HOW TO FILL OUT THE
DIGITAL TIME SHEET?

A Guide for Federal Work-Study (FWS) Supervisors

* The recommended software for using the digital time sheet is Adobe Acrobat.
Some features of the time sheet may not be compatible with Adobe Acrobat Reader.



Federal Work-Study (FWS)
Digital Time Sheet Template

- A new time sheet template is issued in each academic
year.

- FWS supervisors should receive the digital time sheet
template will be posted on the Brooklyn College website.

- If you are a FWS supervisor and have questions about
the time sheet template, please contact the FWS office
iImmediately.

Phone: (718) 951-5178 or (718) 951-5816
Email: fws@brooklyn.cuny.edu



mailto:fws@brooklyn.cuny.edu

How to save the blank time sheet
template to your computer?

- Once you have accessed the time sheet, right click on the
attachment and select “save as” and save it to your
computer.

- Once you have saved the time sheet template to your
computer, you are ready to start using it for all FWS
students who have officially been placed with you.




How to open the time sheet template
using Adobe Acrobat?

- If your computer does not open the time sheet in Adobe
Acrobat by default, right click on the time sheet file, go to “open
with” and click on Adobe Acrobat from the list of programs as
shown below. This should result in the time sheet opening.

=] Timesheet Re i PDF File 3,468 KB |

Combine supported files in Acrobat...

[
[&f  Edit with Notepad++

Open with » E., Adobe Acrobat <

Scan with Sophos Anti-Virus E Adobe Acrobat Reader DC
g Add to archive... ¢ Google Chrome

Restore previous versions & Internet Explorer

Send to » Choose default program...

Cut

Copy

Create shortcut

Delete

Rename

Propert




How to begin with the new time sheet
template?

- Create a separate file for each of your FWS students by
opening the blank template and clicking on
File __ save as
and save it as student’s last name—first name—PP# (for
example, Smith—-Smart—PP1)

- Before starting a time sheet for any student for the first
time, have a copy of their Federal Work-Study Program
Student/Employer Acknowledgements form available (see
Image on next slide for reference)



The City
University

Brooklyn

ﬂfnw York FEDERAL WORK STUDY PROGRAM l:l] “EEE

STUDENT/EMPLOYER ACKNOWLEDGMENTS 20 -20
Date:
STUDENT INFORMATION
Last Name First Name ML
EMPL. ID# LAST 4 DIGITS 55# XXX-XX- Cell# | ) -
ADDRESS
Residence Number Street Address APT. City State Tip Code

I certify by my signature below that | have read and understand the rules and policies for the Federal Work Study [“FWS") Program that | have received,
and | agree to adhere to these rules and pelides. | certify that| am a matriculated student at CUNY; that | am currently enrclled at least half time (six
credits or more) or, if | am waorking in the FWS Program during the summer, will be enrolled at least half time in the Fall semester; and that | am
maintaining satisfactory academic progress toward my degree. | understand that if | drop below six credits, | am no longer eligible to work for the FWS
Program, and | will promptly inform my supervisor if this occurs. | understand that | am not authorized to work any hours that are in excess of my FWS
award, since there will not be FWS funds available to pay me. | recognize that it is my responsibility to maintain records so that | will not exceed the
award amount. | also understand that my work-study earnings through the FWS Program constitute taxable income that must be reparted on federal,
state and civy tax returns. Finally, | understand that | am not permittedto perform my work-study dutles during class hours.

Student Sigi Date: Ernail Address:
SUPERVISOR INFORMATION
Dept.fAgency: Building:
Agency Address:
Street Address Room# City State Zip Code

Supervisor Print Name, Tel# Supervisor Email

n . ' r
Alt. Supervisor Print Name Tel# Alt. Sup. Email T ﬂta I .

| certify that | have read and understand the rules and policies for the Federal Work Study (“FWS") Program, and | agree to adhere to these rules and
polides. | agree to hire the student identified above for the hours specified below, and | will zllow the student to continue to work, provided the student
performs his/her tasks satisfactorily, until he/she earns the full FWS award or until the date specified below as the “Last Day of Work.” | understand that
if a student works maore than his/her award allows, | will be responsible to pay the student from the funds of my departmentor agency. | will maintain

and submit time sheets to the Federal Work Study Coardi or his/her desi in the Financial Aid or other designated office in accardance with the

