
HOW TO FILL OUT THE 
DIGITAL TIME SHEET? 

* 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. 

A Guide for Federal Work-Study (FWS) Supervisors 



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 
immediately. 
 
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. 



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) 



Total Hours Fall 

Total Hours Spring 



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. 

How to fill out the time sheet 



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. 



Step 3 
• Once the required 

information has been 
entered on pg. 4, enter 
the current pay period 
number based on the 
payroll schedule (pg. 3 
of the time sheet 
template) in the box 
titled “Pay Period 
Number” on the top-right 
of the page. 



Step 4 
• Students must work only in 

whole hour and/or half hour 
intervals. 

• For each work entry, enter the 
hours (format is hours:minutes). 

• Required minimum half-hour 
break after every six [6] 
consecutive hours of work. 

• If the student works more than 
six hours a day, you can use the 
multiple “IN” and “OUT” fields 
as shown in the image. 

• Hours worked can only be 
inputted in half-hour or whole 
hour intervals, for example:  
8:00 – 12:30, 3:00 – 6:00 or 
9:15 – 2:15 



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 first Delete second Delete last 



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

Tip 



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#) 



Step 5 
• Once you have completed 

all entries for the pay 
period, press the     
button. 
• It will allow you to save and 

print the time sheet. 
• Reminder: 

When prompted to save the 
time sheet, save a copy of the 
time sheet file in the 
recommended format (last 
name-first name-pp#) 



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) is prohibited. 



Only approved FWS site  
supervisor may sign. No  
other individual may  
sign for you. 
 

Student must sign their  
own time sheet. No  
other individual may  
sign for you. 



Tip 
• If you did not save a 

blank template as 
described at the 
beginning of the 
presentation and wish 
to save one from a pre-
existing template, you 
can use the      icon 
located on pg. 3 as 
shown in the image. It 
will delete all the 
existing data on the 
time sheet and allow 
you to save a blank 
template.  

• Be sure to rename the 
file and save it as a 
separate document. 

 



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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