RECORDING TIME WORKED:
PAPER TIMESHEETS

Clemson University, Payroll
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1 Pay Record for 12/30/16 Payday
2
] Emplovee Mame: Input on the 12-30-2016 tab to populate all tabs Employes [D#: Input on the 12-30 tab Dept#:  Input onthe 12-30tab
4
Total
Day of ‘Worked | Leave | Leave | Total | Pawcll Use
5 ‘week Date I Ot In Ot In Cut I Ot Time Tupe Hours | Haouwrs Ol
B Sunday  T2T2016 0.00 .00
7 FLSA |Monday — THEGIZ016 0.00 .00
- - g |Workweskly dey  THZSiZOE 0.00 0.00
Sunday
U I I Ive rS Ity 8 | 4201am - Letednesda TMS0IZ016 .00 .00
10 | Saturday | Thursday 121120106 0.00 0.00
A rove d 1| 1e00am fFida, 121212015 0.00 0.00] FLSA Total
12 Saturday 12132016 0.00 .00 .00
= 12 Sunday 1212018 0.00 0.00
[Imesheet | FA [Mondsy o 0 000
15 '“’S”’k“’dee“ Tuesdsy  12IE/2076 0.00 0.00
unday
€ | 1701am -| Wednesda 1272016 0.00 0.00
17 | Saturday | Thursday 12812016 0.00 0.00
g | 1=00am fpFigs, 220G 0.00 0.00| FLSA Toral:
19 Saturday 121002016 0.00 0.00 0.00
20 FLSA Sunday 1212016 0.0a 0.00
2 Wk eek Momday  12H212018 0.00 0.00
22 Tuesday  12M312016 0.00 0.00
Sunday
23 | 12:01am -| Wednesda 12042016 0.00 0.00
24 | Sarurday | Thursday 121502015 0.00 0.00 0.00
22 12:002m ;:Tj:lday :Ié:::?:gg::g *** Remainder of FLS4 Workweek Logged on Timesheet for Januars 13 Payday ™™
27 Far 12H. if each FLSA Totalis <= 40, ke this Pay Period total: 0.00)
28
29 Signatures below indicate the infarmation abave iz accurate and complete:
a0 Emploves Signature: Date:

a2 Supervisor Signature: Date:



http://media.clemson.edu/humanres/payroll/2016_Timesheets_Jan_Jan_Excel.xlsx
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1 Pay Record for 12/30/16 Payday
2
] Emplovee Mame: Input on the 12-30-2016 tab to populate all tabs Emploves [D#: Input on the 12-30 tab Dept#: | Input on the 12-30tab
4
Total
Day of ‘Worked | Leave | Leave | Total | Pawcll Use
5 ‘week Date I Ot In Ot In Cut I Ot Time Tupe Hours | Houwrs Ol
E Sunday  TW2T2016 0.00 .00
7 FLSA |Monday  THZEIZ016 0.00 .00
g |Workweskly o dey  THZSIZOE 0.00 0.00
Sunday
9 | 42.01am - L ¥ednesds N300 .00 .00
10 | Saturday | Thursday 121102016 0.00 0.00
n | 1200am fFida, 121202005 0.00 0.00] FLSA Total:
Ste O n e - 2 Sanwday 1206 0.00 0.00 0.00
— 12 Sunday 121402018 0.00 0.00
1 FLSA |Monday 12502016 0.00 0.00
I I l p ut 15 '“’E'f'"‘”dee“ Tuesday 1201206 0.00 0.00
unday
| 17.01am -| Wednesda 1272006 0.00 0.00
I m I O e e 17 | Saturday | Thursday 120812076 0.00 0.00
p y g | 1200am friga, 12IHZ0G 0.00 0.00] FLSA Taral:
- 1 Saturday  12H002016 0.00 .00 .00
I n fo ' ' l atl O n 20 | Lo, |Sundsy  rermeoE 0.00 0.00
21 Vo eek Monday — 12H212016 0.0a 0.00
22 Tuesday  12H312016 0.00 0.00
Sunday
22 | 12:0am -| Wednesda 120412016 0.00 0.00
24 | Saturday | Thursday 121512016 .00 .00 .00
i: 12:00am ;:?j?day ::;:::?:23::3 *** Bemainder of FLS8 Workweek Logged on Timesheet for Januar 13 Payday **°
27 Far 12H, if each FLSA Tatal iz <= 40, keu this Pay Period tatal: 0.00
28
29 Signatures below indicate the information abave iz accurate and complete:
30 Emploves Signature: Date:
H
32 Supervisor Signature: Date:

