OAT QTATE

Overview:This document provides an overview on how to report Student Employee work hours. Please
ensure all work hours are reported by the end of the respediivg period

Login

1. Navigate toMyHR(https://www.csueastbay.edu/myhiy

2. Enter yaurr NetID, Passwordand Click SIGN IN

OR
Navigate to MZSUEhttps://www.csueastbay.edu/mycsuep/

Enter yaurr NetID, Passwordand Click SIGN IN

FromMyCSUERSelectthe Classic Vievoption

6. Clck the Sign On to MyR to View and Report Workddrs hyperlinklocated below the Student Assistant Time
header

TheStudent Employe¢ab will display



Enter Time
7. Select the Timeshedink located under the Student Assistant Tifeader.

Please note: if you have multiple jobs, please ensure that you've seleciguptiopriateposition
The Departmenbescription, Position Description and Hourly Rate are displayed to assist you with your selection.

EnterIN andOUTusing PST or Military Time (ex. 1:00 pm or 13:00)

Previous Job
D Hours Scheduled Hours:  0.00 Hours Reported Hours: 20
o From 0226/2018 to 03/04/2018
Timesheet
T gl MensieT el g il 5 i it =TT, P il n_=
L5 @A " - N - T - y g Nzt TELE
sU Q PsT Q 227 # & Tue 7
= -



https://csueastbay.service-now.com/sp

	Log In

