or Payroll at 657-278-2521 or
payroll@fullerton.edu.
For training and how-to assistance, contact IT Training at 657-278-5647
or ittraining@fullerton.edu.
For technical assistance, contact the IT Help Desk at 657-278-7777
or helpdesk@fullerton.edu.
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