Total:

published deadlines. | und d that federal r fati stipulate that stud must receive timely paymentand that incerrectly completed time
sheets will be returned to me and may delay payment to the student. Finally, | understand that a student is not allowed ta work during elass hours,

Supervisor Signature Date:
Alternate Supervisor Signature Date:
FOR OFFICE USE ONLY
Orii | [« " I:
FWS Award 5 fFall: i Mo. of Hours:  Per Week:
FWS Award Spring: § Maxi Mo. of Hours:  Per Week:
a i t: ining Award:  § Total hours:
Position: Pay Rate: Prior A
Agency Code/Busi Unit: Location Code/Job Data (Department Code/lob Code):
Referred by, Processed by: Input Date: Approved by or Seal:
of Jieeriomio ot
Brooklyn College does not discriminate on the basis of age, gender, gander identity, sexual ori ion, ali or citi hip, religion, race, color,
national or ethnic origin, disability, veteran or marital status, or any other category protected under federal, state or city laws in its student

n ploy , ACCESS 10 Progl and admini; ion of educational policies.

Refer to the link below for additional information:
http://www.broaklyn.cuny.edu/web/about/initiatives/policies/nondiscrimination.php

FINANCIAL AID OFFICE — White Copy SUPERVISOR - Yellow Copy STUDENT - Pink Copy Revised 9/16

< Total Hours Fall

<—Total Hours Spring



How to fill out the time sheet

Step 1

Open the student’s time sheet template.

Enter the total hours available for the student on the
payroll schedule (pg. 3 of the time sheet) in the first
box in the “Available Hours” column based on the
placement period.

- If the student is beginning work in the Summer/Fall

semester, enter only the total hours for the Fall
semester.

- If the student is beginning work in the Spring

semester and did not work with you during the Fall

semester, enter only the Spring total hours.
- If the student worked with you during the Fall

semester and has been approved to continue in the

Spring semester, update the total available hours

by adding the student’s total hours for Spring to the

Fall Hours in the box where you entered the
student’s total hours for the Fall semester.

—_—

For student and site supervisor use
Job Location: EMPLID:

‘SIGN UP FOR DIRECT DEPOSIT OR SCHOLAR CARD! FASTER ACCESS TO YOUR FINANCIAL AID MONEY!

SPECIAL NOTE: Time sheets submitted which are not in compliance with FW S payroll procedures will be returned to the
supervisor. Unsigned time sheets will be returned for appr ignature(s). A signatures are those indicated on the
2016-2017 Federal Work Study Program Student/Em ployer Acknowledgements form. Late time sheets must have an official letter
from the supervisor justifying late Time sheets are now due on a Friday unless the student works
on the last Saturdav of the pay period or the college is closed

FWS Payroll Assistant: Ms. Jennifer Clarke
Telephone #: (718) 951-5179 E-mail: jclarke@brooklyn.cuny.edu

Student’s Name.

Pay . !
~Perion Pay Period Dates Available Used |, Timesheet Due |, Pay Date L
Number Begil d Hours Hours Date