44

2 12-30-2016 |01-13-2017 1-31-2017 2-15-2017




Step Two:

Record Time
Worked

f L Ry -

25
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Pay Record for 12/30/16 Payday
Emploves Mame: Clemson Tiger Emploves [D#: 12345 Dept#: 1234
Total
DOay of ‘Warked | Leave | Leave | Total | PawrallUse
‘week Date I Ot In Ot In Cut I Ot Time Tupe Hours | Houwrs Ol
Sunday | THZTIZO06 0.00 0.00
FLSA& |Monday | 10282006 0.00 0.00
Workweeklp o cday |1i2902016 0.00 0.00
Sunday
12 Oam - L ednesds 11302015 0.00 0.00
Saturday | Thursdaw | 121120106 0.00 0.00
12:00am | Frid s, 121202005 0.00 0.00] FLSA Total:
Saturday | 120302016 0.00 0.00 0.00
Sunday | 12142006 0.00 0.00
FLS& |Monday | 12/5i2005 0.00 0.0
'“’E'f'"‘”dee“ Tuesday | 120512016 0.00 0.00
Linda
12:,:,13,“9_ Wednesds 12712016 0.00 0.00
Saturday | Thursday | 124802016 0.00 0.00
12:00am | Figay 12IHZ0G 0.00 0.00| FLSA Toral:
Saturday | 121002016 N\ 0.00 0.00 0.00
Flag |Sunday | T2ruizog 0.00 0.00
Monday | 12H202005 N 0.00 0.00
workwesk 1 cday | 12r3i201 N\ 0.00 0.00
St ue=zday . .
12-0am - | Wednesds| 121412015 0.00 0.00
Saturday | Thursday | 121152016 0.00 0.00 0.00
12:00am ;:?j?day ::;:::?:23::3 "** Hemainder of FLSA 'I.-.I'(Irkl.-.l eek Logged on Timeshest My Januar 13 Payday **°
J For 12H, if e

Signatures below indicate the information abave iz accurate and complete:
Emploves Signature:

Supervisor Signature:

Employee inputs
actual in/out times across
the line as HH:MM am or pm

=L




Step Two:
Record Time

Worked
(Continued)
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Pay Record for 12/30/16 Payday
Erap ayee Fase Clemson Tiger Empioyes ID8 12345 i [ijarm 1234
Tona
Day of Worked | Leays LB Tota Fayrod| Lis=
AR e e Tr = o = Out fi Our I O Tirme Ty Howrs | Howars Binky
Sunday 111732018 .00 .50
Fsa | |Mondsy  a1/za2004] R, o) o)
"‘"':‘”:"" Tuesawy  11/2W2018| 208 0.00,
UnEEy
13 0lam Wednesday 11/5072018 .08 0,50
Satrday | Nursaby BT FRIIbL )
oeem |eriay S Gra_yed out cells are appllcable_ to_the pay
A SO — periods before and/or after this timesheet.
— — « Part of 11/27/16 — 12/3/16 is grayed out because
et n it will be included as part of the previous pay
FLEA Micanday 1a|I:I|'a.1|:|]|:I perlod
Workweek 11 eeg 12/6/2016 Ti ded for th ' iod
By &y 2 * Time recorded for the previous pay period,
{30iem - |Weonesday 11772016 will show on the current timesheet if it
Saturday | Thuesday LI/E 2016 occurred during the same FLSA workweek
12:008m  erday 13/9/2015 (Sunday — Saturday)
Seturdey 131002016 e Part of 12/11/16 — 12/17/16 is grayed out
I 12/11/2018 begause it will be included as part of the next pay
- Monday 1271372018 period
ciiow ek
Sunday [Tuesday 12/13/2015 / .00 0.00
jrddem - [Wednesday 12/1473016 / efis 0.0
h‘ulﬂ*'ﬂ Th-ﬂ.-l--- b PAL W LT D-m u-{': um
1200 | |Frsday
L 'I'I Ll
o 1211 Rema of FLEA Wiorkweek Logged on Timesheet for January 13 Fayday
For 12M, if each FLSA& Total s < &0, ey this Fay Period tota 020

