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For Employees




VISIT OUR WEBSITE

STEPHEN F. AUSTIN STATE UNIVERSITY B @sra B Q wroror: [Fumesudens @)

About SFA Academics Admissions & Aid :l Life at SFA Arts & Athletics Alumni & Giving
. o

SFA [ Payroll Services

PAYROLL SERVICES

Our Staff

New Employees
Forms

Manuals

Policies & Procedures

Schedules




E My Sites = Ashley Engle~ @ Sign Out

Employee

mySFA /' Employee

Home PAY & TAX PARKING
Student Employee CHECK YOUR EMAIL Pay Info Parking Portal (Qrder Parking_Pass, View Citations)
Direct Deposit (print form) Pay_Citations with Ebill

Email Signature Generator

@ Employee

Electronic Consent for Employee Tax Forms Parking_and Traffic Information
OFFICE 365 APPS View W-2 - Wage and Tax Statement Parking_lap
Resources
View our Office 365 Guides View 1095-C Health Insurance Offer Statement Campus Map
Budget & Finance View W-4 - Tax Withholding Allowance
Z0OOM
Approve Time with TimeClock Plus
¥ Research
Zoom Support Enter Time with TimeClock Plus

TRAINING

BRIGHTSPACE BY D2L

Employee Training

myTraining
SFA Owned Apple Device Enroliment EMPLOYEE INFO .

View Ethnicity & Race

Veteran Service Survey

APPROVALS
VACATION & LEAVE Create Guest Wireless Account

Post Office Box Admin LEAP Approvals

View Leave Balance
HR Website GRA/GTA Scholarship Approvals

Vacation/Sick Leave Request
Employee Annual Conflict of Interest Disclosures

Holiday Schedule

Staff Telecommuting Request and Agreement Form

EEO Category Look-Up

Pay Charges with Ebill

BENEFITS Request for Approval for Outside Employment

MvUTBengfi;




Clocking In & Out

| Refresh |

000 2 Options:

Clock In - Clock Out

E3 clock Operations Or

Log on to Dashboard

Return From ‘

Break

‘ Leave On Break ‘ ‘




10/31/2023 10:17:57 AM Hello Ashley Engle

Confirmation (Clock In)

Cancel

Mot you?

CLOCK IN

I Clock In operation successful

CLOCK OUT

Clock Out operation successful

10/31/2023 10:15:41 AM

Hello Ashley Engle Not you?

Confirmation (Clock Out)

Cancel Continue



= 1cp’ | TimeClock Plus

Ashley Engle Clocked out at 10:16 AM

10/31/2023 10:21:23 AM My Options @ Log Off

Manage Time Sheet
10/28/2023 - 11/03/2023  Navigate Period

Feedback
Reject m 10/28/2023 [ Display weekends

Regular  OTI1 0OT2 Leave Total
0-00 0:00 0:00 0:00 0:00

10/28-11/03

Regular  OT1 0T2 Leave Total
0:00 0:00 0:.00 0:00 0:00
Mon 10/30 0:00 Tue10/31 0:00 Wed 11/01 0:00 Thu11/02

0:00 Fri11/03 0:00

— Edit Segment [?][ Feedback
10/28-11/03 e

Segment Length: 8:00

Mon 10/30 8:00 1 Timein  10/302023 & 08:00AM @
. Hours 8:00
Edit Clear Copy Motes
Task Code | 69966900 - 00-Asst Payroll £
0g:00AaM @ 800

Cost Code | << NONE >>

69966900 - 00-Asst Payroll Sr

Note




The time keeping system is an “all or nothing” system. All
time should be entered and approved under the following
schedule, *regardless* if the employee is paid on a semi-
monthly or monthly basis.

» 1st - 15t deadline to approve is the 17t by noon (or first
business day thereafter).

» 16" - end of the month: deadline to approve is the 2nd by
noon (or first business day thereafter).

The deadlines are important as they give Payroll enough
time to handle any problems that need to be researched or

corrected prior to running the payroll.




Contact Info

» Ashley Engle 936-468-3732
» Paula Tykol 036-468-2451

» tcp@sfasu.edu

» Fax 936-468-8201

» Austin Building - 2058



mailto:tcp@sfasu.edu
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