1 05/29/16 06/11/1 06/10/16 06/23/16
06/12/16 06/25/16 0o 06/24/16 07/07/16
3 06/26/16 07/09/16 0.0 07/08/16 07/21/16
4 07/10/16 07/23/16 00 07/22/16 08/04/16
5 07/24/16 08/06/16 0.0 08/05/16 08/18/16
6 08/07/16 08/20/16 0.0 08/19/16 09/01/16
7 08/21/16 09/03/16 00 09/02/16 09/15/16
8 09/04/16 09/17/16 0.0 09/16/16 09/29/16
9 09/18/16 10/01/16 0.0 09/30/16 10/13/16
10 10/02/16 10/15/16 0.0 10114/16 10/27/16
i 10/16/16 10/29/16 0.0 10/28/16 11/10/186
12 10/30/16 11/12/16 oo 11/11/16 11/23/16
13 11/13/16 11/26/16 0o 112516 12/08/16
14 11/27/16 12/10/16 oo 12/09/16 12/22116
15 12/11/16 12/21/16 oo 12/23/16 01/0317
16 12/26/16 01/07/17 00 01/06/17 11917
17 01/08/17 0172117 00 0120/17 02/02/17
18 01/22117 02/04/17 0o 02/03/17 02/1617
19 02/05/17 02/18/17 00 02/17/17 03/02/17
20 02/1917 03/04/17 oo 03/03/17 03/16/17
21 03/05/17 03/18/17 00 03/17/17 03/3017
22 03/19/17 040117 00 0373117 04/13/17
23 04/02/17 04/15/17 00 04/14/17 0412717
24 04/16/17 042917 00 04/28/17 0511117
25 04/300117 05/13/17 00 05/12/17 05/25M7
26 05/14/17 052617 0.0 05/26/17 06/08/17

Unused hours: 0

INTERSESSION (1/3/2017 - 1/24/2017): STUDENTS NOT RETURNING WITH A MINIMUM ENROLLMENT STATUS OF 6
CREDITS IN THEIR DIVISION OF MATRICULATION FOR SPRING 2017 MAY NOT WORK AFTER DECEMBER 21, 2016.
FWS supervisors must e-mail req toF .cuny.edu for app for student to work after January 2nd.
Student may not work until you receive an e-mail approval from the FWS staff.

Memorial Day - 53016

Independence Day - 7/04/16

Conversion Day - 710516 (Monday schacile)
Conversion Day - 7/06/18 (Monday schedule)
Fall Semester Begins - 8/25/16

Labor Day -
Conversion Day - 1010616 (Monday Schedule)
Columbus Day - 101018

Conversion Day - 10/14/16 (Tuesday Schadule)

Thanksgiving Recess — 11/24/16-11/27118
Fall 2016 Final Examinations = 121416 - 122116 Conversion Day = 2116/17 (Monday Schedule)
Last Day of Fal Semaster - 122146 President's Day - 22017

No Work Schedulad — 122216 - 12/25/16 Spring Recass - 4H0AT - 411847

Holidsys Observed - 12/23/16 - 12126118 (Collage Closed) Conversion Day — 4120417 (Monday Scheduls)
i16 New Year — 12030116 - 1/217 Spring 2017 Final Exams — §/22/17 - 6126117
Wner nfrsession - 10317 - 124/17 Last Day of Spring Semester— 526/17

Martin Luther King Jr. Day - 116117

Spring 2017 Semester Bagins - 1/30/17

Lincoln's Birthday - 211317




NOTE: Increases/Decreases to FWS Award

- Increases or decreases to the FWS award for a student
require the total number of available hours to be
recalculated.

- Enter the revised hours In the first box under the

“Available Hours” column on pg. 3 of the time sheet
template.

- Press enter to update all subsequent hours in that
column.

- Save the time sheet before making any other changes.



Step 2

- Scroll down to page 4,
and fill in the
Information in the
highlighted boxes.

- Fill in the information
corresponding to the
student, the supervisor,
and the agency and job
site.

Fay Period Number

THE CITY UNIVERSITY OF NEW YORK
FEDERAL WORK-STUDY TIME SHEET

[ PLEASE READ INSTRUCTIONS BEFORE FILLING OUT THIS FORM! ]
Return Completed Tinee Sheet Te? Financial Aid Office
BUSINESS UNIT ElKlLlol1 Brooklyn College
2900 Bedford Avenue
DEPARTMENT | | 308 West Quad Center
Brooklyn, New York 11210
EmpllD
Pay Perlod Regins Pay Perlod Ends
Student’s Name TO
Last First
(T [TTT] =