a7
It

H
E ]
31

L
s

Signatures DElE Bndecare the iNPOMSETERON 3D0VE S 3OOUMRAE 3nd Complete

Effipioyh Sigrbiude

Supssnisor SIgnature

Cace

Cate
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1 Pay Record for 12/30/16 Payday
2
3 Employee Name: Clemson Tiger Employes ID#: 12345 Depts: | 1234
4
Total
Day of Worked| Leave Leave Total | Payroll Use
5 Week Date In Qut In Qut In Qut In Qut Time Type Hours | Hours Qnly
[ Sunday 11/27/2016 0.00 0.00)
7 FLSA Maonday 11/28/2016| B01AM| 12:04 PM| 1:01 PM| 4:30 PM 7.50 7.50)
8 W;rk‘:EEk Tuesday  11/29/2016] 759 Am| 1158 AM| L00Pm| 4:32pM 7.50 7.50)
unday
9 12-01am - Wednesday 11/30/2016] 7:58 AM| 12:02PM| 1.03PM| 4:29PM 7.50 7.50)
10 | Saturday |Thursday 12/1/2016] B:01AM| 12:04 PM| 101PM| 4:30PM 7.50, 7.50]
11 | 1200am |eqay 12/2/2016| B02AM| 12:02PM| 103PM| 4:29PM 7.50 7.50| FLSA Total:
f ; e I h r e e - 12 Saturday 12/3/2016 0.00 0.00) 37.50
p [ 13 {nd - y A fafrangr n.n.n. n.n.n.
14 FLSA Maonday 12/5/2016 0.00] Fam Sick 7.50 7.50)
R e CO rd L e ave 15 WSD”“:EE Tuesday 12/6/2016) 7:59 AM| 11:58 AM| 1:00PM| 4:32PM 7.50 7.50
unday
16 | q3.01am - |Wednesday 12/7/2016] B8:02 AM| 12:02PM| 103PM| 4:29 PM 750, 7.50)]
|} - -
If a I I Cab I e 17 | Saturday | |Thursday 12/Ef2016| EB:00 AM| 12:00 PM 4.00| Annual 3.50 7.50
1 | 1200am SrrEsy TI7OT2006| B02 AM| TZ0Z P TOS PM| 520 B TS0 T50[” FLSA Total:
19 Saturday 12/10/2016 0.00, ‘ 'I 0.00| 37.50
20 5 Sunday 12/11/2016 0.00 v 0.00)
A | orkwesk |Monday 12/12/2016] 758 AMm| 12:02PM| 105 PM| 425 PM 7.50 ' 7.50]
22 Sunday |Tuesday 12/13/2016| B0ZAM| 12:02PM| 1:03FM| 4:253PM Leave time can be input by type and
23| 172:01am- |Wednesday 12/14/2016] 759 AM| 11:5% AM| 1:00PM| 4:31FM hours
24 | Saturday |Thursday 12/15/2016] B01 AM| 1204 PM| 101 PM| 430 PM ) :
25| 1200am [Friday 12/16/2016 Total Worked time + Leave Hours =
76 Saburday 12/17/2016 *** Remainder of FLSA Workweek Logged on Total Hours
27 For 12H, if each FLSA Total is <= 40, key this Pay Period total: B2.50
28
Signatures below indicate the information above is accurate and complete:
29
30 Emplaoyee Signature: Date:
31
32 Supervisor Signature: Date:
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1 Pay Record for 12/30/16 Payday
2
3 Employee Mame: Clemson Tiger Employee 1D 12345 Deptt: | 1234 '
4
Total
Day of Worked| Leave Leave Total | Payroll Use
5 Week Date In out In Out In Qut In out Time Type Hour! Hours Only
& Sunday 11/27/2016 0.00 0.00
7 FLSA Monday 11/28/2016] 801AM| 12:04PM| 101PM| 430PM 7.50 7.50
8 W;r“‘:EE“ Tuesday  11/29/2016| 759 AM| 11:58AMm| 100Pwm| 432PM 7.50 7.50
unday
9 | 1201am- |Wednesday 11/30/2016] 7:58AM| 12:02PM| 1.03PM| 4:29PM 7.50 7.50
10 | Saturday |Thursday 12/1/2016] 801 AM| 1204PM| 101PM| 430PM 7.50 7.50
11 | 1200&mM ey, 12/2/2016) 802AM| 12:02PM| L03PM[ 4:28PM 7.50 7.50| FLSA Total
