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[bookmark: _GoBack]Web Time Entry Directions: Students & Part-time Classified Employees

**Time Sensitive: You must submit your signed timesheet by the 20th of every month**


1. Login to myClackamas.
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2. Select the right tab (Student, Staff, etc.) based on your position.
[image: ]








3. For Students, under CougarTrax tab, select Student Employee Information, or under Staff tab, select Employee Information from CougarTrax tab.
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4. Select Time Entry.
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5. Select the appropriate position.
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If you are a student with 6+ credits, then the position will have Student in the title and the GL will end in 50410.
If you are taking less than 6 credits or are not a student, then the position will have Part-time Classified in the title and the GL will end in 50340.
If you do not see the correct position(s), contact HR (503-594-3458)!

Click on Submit.





6. Enter your time every day you work.
































Only enter time in the Hours Worked column.
You can enter your time in 15-minute increments (1.25, 1.50, 1.75, etc.)

As a student or part-time classified employee, you can only work up to 19.5 hours/week between all positions.

After you enter in your time, select the Submit button to save your timesheet.

7. You will receive a confirmation page.  This is a brief summary of the time you have submitted so far.  Select OK.
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Time Entry Status will show as Not Complete until you have electronically signed and submitted your timesheet at the end of the month.



















8. You can now logout.
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9. When submitting your timesheet to your supervisor, sign the timesheet by clicking on the signature box.
Remember to submit your time before leaving for break (e.g. Spring Break), the deadline is the 20th of each month – no exceptions.
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If you mistakenly perform this step before timesheets are due, contact your supervisor.








10. You will receive a confirmation page displaying a summary of time.  Select OK.
Your timesheet will no longer be accessible to make changes. 
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11. You can now logout.
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12. You will receive an email from your supervisor indicating that your time has been approved.  The process is complete!
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Additional Information: To review past timesheets, select Time History.  Select the appropriate year and select Submit.  Select the appropriate position and select Submit.  Review your time.
If you signed up for direct deposit, you can review your pay stubs by selecting Pay Advices.  Current year displays, or select appropriate year and select Submit.  Select appropriate month.  Review your pay stub.

To sign-up for electronic W-2 Statements, select W-2 Electronic Consent.  To consent means you will not receive a paper W-2 statement.  Select appropriate option and select Submit.

After you’ve given consent, select W-2 Statements for previous years worked.  Select appropriate year.
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Payroll and HR Contact Information:

Payroll: Michelle Dodgion, 503-594-3092, mdodgion@clackamas.edu
HR Generalist: Vicki Hedges, 503-594-3087, vickidu@clackamas.edu
HR Generalist: Chelsea Lee-Kunstler, 503-594-3301, chelseak@clackamas.edu
HR Generalist: Sara Simmons, 503-594-3303, saras@clackamas.edu
Director of HR: Carrie Loewen, 503-594-3457, carriel@clackamas.edu
Dean of HR: Patricia Anderson Wieck, 503-594-3300, patricia.anderson@clackamas.edu
Page 1 of 6
Revised 04/2013

image4.png
Clackamas Community College Portal > Students

@i /

User Account

Continuing Education (non-credit)

‘Account Information

Payment Information

My Documents

Financial Aid

Regstrton o

‘Student Employee Information




image5.png
Student Employee Information __i_

Time History

Leave Plan Summary
Pay Advices
W2 Statements

W-2 Electronic Consent

‘Outlook Web Access




image6.png
ccc Time Entry 5

®
Choose ‘Pay Period Pay Period Start . N Complete
one, ‘Start Date End Date Position Title General Ledger Number Date Department Supervisor Location By Date





image7.png
I e L e o
w013 Wednesday 5 T BT =
s Tty f T BT =
worts Fia R T BT =
s satwdm [ T BT =
i swen [ T BT =
s wonder | E T BT =
s Twesta oS T BT =
a7 Weanesdar T BT =
vons Tsdy E T BT =
wperts Fid s T BT =
ons sawds [ T BT =





image8.png
‘Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready for supenvisor approval.
r

Supervisor Decision Pending Approval
Supervisor Comments.
Supervisor's E-mail Address marshae@clackamas.edu





image9.png
I e L e o
w013 Wednesday 5 T BT =
s Tty f T BT =
worts Fia R T BT =
s satwdm [ T BT =
i swen [ T BT =
s wonder | E T BT =
s Twesta oS T BT =
a7 Weanesdar T BT =
vons Tsdy E T BT =
wperts Fid s T BT =
ons sawds [ T BT =





image10.png
‘Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready for supenvisor approval.
r

Supervisor Decision Pending Approval
Supervisor Comments.
Supervisor's E-mail Address marshae@clackamas.edu





image11.png
Confirmation >
(=) ®
Pay Period End Date 04119113
TimeEntry St ot Complete """

Current Pay Period  Hours

Regular Hours
Annual Leave Hours 1
Sick Hours E

Total Hours -





image12.png




image13.png
‘Checking this box becomes your electronic signature acknowledging your submitted time as accurate and ready for supenvisor approval.

re————

Supervisor Decision Pending Approval
Supervisor Comments.
Supervisor's E-mail Address marshae@clackamas.edu





image14.png
Confirmation
) ®
‘Thank you. Your ime entyis complete and ready for approval.

Pay Period End ate 0411913
Time Entry Status Complete /

Current Pay Period  Hours

Regular Hours v
Annual Leave Hours 1
Sick Hours "

Total Hours -





image15.png
= ] Time Card Approved - Message (Plain Text)

2] Professional Dev... _, To Manager 33 [ Rules -

|SiTeamEmal o Done ] OneNote
Reoly Repy Foruad © tore - || pepy ceiete - esteniew ey

Meeting

Mar

Categorize Foll

Gy unk - Delete K

Sent: Thu3/21/20138:25 AM

From: marshae @dackamas.edu
Tor Chelsea Kunstier

e

Subject: _Time Card Approved

ng Coordinator with period ending on

Your supervisor has approved your time card for Hr Recruitment/Traini





image16.png
‘Student Employee Information

Time Entry

Time History

Leave Plan Summary

Pay Advices

W2 Statements

W-2 Electronic Consent

Outiook Web Access





image1.png
CIACKAMAS e

COMMUNITY COLLEGE





image2.png
= CLACKAMAS

COMMUNITY COLLEGE

Clackamas Community College Portal ~ Students Exempt  Faculty  Staff





image3.png
Clackamas Community College Portal > Staff

e .

User Account

Continuing Education (non-credit)

Employee Information e

Budgeting

Administrative Support

Resources for Students




image17.png
2z CLACKAMAS

COMMUNITY COLLEGE