Social Security Number

Agency Name'College Dept. (To be used for “on-campus™ position.}

b1 Hourly Pay Rate
Agency Address
Student’s emall address —
Work Location ‘Work Address (il dilferent)
X
SR e Wark Telephone Number Extension
Time sheet should be mailed i diately to the Financial Aid Office for the student whose work schedule ends any
day prior to the last day of the pay period. Sign in blue or black ink. Current hours available: 0
Mo/ Day N ouT N ouT N OUT | TOTAL I certify that:
SUN. 0 . the rb.qx(] oflm.unt worked, :u.
subrmtted on this time sheet 15
MON. 0 correct.
T 2. the hours worked did not conflict
TUE. 0 with the student’s official class
WED. 0 schedule on CUNY first,
3 all work has been performed
THU. o] satisfactorily. [Jyes [ no
FRI 0
SAT. 0 Supervisor's signature (blue or black k)
Total Hours for 1st Week = 0 ALL TIME SHEETS MUST BE MAILED
Mo Dy IN ouT IN o IN vl TOTAL .
1 certify that:
SUN. ] 1. the record of hours worked, as
- submitted on this time sheet is
MON, 0 correct
TUE. 0 2. the hours | worked did not
conflict with my official class
WED. o] schedule on CUN'Y first.
THU. 0
FRL 0 Student s signature (e o black ink
SAT. 0 Total Hours for Pay Period Remaining
hours:
Total Hours for 2nd Weck = 0 [ 0 ] 0

A minimum of a half hour break is required after 6 consecutive hours of work.

o
Q



v

Fay Period Kumber

THE CITY UNIVERSITY OF NEW YORK
FEDERAL WORK-STUDY TIME SHEET

Step 3

[ PLEASE READ INSTRUCTIONS BEFORE FILLING OUT THIS FORM! ]
Rerurn Complered Time Sheer To: Financlal Ald Offlee
BUSINESS UNIT Bl|K|L|C]1 2900 Bedford Avenue

- Once the required
iInformation has been

DEPARTMENT

308 West Quad Center
Brooklyn, New York 11218

| 12345678 |

EMPLID
Student’s Name Doe John Paferod i P PeriodFos
Last First )
[Supervisors Name]
| | | | l | l X l X l X l * ’ Supervisor's Name (Print)

entered on pg. 4, enter
the current pay period

[Supervisor's E-mail Address]

[Agency Name]

Agency Name College Dept. (To be used for “on campus” position.)

Soctal Security Mumber

$ 1100 ourty pay Rate [Agency Address)
. Agency Address

[Student's E-mail Address] )

Stucdent’s emall address DNDrk LDGB‘[IDH]

Work Location

(123) 123-1234

Work Address (If diferent)

x 1234

number based on the

Supervisor's emall address

Waork Telephone Number

Time sheet should be mailed i liately to the Financial Aid Office for the student whose work schedule ends
any day prior to the last day of the pay period. Sign in blue or black ink. Current Hours Available: 0
Mo'Day ™ ouT ™ ouT L] ouT TOTAL I ceruity that:
p ay r O S C ‘ E u ‘ e p g . SUN. e 0 1. the record of howrs worked, as
b d on this ime sheet 1s
. MON. | - 0 comect.
— 2. the hours worked did not conflict
O e I I I I e S e e TUE - 0 with the student s official class
WED. | - 0 schadule on CUNY first
3 All work has been parformed
- THU. | —f 0 satisfactorily. [ yes OIno
template) In the box 0
BAT. —fen 0 Supervisor's signature (blue or black ink)
. .
11 e 0
I e ay e r I O Total Hours for 15t Week ALL TIME SHEETS MUST BE MAILED
Mo Ty T 9 T
oy N ouT i) ouT N ouT TOTAL I certify that:
- SN, e 1 the record of hours worked, as
7 submitted on thes tme sheet 15
umber” on the top-right == |
TUE. —ie- 0 2 the hours I worked did not
conthiet with my official class
f t h WED. | /- 0 schedule on CUNYfirst.
O e p ag e . THU. | -/ 0
FRIL e 0 Student’s signature (bhue or black mky
SAT. | - 0 Total hours for pay perlod Renalning
hours:
Total Hours for 2nd Week & 0 [ 0 ] 0

&
Q

A minimum of a half hour break is required after 6 consecutive hours of work.



e THE CITY UNIVERSITY OF NEW YORK s
p FEDERAL WORK-STUDY TIME SHEET

[ PLEASE READ INSTREUCTIONS BEFORE FILLING OUT THIS FORM! ]

