12.GUARDIA

COMMUNITY COLLEGE

31-10 Thomson Avenue - Long Island City, NY 11101- Telephone (718) 482-7200

SAVING AND SUBMITTING TIMESHEETS
Employee

Log in to PRAssist with your outlook credentials: https://timesheet.laguardia.edu/PrAssist/PRlogon.aspx

Human Part-time Employment / Time and Leave System

Resources

Welcome to PRASssist

Part Time Employee
Appointment, Payroll and Time & Leave Management System

P —
S —

Log On

Please contact OHR Payrol with any questions at (713) 482-5518

@ Click here to vie PrAssist D

Click on ‘Timesheet Entry’ on the left hand side of the screen
P
Home:

Time=zheet Entry
Timesheet Inquiry

Time and Leave Balance
Logoff
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https://timesheet.laguardia.edu/PrAssist/PRlogon.aspx

Open your Timesheet by clicking on the ‘Timesheet’ link on the right side of the page
T EMPLOYEE TIME & LEAVE INQUIRY ————

Employee Timesheet for Period 8/2021 -

Department Category Rate Start Date Period Amount

-

| — -

Change Fiscal Year: | 2021 v
All the timesheet for the period must be entered and approved by the Supervisor by 10/19/2020

There are 2 options to Save an Submit your timesheet:

| W% _Tmeshest |

1. Click Save- To be able to go back and make changes to the timesheet before submitting
2. Click Save and Submit- Will be used once you are finished entering the time for the 2 weeks in the pay

period and want to submit to the supervisor for review. Once submitted you can’t make any
changes. The Modify button will be disabled.

Enter time in the timesheet for the corresponding Pay Period and click on the check mark box “I certify...” and
then ‘Save’ if the timesheet is not complete and you would like to go back and make changes at a later time

Appt. Start 10/29/2020 Budget Hours 337.25 Prior S/L 0.00
Appt. End: 06/30/2021 Hours Worked 160.00 AfLEarned  14.50 S/L Eamned 8.00
Pay Period: O/MWVorked 0.00 Al Transfemed  16.00 5L Transfemed 17.50
Timesheet Due Date: 6/14/2021 Shift Worked 0.00 AL Used 4.00 S/ Used 0.00
Regular/J Duty Hours Available 177.25 A/L Available  26.50 S/L Available  25.50
|work | |work [ToTAL [sHIFT | vac. | sicx |
SUN [05/30 v gl e v v ] .-
MON |05/31 H v | v v| v -
TUE |06/01 9:00[AM ~| || 1:00[PM~| |[ 400 ~| ~| 4:00 o
WED |06/02 9:00[AM ~| || 1:00[PM~ 4:00 ~| ~| 4:00 L
THU |06/03 9:00[AM~| || 1:00]PM~| |[ 400 v| v | 4:00 .-
FRI |06/04 9:00[AM~| || 1:00[PM~| || 400 v| ~| 4:00 .-
SAT DG,.I'OS ~ A w w -
| | | | FIRSTWlEEKTO‘I'hL 16.00] |[_0.00] 00 00] [[_oo]
SUN [06/06 v| v/ [ v| v .
MON |06/07 v| v | v| v el 400
TUE [0s/08 9:00[AM~| || 1:00[PM~| [[ 400 v| | 4:00 @
WED [06/09 9:00[AM ~| || 1:00[PM~| ([ 4:00 v v| 4:00 -
THU [06/10 9.00[AM~| || 1:00[PM~] || 4:00 v v| 4:00 =
FRI |08/11 9:00[AM~| || 1:00[PM~| (| 4:00 v| v| 4:00 -
SAT |06/12 v| v | v| v -
SECOND WEEK TOTAL:[|_16.00] || 0.00 4.00 00 .00
32.00] || 0.00 4.00 00 .00
Comments:

Dl cerfify that the above stated times are accurate. | fully understand that any falsification of fime may subject me to disciplinary action