St F o 12 Saturday 12/3/2016) 0.00 0.00 37.50
e p O u r - 13 Sunday 12/4/2016 0.00 0.00
- 14 FLSA Monday 12/5/2016 0.00| Fam Sick 7.40 7.50
Ve r I fy Otal 15 W;rk‘:EEk Tuesday 12/6/2016] 759am| 1158AM| 100PM| 432PM 7.50 750
I unday
16| y3.01am- |Wednesday 12/7/2016] 802 AM| 12:02PM| 1:03PM| 4:29 PM 7.50 7.50
W k d T - 17 | Saturday [Thursday 12/8/2016] =:00am| 12:00 Pm 4 00lannual sdo] 750
O r e I I I l e 18| 1200am |eriqay 12/9/2016] 802 AM| 1202PM| 103PM| 429 PM 7.50 7.50] FLSA Total:
19 Saturday 12/10/2016 0.00 0.00 37.50
20 Lo Sunday 12/11/2016 0.00 0.00
A | orkwesk |Manday 12/12/2016] 758 Am| 12:02PM| 1:03PM| 4:25FM 7.50 7.50
22| sunday |Tuesday 12/13/2016] 802AM| 12:02PM| 1:.03PM| 4:29PM 750 o5y
23| 12:01am - |Wednesday 12/14/2016] 7:59 AM| 11:53 AM| 1:00PM| 4:31PM 7.50 7.50
24 | Saturday |Thursday  12/15/2016] 801AM| 12:04PM| 1:01PM| 4:30PM 7.50 7.50 30.00
25 12:00am |Friday 12/16/2016| e . . e
% o 12/17/2016 Remainder of FLSA Workweek Logged on Timesheet for January 13 Payday
27 For 12H, if each FLSA Total is <= 40, key this Pay Pel}
2
Signatures below indicate the information above is accurate and complete:
29 Verify time worked per
i1 NOTE: If total hours worked per full workweek (Sunday — Saturday) do not | | day (calculated by Excel)
31 :
= equal at least your standard hours, leave must be entered for the number of and ensure that if a full
3 hours missing (see Step Three). — workweek is listed, the
“FLSA Total” is equal to
your standard hours.
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1 Pay Record for 12/30/16 Payday
2
3 Employee Mame: Clemson Tiger Employee ID& 12345 Dept: 1234 |
4
Total
Day of Worked| Leave Leave Total | Payroll Use
5 Week Date In Qut In Jut In dut In out Time Type Hours | Hours Only
[ Sunday 11/27/2016 0.00 0.00
7 FLSA Monday 11/28/2016] 801 AM| 12:04 PM| 1:01 PM| 4:30PM 7.50 7.50
8 W;J:‘]‘:::k Tuesday  11/29/2016] 7:59 AM| 11:58 AM| 1:00PM| 4:32 PM 7.50 7.50
8 | {201am- |Wednesday 11/30/2016] 758 AM| 12:02PM| 1:03PM| 4:29PM 7.50 7.50
- 10 | Saturday |Thursday 12/1/2016] B:01 AM| 12:04PM| 101 PM| 4:30 PM 7.50 7.50
Ste F IVe = 11| 1200am  Jgiga, 12/2/2016| E02AM| 12:02PM| 1:03PM| 4:29 PM 7.50 750 FLSA Total
p - 12 Saturday 12/3/2016) 0.00 0.00 37.50)
- - 13 Sunday 12/4/2016| 0.00 0.00
P rl nt S I g n 14 FLSA Monday 12/5/2016| 0.00] Fam Sick 7.50 7.50
] 15| Workweek |5 chay 12/6/2016] 759 AM| 1158 AM| 100PM| a3z PM 7.50 7.50
an d D ate 16 lil:}qg:'f Wednesday 12/7/2016] 8:02 AM| 12:02PM| 103PM| 4:29PM 7.50 7.50
17 | Saturday |Thursday 12/8/2016| B:00 AM| 12:00 PM 4.00]Annual 3.50 7.50
= 18 12:00am Friday 12/9/2016] 8:02 AM| 12:02PM| 1:03 PM| 4:29 PM 7.50 7.50] FLSA Total:
T I m eS h e et 19 Saturday 12/10/2016| 0.00 0.00 37.50
20 _— Sunday 12/11/2018| 0.00 0.00
il Workweek Monday 12/12/2016] 758 am| 12:02PM|  1:03PM|  4:29 PM 750 750