Ritirn Camplaed Thae Sheed Tor Flaaneial Al Offie
BLUSI=ESS LN BlE|L| o1 Vil Bedierd Avenss
1 Wl Qhad O enller

° StUdentS mUSt WOFk Only |n DEPARTMENT W‘ Rrsakbym, Sew Verk 10118

whole hour and/or half hour . e o o pyraba
. |S Student’s Name o~ — [EDEHZT"IEr : ]DBQSHE
Interva . upervisors Name
I Y S bt
° For eaCh Work entry’ enter the — ’ Agraey Same College Depl. (T br wend for on cmmpn © peniiion |
s 1000 pparty oy e [Agency Address)

hours (format is hours:minutes). [Students E-mail Adoress bl

Srmacdrmi 'y vl ki
Wil Locutkon Work Adderss (O diferm b

JSapuiuck's E il hdres] (123) 1231234 x 1234

- Required minimum half-hour e o e e

Time sheet should be mailed immediately to the Financial Ald Office for the student whose work schedule ends

break after eve ry SiX [6] any day prior to the last day of the pay period. Sizn in Blue or black ink. Current Hours Available: 20

consecutive hours of work. e ey e e L e e e | E -
wo.| 0573 | 9:00 | 2:00 | 2:30 | 5:00 75 —
- If the student works more than — | R e
six hours a day, you can use the it Tl R
H I1] ” 13 ” £ FRL | oan? ]
multiple IN and. OUT” fields - — |
as ShOWﬂ N the |mage - : Foal lbourx for 10 Week & _ F.3 | ALL TIME SHEETS MUST BE MAILED
- m‘:: ™ L1 | ™ 0T ™ Ll | TOTAL !I"‘_‘_Ilrr.::llﬂ” R
- Hours worked can only be — - e e
inputted in half-hour or whole T o T =
hour intervals, for example: T Z
FEL | 024 Sowsiont s wignabere bl or Bl kb
8.00 - 12.30, 3.00 - 6.00 Or Ja1.Y| Lo 0 Tt al hwsars. fow iy vt u:::u
Total Hoars for Snd Week & o | I 7.5 ] 12.5

9:15 - 2:15

SUNIMER SESSION | (&3006 . VI216) o

A minimum of a half hour break is required after 6 consceutive hours of work. 0



Important!

- Enter work hours daily. Time sheet provides pop-up alerts
when entering hours for conversion days and legal holidays.

- FWS students cannot work on holidays if the supervisor or
designated alternate supervisor (college employee) will not be
present.

- If job site is open on a legal holiday, the supervisor must attach
a memo to any time sheet submitted to confirm work done
when the college is officially closed.

- Student’s work schedule must not conflict with
class schedule (even if class is cancelled)

- A memo of justification must be attached to all late time sheets
submitted.

- For any special circumstances (hybrid classes, lab exemptions,
etc.), contact the FWS payroll assistant.




Deleting Entries

- If deleting an entry, always delete from right to left, as
shown below.

Delete IastA\ ’Delete second Delete first
MoDay W IN | ouT | IN [four | IN | our g TOTAL

SUN. | 11/26* / 0

MON. | 11/27 | 9:00 | 2:00 | 3:00 | 5:00 § 6:00 | 7:00 8

TUE. 11/28 0

WED. | 11/29 0

THU. | 11/30 0

FRIL 12/01 0

SAT. | 12/02 0

Total Hours for 1st Week '::>




- Whenever you make changes to the time sheet,
remember to save the file.



IMPORTANT!