[ save | [ save and submit | [ cancel |
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To go back and make changes to the same timesheet, open your timesheet and click ‘Modify’ at the bottom of the

timesheet
Appt. Start: 10729/2020 Budget Hours  337.25 PriorSL  0.00
Appt. End: 06/30/2021 Hours Worked  160.00 AlLEamed  14.50 SiLEamed  8.00
Pay Period: [25_ v| OfMWorked 0.00 AlLTransfered  16.00 SiLTransfered  17.50
Timesheet Due Date. §/14/2021 Shift Worked 0.00 AL Used 4.00 SiL Used 0.00
RegulariJ.Duty Hours Available  177.25 AL Available 2650 SiL Available  25.50
|work |ToTAL  [sHIFT
05/30 v v 11
MON 05/31 H v v
TUE |06/01 9:00 | AM v 1:00| PM v
WED |06/02 9:00 | AM v 1:00|PM v
THU |06/03 9:00 | AM v 1:00| PM v
FRI |06/04 9:00 | AM v 1:00| PM v
SAT |06/05 v v
SUN |06/06 v v
MON (06/07 v v
TUE |06/08 9:00 | AM v 100 PM v
WED (06/09 9:00 | AM v 1:00 | PM v
THU |06/10 9:00 | AM v 1:.00| PM v
FRI [06/11 9:00 | AM v 1:00| PM v
SAT [06/12 v v
Comments

[Plinl]

[ Detete | [ modify | [ close |

Once you are done entering the rest of your time on the timesheet, Select the “I certify...” box and click ‘Save’ to

submit
U jos/10 | | v| |~ v| | ha I S | ]| ] |
mI o1 [ | [~ L] v] | L2 I | [
SaT fosi12 | | v [~ 1 v] | L2 | | 1
seconp week Tota:|[_00) [[_00] | ([ __oo] |00
00 0] | [ o0 [ oo [ oo

D | cerfify that the above staled times are accurate. | fully understand that any falsification of lime may subject me to disciplinary action.

| hvell Save and Submit ||Cancel|
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If you are only using the ‘Save and Submit’ button, Enter your full timesheet for the pay period, Select the “I
Certify...” check box and click on ‘Save and Submit’ to submit the timesheet to your supervisor

Appt. Start: 10/29/2020 Budget Hours 337.28 Prior SIL 0.00
Appt End: 06/30/2021 Hours Worked 160.00 AlLEamed  14.50 S/L Eamed 8.00
Pay Period: OiMiorked 0.00 Afl Transfemred  16.00 S/ Transfemed 17.50
Timesheet Due Date: 6/14/2021 Shift Worked 0.00 AL Used 4.00 SiL Used 0.00
RegularlJ Duty Hours Available  177.26 AlL Available  26.50 SiL Available  25.50
|work |ToTAL |shIFT | srex |
v
MON |05/31 H v ~| v v | .
TUE |06/01 9:00[AM~| || 1:00[PM~| |[_4:00 ~| ~| 4:00 o
WED |06/02 9:00[AM ~| | 1:00[PM~| |[ 4:00] v ~| 1| 400 o
THU |05/03 || 9:00[AM~] [ 1:00[Pm~] |00 v v 4.00 .- C
FRI [0s/o4 | 9:00[AM~]| || 1:00[PM~| || 4:00 v| v 4:00 .-
SAT |06/05 | v] v| | v] v c
FIRST week ToTAL:{[ 16.00] |[_0.00] 00 00] [ _oo]
sun [os/0s | v v | v] v =
MON |06/07 || v| v v| v el 400
TUE |0s/08 9:00[AM~| || 1:00[PM~| |[ 400 v| v| 4:00 .-
WED |06/09 9:00[AM~| || 1:00[PM~]| || 4:00 v v 4:00 o
THU [os/10 || 9:00[AM~]| || 1:00[PM~] |[ 400 v v 4:00 o
FRI |06,'11 | 900/am~]| (| 100[PM~| (| 4:00 v| v| 4:00 -
saT |o5/12 || v v| v] ™ -
SECOND WEEK TOTAL:|[_16.00] |[_ 0.00 4.00 00 .00
32.00] ([_0.00 4.00 00 .00
Comments:

(1 certify that the above stated times are accurate. | fully understand that any falsification of fime may subject me to disciplinary action

[ save || save and submit | | cancat |

Note: Once you have clicked on ‘Save and Submit’ no other changes can be made to the
timesheet. Please review the timesheet before clicking on this button.
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