
For Employees







SFA User Name

SFA Password

SFA User Name

2 Options:

Clock In – Clock Out
Or

Log on to Dashboard



CLOCK IN

CLOCK OUT





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 – 15th: deadline to approve is the 17th by noon (or first
business day thereafter).

 16th – 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.



 Ashley Engle 936-468-3732

 Paula Tykol         936-468-2451

 tcp@sfasu.edu

 Fax 936-468-8201

 Austin Building – 205B
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