22 Sunday |Tuesday 12/13/2016| €02 AM| 12:02PM| 1:03 PM| 4:29PM 7.50 7.50
23| 12:01am - |Wednesday 12/14/2016] 7:59 AM| 11:53 AM| 1:00PM| 4:31PM 7.50 7.50
24 | saturday |Thursday 12/15/2016] 8:01 AM| 12:04 PM| 1:01 PM| 4:30 PM 7.50 7.50 30.00
j: 12:00am ;ralfu?:ay E‘;ﬁi *** Remainder of FLSA Workweek Logged on Timesheet for January 13 Payday ***
27 For 12H, if each FLSA Total is <= 40, key this Pay Period total: B2.50)
23
Signatures below indicate the information above is accurate and complete:
29
30 Employee Signature: Date:
3
32 Supenvisor Signature: Date:
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1 Pay Record for 12/30/16 Payday
2
3 Employee Mame Clemson Tiger Employee 1D#: 12345 ! Ceptd: 1234 '
4
Total
Day of Worked| Leave Leave Total | Payroll Use
5 Week Date In out In Out In Qut In out Time Type Hours | Hours Only
& Sunday 11/27/2016 0.00 0.00
7 FLs&  |monday 11/28/2016] 8:01aM| 12:04PM| 1.01PM| 4:30PM 7.50 7.50
8 W;r““:EEk Tuesday  11/29/2016| 759 AM| 11:58AMm| 100Pwm| 432PM 7.50 7.50
- g 12;13:'_ Wednesday 11/30/2016] 7:58 AM| 12:02PM| 103 PM| 4:29 PM 7.50 7.50
Ste S IX - 10 | Saturday |Thursday 12/1/2016] B01am| 1204PMm| Lo1PM| 430 PM 7.50 7.50
- 11 | 1200&mM ey, 12/2/2016) 802AM| 12:02PM| L03PM[ 4:28PM 7.50 7.50| FLSA Total
P - d 12 Saturday 12/3/2018) 0.00 0.00 37.50
rOV I e 13 Sunday 12/4/2016 0.00 0.00
- 14 FLsA  |monday 12/5/2016 0.00] Fam Sick 7.50 7.50
I I I eSheet to 15 w:rk“:EEk Tuesday 12/6/2016] 759 AM| 1158 AM| 100PM| a3z PM 7.50 7.50
unday
) 8} 1201am- | PLEASE NOTE: =
' l e rVISO r 17 Slazﬂgif 1. A supervisor cannot review and approve timesheet until the employee has signed [=8
18 } and dated the timesheet. /-50) FLSATotal:
19 D.00 37.50)
for Approval L - 2. To avoid delays in compensation, timesheets/timecards should be approved and P28
2 Workweek routed in a timely manner at the end of each pay period. /50
22 Sunday F.50]
B 1z0lam- | 3 ghoyld i t b ilable to si timesheet | diately [=2
24| Saturday . ou_ your supervisor no e a\_/ala _e_ 0 sign your timesheet immediately p— 0
25| 12-00am f(_)llowmg t_he end of the pay period, it is recommended that you turn your
% timesheet into your department or budget center payroll processor.
27 For 12H, if each FLSA Total is <= 40, key this Pay Period total: B2.50)
2
Signatures below indicate the information above is accurate and complete:
= Clownson Tigen (2015716
30 Employee Signature: 1? Date:
Bl
32 Supenvisor Signature: Date:
33




	RECORDING TIME WORKED:  PAPER TIMESHEETS
	University Approved Timesheet
	Step One: Input Employee Information 
	Step Two: Record Time Worked
	Step Two: Record Time Worked (Continued)
	Step Three: Record Leave (if applicable)
	Step Four: Verify Total Worked Time 
	Step Five: Print, Sign and Date Timesheet
	Step Six: Provide Timesheet to Supervisor for Approval

