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INFORMATION TECHNOLOGY

Quick Guide

Faculty Summer Time Reporting

Summer Pay Period Dates & Due Dates

The following are the pay period begin/end dates according to the most updated payroll calendar:

e June: June 1st - June 30th

o July: July 1st — August 1st

e August: August 2nd - August 31st*

Note that the Fall semester begins mid-August; therefore, the last day for faculty to complete work for
summer (work break) appointment is the day before fall semester begins, even though the pay period does not

end until August 31st.

Time worked entries are typically due within 5 calendar days after the start of the next month (e.g., the June pay
period is closed as of July 5th).

After the August pay period is closed, you will need to submit an adjustment form to Payroll which is available on
the HRDI Forms webpage.

Access Your Timesheet

1. Log in to the campus portal and go to Titan Online.

2. Click on Time Reporting in the Employee Self Service section under My Absence Management & Time

Management.

3. Select the position associated with your summer (work break) appointment.
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0 10036 Biological Science
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Special Consultant 5 10036 Biological Science
Instr Fac,Extension Non-Credit 9 10311 EE Degree Programs-Special Ses
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You can find the Empl
Rcd Nbr for your summer
(work break) appointment in
the email confirmation that was
sent to you when the
appointment was processed.
Consult your department
timekeeper if you are unsure
which to choose.
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https://hr.fullerton.edu/payroll/employee-payroll/pay-calendars.php
http://hr.fullerton.edu/forms/
https://my.fullerton.edu/

Quick Guide: Faculty Summer Time Reporting FINAL

Entering Time Worked Daily/Weekly

1. Enter a 1 on each day that you worked.
2. Choose FACSM - Faculty Summer as the Time Reporting Code.
3. Click Submit.
Clicking Submit does not finalize your timesheet. You can return to the timesheet to make additional entries

until the pay period closes which is typically 5 calendar days after the start of the next month (e.q., the June pay
period is closed as of July 5th).
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Timesheet
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ﬂ' Reported Time Status - select to view
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9 Submit

Need More Help?
Contact your department timekeeper or Payroll at 657-278-2521 or payroll@fullerton.edu.

View the Faculty Time Reporting for Summer (Work Break) Appointments user guide.
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