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COLLEGE

Part Time Employee Guide to Submitting Time Sheets

PRAssist is the College’s official Time and Leave application for part time employees. It can be accessed by visiting
http://apps.qc.cuny.edu/pr assist/prlogon.aspx or by going to the QC website and looking under Login to...

To log in enter your QC Username and
password.

Please note that these are the same credentials

ou use for MyQC.
y YQ QC Usemame: l:l

Log On

Home
Upon a successful log in, you will be able to select from 5 options. They

include: Timesheet Entry, Timesheet Inquiry, Time and Leave Balance,
Payroll Date and Logoff.

Timesheet Entry

limesheet Ingquiry
Time and Leave Balance
Payroll Date

Logoff

1. Timesheet Entry - click on this link to enter time on the timesheet screen.

A few things to note as you enter time into the sheet:
¢ You will need to select the correct Period for the
time sheet you are submitting. Should you forget ==

!_
to submit a timesheet, you are allowed to submit a ﬁSE“ E;i‘; — ———
retro-timesheet during the next pay period. e [03/25
e Be sure to enter time in intervals of 15 minutes: o — — 1
for example: 9, 9:15, 9:30, 9:45. T EE [ ;IRSTWEEEL-: = o
¢ Use military time - for example: 3pm would son ooy [ I
MON (03/31
translate to 15:00 and 9pm translates to 21:00. TUE Jo4fon — —
Simply add 12 to any time after 1pm and before === — ——t—
midnight. i e
- . SAT [04/05
e Shift hour will be added for the hours entered secovweekTorad| W [ 00 [ @ [ w0 [ W
pI‘lOI‘ tO 8am or after 6pm (18 ln mlhtary tlme). [T]1 certify that the above stated times are accurate. | fully understand that any falsification of time may subject me to disciplinary action.
e Manually enter overtime hours in the last _
Column_ [ view summary | [ pri Saue, @M

N—


http://apps.qc.cuny.edu/pr_assist/prlogon.aspx

QUEENS

COLLEGE

Biweekly Time Sheet -- ACCOUNTING [211401]
Name: Brown, David Position #: 5289 Rate: 10.99 Period: | 21 :

If you need to enter Jury Duty information, click on the
Regular/].Duty link to toggle to the Jury Duty sheet. QC only pays

Reqular/].Duty .

Juror Duty
for up to three (3) days of Jury Duty. Once you are done, click on Sind s -
. . MON 03/26
the Regular/J.Duty link to toggle back to the timesheet to TuE w3j27 &
complete the rest of the timesheet. L2 /2 =
THU 03/29 ]
FRI 03/30 0
. . . ]
If you entered Jury Duty information, a new timesheet for Jury = —
Duty only is created. The example below shows 2 time sheets = o —
submitted: 1 for regular hours and 1 for Jury Duty (]). TuE 0403 g
WED 04/04
THU 04/05 a
Employee Timesheet for Period 27 — PAYROLL [230201] bR 11K o]
SAT 04/07 0
All the timesheets for the per must be entered and confiymey by 7/2/2009 p— Fonres I
it [ View Summary ] { Print ] { Save ] { ]I Close ]

CiA
Gin

Period
27
27

Amount Lfm
804
44050

Close J

‘ Batch Report J [ Finish T/§ ] | Confirm 1/5 J ‘

Figure 5

Note: NTA’s get paid regular salary if scheduled to work. Please enter Jury Duty hours on regular timesheet and submit
documentation to Payroll.

Before clicking Save, you must check the “I certify” box. When finished, simply click on Save. Your timesheet can
now be seen and is ready for approval.

2. Timesheet Inquiry - use this link to view current and previous timesheets.

3. Time and Leave Balance - use this link to view your annual and sick leave balances.

Lrprayee fame  Dipaety. Oog
Dwpatiment At - 1010021

Mowrs | AN AL N A Prier 81 s L s sh
W\lm Traneber | Used | Availodde Mrs Camed  Transfer  Used | Avaltabde |
Totsl Dudget Howury 000
Told voury Warked o
Yot Moury Avaladle 0.00

Note: NTA'’s do not accrue annual time.

4. Payroll Date - click this link to view the timesheet due dates.

Payroll Period

Dates System
Available For

Timesheets MUST
be Approved by

Payroll Covered Entering Hours 5:00 PM on Paycheck Issued
Period # Sunday - Saturday Worked: Wednesday: Dates:

1 06/29/14-07/1214 070714 07614 05/07/14

2 071 314-07/26/14 07421714 073014 058/21/14

3 07/271M4-08/09/14 08/04/14 08/13/14 09/04/14

5. Logoff - use this link to logoff the system. Close your browser as soon as you logoff.




