
CLASSIFIED NON-EXEMPT, CLASSIFIED EXEMPT, UNCLASSIFIED NON-EXEMPT TIMESHEETS COMPLETION FOR FURLOUGHS
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Go to InsideSOU and go to Payroll Services Website to access link for paper timesheet
https://inside.sou.edu/bus-serv/payroll/index.html
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Under Form & Instructions – click on link for paper timesheets
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Select correct timesheet for your employment classification
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[bookmark: _GoBack]The following timesheet example shows an 8 hours furlough reduction per week:
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The following timesheet example shows an 8 hours furlough reduction per week with holiday:
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As a Work Share Program participant, how do | report my time and attendance weekly?

The work week begins on Sunday and ends on Saturday. The first week of furlough begins Sunday, May 3, 2020.
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« Classified non-exempt, classified exempt, and unclassified non-exempt employees must report and certify their
weekly time and attendance by accessing the SOU Work Share Time & Attendance Form. In addition to this weekly
attendance records submission for Work Share, employees must also submit their monthly paper timesheet to Payroll
Services in accordance with their time and attendance procedures and deadlines.

Itis strongly recommended that all participants schedule a reoccurring reminder to submit their weekly time and attendance
on the last day of their scheduled work shift for the current work week.

Note: Employees ineligible for the Work Share Program do not report time and attendance weekly. Employees must,
however, continue to report time and attendance in accordance with the SOU Payroll Services policies, procedures and

deadlines.
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Forms & Instructions

Main Contact Information:
Timesheets:

Payroll Services Support Line (541) 552-8506
« Paper Timesheets

Payroll Services Email Address payroll-services@sou.edu
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Timesheets and Instructions

Classified Employees:

+ Classified Salaried-Hourly Non-Exempt Instructions
Classified Hourly Non-Exempt Timesheet
Classified Salaried Non-Exempt Timesheet

+ Classified Salaried Exempt Instructions
Classified Salaried Exempt Timesheet

+ Classified Temp Hourly Non-Exempt Instructions
+ Classified Temporary Hourly Non-Exempt Timesheet

Web Time Entry

The University uses an electronic timekeeping sytem called Banner Web Time Entry (WTE) this is the method to record all
time, with one exception, Classified employees. WTE is for recording shift hours worked for all hourly non-exempt
employees and leave recording for our Unclassified exempt employees. If you missed the payroll processing deadline, you
will find paper timesheet links below, please notify Payroll Services when completing these for processing.

UnClassified Employees:

+ Unclassified Salaried Non-Exempt Instructions (pdf)
Unclassified-Salaried Non Exempt Timesheet 2-shift(xisx)
Unclassified-Salaried Non Exempt Timesheet 3-shift (xisx)

+ Unclassified Salaried Exempt Leave Reporting Instructions.
Leave Report (Taken) - Leave Record (pdf)

+ Unclassified Hourly Non-Exempt Instructions (pdf)
Unclassified Hourly Non-Exempt Timesheet