- You are required to save a separate copy of the time
sheet template for each pay period. The recommended
format is: “student’s last name—first name—pay period”
(e.g. Smith-Smart-PP#)



THE CITY UNIVERSITY OF NEW YORK o
Ste p 5 FEDERAL WORK-STUDY TIME SHEET

[ PLEASE READ INSTREUCTIONS BEFORE FILLING OUT THIS FORM! ]

Ritirn Camplaed Thae Sheed Tor Flaaneial Al Offie
BLUSI=ESS LN BlE|L| o1 Vil Bedierd Avenss
1 Wl Qhad O enller

- Once you have completed T e

. Student’s Name Doe S0t ral.'.;:rﬂ:‘é- ™o mﬁ;:;;'lat
all entries for the pay & Rstniodfinct
. | | ]wlh.'.....!.lﬁ'x[xl“l |Agency Name) T
period, press the © P o
[Student's E-mail Address] m:""' )
b utto n [ E‘mx«n‘:;;-mu A chel 1 \Erzlalr;ﬂg_my T;;;m [T.EET

Sugernvinon 'y small addre T

° |t W|” a”OW you to save and Time sheet should be malled immedlately fo the Financial Akd Office for the student whase work schedule cnds

any day prior to the last day of the pay period. Sizn in Blue or black ink. Current Hours Available: 20
print the time sheet. slei = T 1 T 1 T o " e
. wow.| 0o | 8:00 | 2:00 | 2:30 | 5:00 ]
- Reminder: | o 0| e
kel Kol L % 1ok e patcaisd
THL. o ratisfactexily. O yes [me
When prompted to save the T ET : e
: AT, | oAHE o S s GEREAY e of BlbcL i
time sheet, save a copy of the — s I —

tlme Sheet flle In the — i Ty ™ [} [ [ & oot _Jrome | Fmm

. | 0EAE 1 the reeond of ket workel, as
submitted on, this time sheet i

recommended format (last e 21, R
name-flrst name'pp#) ?::' ﬁ ;" schedule on CLINY first
—— -
Total Hors far Snd Week & o | I 7.5 ] 12.5

SUMMER SESSION | (8317186 - T1216) »o

A minimum of a half hour break is required after 6 consceutive hours of work. 0



-
Printing and Signing the Time Sheet

- Supervisor must:
« Print the time sheet

- Review entries on the time sheet with the FWS student:
« Hours worked
« Accuracy of EMPL ID
« No class conflict

- Sign the time sheet
- Have the student sign the time sheet.

- Supervisor must make two copies of the original signed time sheet:
- Supervisor’s copy
- Student’s copy

(See Next Slide for Important Information)




Signing the Time Sheet: IMPORTANT!

- Time sheet may only be signed by the approved FWS site
supervisor on file with the Financial Aid Office.

- The student must sign their own time sheet.

- No other person is authorized to sign on behalf of the
student or the FWS supervisor. Signing another person’s
name on a legal document (any time sheet or official
forms/documents) iIs prohibited.




Py Peinod Miketses
THE CITY UNIVERSITY OF NEW YORK E
FEDERAL WORK-STUDY TIME SHEET

PLEASE READ INSTRUCTIONS BEFORE FILLING OUT THIS FORM!

Hatuar Comgplered Thave Sheet To; Financial Abkd Offlce

BUSINESS UNIT Blelnl ol Brooklyn Callege
THHY Heeadlord Avemse
DEPARTMENT 1f1]z|2|1] | 12345678 | 308 West Craad Center
Brooklym, Mew York 11210
EmpllD
. Fay Perbod Beging Fay Period Ends
Student’s Name Smith Smart D986 TO  10/01/16
1 Fi
ot ~ Mr. Foster
(T[] G0 il o
Soctal Securily Number Fosters Financial Services

Agency Mame' College Depl. o be used for “on camgan™ podilon.)

¢ JOLHX Hourhy Py Rate 8586 Bedford Ave, Brooklyn, MY
. : Agency Addrew
Smart. Smithi@bemail. brookhyen. =g
ma. mith§Bbemail. brooldhyn. cuny . edu 3rd Floor
Student’s emall acdress -
miostens fs.com Work Location Wiork Adkdresa (If dilferent)
i {T18) 1234857 v 1234
Sepes s emall ad% Wark Telephone Sumber Fagrmskm
Time sheet should be mailed immediately (Financial Aid Ofice) for the student whose work schedule ends any
ﬂa!.' prl'lrr i ihe st dl!.‘ ol the pay pu.-.rim]. Sien in blue or black ink. Current hours available: 173

Mo Thay ™ our IN auT L OUT | TOTAL 1 certafly that:

[H]@U R SN, CaME o 1 thie pecord of hows worked, as
subwmitted o this time sheet is
NMON, [ D18 1 200 | 700 | 5:00 10:30 75 cirren
INTERVALS == | S -
WED. | oozt 0 schechile on CUNY first Only approved FWS site
— ™. | ooz o oy supervisor may sign. No
I i 10:00] 4:00 | 5:00 [ 800 [\ 9 other individual may
SAT. 9:15 | 2:15 5 Supervisor's sigasture(blos or back ink) sign for you.
Total Hours for 15t Week & 21.5 ALL TIME SHEETS MUST BE MAILED
Mo/ Dy I™ o ™ orT ™ o TOTAL

I eertify that:
0 1 the record of hours worked, as

BN, Der2s
HALF HOUR [ oo
u MON, | Da25 F—

0 b the howars [ worked did not

** Must be signed
with blue/black ink **

conllict with my official class
"NTERVAL 400 | 9:00 1 BCTRCUAITE OF LT T ITSL . .
0 Shmatt Student must sign their
5-30) 45 Studml s sgmaters ibus or blad mbky own t|me Sheet NO
SAT. 0 ot Vowrs or Pay P Remalning other individual may
Total Hours for 2nd Wevk = 55| [ 3 | 136 sign for you.

>
Q

A minimum of 2 half hour break is required after 6 consecutive hours of work,



e
¥ Tip

For student and site supervisar use

- If you did not save a Student's Name: Job Location: EMPL ID:
blank tem plate as SIGN UP FOR DIRECT DEPOSIT OR SCHOLAR CARD! FASTER ACCESS TO YOUR FINANCIAL AID MONEY!
: SPECIAL NOTE: Time sheets submitted which are not in compliance with F\WS payroll procedures will be returned fo the
d eSCri bed at the supervisor. Unsignedtime sheets will be returned for appropriate signature(s). Acceptable signatures are those indicated on the
: : 2016-2017 Federal Work Study Program Student/Ermployer Acknowledgem ents form. Late time sheets must have an official letter
beginning of the
g g from the supervisor attached justifying late submission. Time sheets are row due on a Friday unless the student works
: : the last Saturday of the pay period of the college is closed.
resentation and wish =
p . FWS Payroll Assistant: Ms. Jennifer Clarke
to save one from a pre- % Telephone #: (718) 951-5179 E-mail: jclarke@brooklyn.cuny.edu
. . —Fy , =
exI|stl ng tem p‘lat.e . yOU | Period L Pay Period Dates . Available i Used | Timesheet Due | Py Date: |
can use the = icon Number Begin End Hours Hours Date
1 05/29/16 06/11/16 06/10116 06/23/16
locate d onp g 3as 2 06/12/16 06/25/16 00 06/24/16 07/07/16
shown in the im age. It 3 06/26/16 07/09/16 00 07/08/16 07/21/16
. 4 0710/16 07/23/16 00 07/22/16 08/04/16
Wi ” d_e lete all the 5 07/24/16 08/06/16 00 08/05/16 08/18/16
eXIStlng data on the 6 08/07/16 08/20/16 00 08/19/16 09/01/16
: 7 08/21/16 09/03/16 00 09/02/16 09/15/16
time sheet and allow 8 09/04/16 09/17/16 00 09/16/16 09/29/16
you to save a blank 9 o9ME16____ 1001/16 00 09/30/16 104316
0.0
tem plate . 10 10/02/16 10/15/16 10/14/16 10/27/16
11 10/16/16 10/29/16 00 10/26116 1110/16
- Be sure to rename the 12 10/30/16 111216 00 11/11/16 11/23/16
. . 13 11/13/16 11/26/16 00 11/25/16 12/08/16
file and save it as a 14 11/27/16 1210116 00 12/09/16 1222116
se parate document. 15 12/11/16 12/2116 00 12/23/16 01/03/17




Simply repeat steps 1 through 5 for creating a time sheet
template for another student.

* If you have any questions regarding this process, you can call the FWS office at
(718) 951-5178 or (718) 951-5816 or send an email to the FWS e-mail box at
fws@brooklyn.cuny.edu.



mailto:fws@brooklyn.cuny.edu
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