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Hourly / Student Worker Timesheet Entry — Detail Guide

Hourly / Student Employees

¢ Not eligible for: paid sick, vacation, or holiday
e Student employees use Gemini, NOT Orion, for work related information, such as timesheet,

direct deposit, W2 consent and home address
o Make sure your home address on Gemini is up to date. Information on Orion does NOT update

on Gemini.

The University of Texas at Dallas > Galaxy

Galaxy

&

article: Compatible Browser Download.

routine maintenance.

The Galaxy portal is the starting point for working in the Orion system, Gemini FMS and
Gemini HCM. It also provides links to other services such as email and eLearning.

/f\ Firefox 102.3.0 ESR is the only supported browser for Orion and Gemini. This applies only to faculty,
staff and student employees. If you need help downloading the correct browser, here is a helpful

Scheduled Maintenance: Orion and Gemini may be unavailable on Sundays from 5 a.m. to noon for

Orion

Access to application status, academic
records, financial aid and tuition/fees for
applicants, students, faculty and staff.

Gemini
Access to Financial Management System

(FMS) and Human Capital Management
(HCM).

UTD Student Center +

UTD Student Center
Manage My Classes

IGemini for Departments I

Payroll and Tax Services

Communications

Profile Admission Forms

Bursar Account

ORACLE
FEQPLESOFT

Graduation

Financial Aid

=

Helpful Links
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Monthly Paid:

¢ No timesheet required, not eligible for overtime
o Teaching Assistant
o Teaching Associate
o Research Assistant
o Graduate Assistant

Semi-monthly Paid:

o Submit your timesheet, eligible for overtime compensation if worked more than 40 hours in a
week
o Temporary employees
=  Work Schedule
e less than 4.5 months for up to 40 hours/ week, OR
e Greater than 4.5 months at 19.5 hours/ week or less for up to 1 year
= Extension of Term
e If you work a regular schedule for more than 4.5 months at more than 19.5 hours/
week for up to 1 year.
e Extension of term must be approved by HR to become a monthly salaried employee
for benefits.
o Student workers
=  Work schedule
o Work 20 hours/week or less in spring and fall semesters, summer hours may be
different

Overtime vs. Over Standard Time
¢ If an hourly employee works over standard weekly time (for example, 20 hours/week), you will

be paid at regular rate
¢ If an hourly employee works overtime with approval (>40 hours/week), overtime rate will be

applied

Example: A part-time employee, standard weekly hours are 20 hours / week

Standard Hours 20 hours Regular Rate $10.00
Over standard hours | 20 — 40 hours | Over Standard Hours Rate $10.00
Overtime Hours > 40 hours Overtime Rate $10.00 * 1.5 =$15.00

Example: A part-time employee worked 43 hours

43 work hours / week Hours Rate Total

Regular Hours 40 $10.00 $400.00

Overtime Hours 3 $15.00 $45.00
$445.00
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Report Time

Gemini for Department> Time tile

Time

Department will assign whether to Punch In / Out on Web Clock or Self-Service Time Entry

Punch In/Out on Web Clock

< Gemini for Departments

*Selecta Job Work Study Student Assistant_ACTIV

Enter Time
0316721 - 0331121

Report Time
Tuesday, Mar 16, 2021

13:50 PM

Last action: Out, 01:04 PM 03/16/21

Reported 0.80

Self Service Time Entry

Enter Time

“Job Title | StudAsst - Management v

=] LHL March 5, 2023 - March 11, 2023

Reported 0.00

View Legend

“ViewBy | Weekly v/

05 Sunday
Mar  Reported 0.00 © © ‘
06 Monday

Mar Reported 0.00 oL JL | ;‘
07 Tuesday

Mar  Reported 0.00 © o ‘
08 Wednesday

Mar Reported 0.00 oL JL | ;‘

09 Thursday - -

Web Clock User

Reported Time Tile

A. Click “IN” to clock in, and “OUT” to clock out

B. Click the “...” menu for more actions

C. Use the “Enter Time” tile to view previously reported time
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- ¢ @ U &% h r-uat utshare utsystem.edu/| AT/EM YEE M

£ Gomini for Daxpartmants

"Select a Job Work Study Student Assistani_ ACTIV

Enter Time Report Time
031621 - 03031/21

Cc

Tuasday, Mar 16, 2021

13 : 50 PM

Last action: Out, 01:04 PM 0316721

Reported 0,80

Enter Time Tile

(— | @ O rch in Gemini HCM
Enter Time
*Job Title | StudAsst - Management v
“View By | Weekly +
|L| |L| July 7, 2019 - July 13, 2019 v | Weekly v|
Reported 18.78
View Legend
Reported time on or before 06/30/2021 is for a prior period.
Day Summary IN ouT Comments
07 Sunday 2
Jul Reported 0.00 © | © ‘
08 Monday
10:07AM 4:23PM
Jul Reported 6.25 © ©
o
09 Tuesday
10:06AM 4:22PM | ‘

Jul Reported 6.26 © ©

1 0 Wednesday

Jul Reported 0.00 © | ©

1 1 Thursday >

February 12, 2024 Page 4 of 7


mailto:payroll@utdallas.edu

Hourly / Student Worker Timesheet Entry —

Detail Guide

Payroll & Tax Services
payroll@utdallas.edu

A. Use View By drop-down to view your reported time by Weekly or Period (semi-monthly)
B. Use arrow to navigate forward and back or click calendar icon to select a week
C. Use Comments button to leave comments

Self-Service Time Entry User

Enter Time Tile

Enter Time

~Job Title | StudAsst - Management v

B “View By |Weekly v|

F Save for Later

A |Z‘ |Z| March 5, 2023 - March 11, 2023
Reported 0.00
View Legend
Day Summary IN ouT Comments
Monday
06 C|8:DUAM | [12:00Pm | (o] 1=
Mar Reported 0.00 9 |i‘ ‘i| |7|
07 Tuesday
Mar Reported 0.00 @ 11007 | | |E‘ ‘E| |E|
08 Wednesday
Mar Reported 0.00 @ | | |3:UUAM |€‘ ‘E| |E|
1100PM | | |E‘ D ‘E| |E|
09 Thursday
Mar  Reported 0.00 o | JECTI E |i‘ ‘i| |;|

Add comments if needed

Tmoow>

saved) time to receive payments: 1st and 16th of the month

Switch Timesheet

If you have multiple jobs, click Select Another Job to switch to another timesheet

Use arrows to navigate forward and back, or calendar icon to select a week
Change “View By” to Weekly or Period (semi-monthly)
Enter your time in/out in format: 8:15AM, 12:03PM

Use “+” to add more than 1 shift, if needed, or use “-“ to remove shift

Enter your timesheet daily and submit time weekly. Deadline for employees to submit (not just
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Student Assistant

]2 | november 26, 2025 - December 2, 2023

Reported 0.00 Hours

View Legend

Day Summary

Time Details Comments
26 Sunday
Nov Reported 0.00 o | | |E| |E| ‘E|
27 Monday
Nov Reparted 0.00 ol | I |E| |E| ‘E|
nQ Tuesday

Change Job Selection

Classified Temporary

Classified Temporary

& Classified Temporary

Check Time Status

Click View Legend to show status of time submitted. Make sure your time has been submitted
(reported) and approved before the deadline.
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Legend

Time Details

Saved

Approved

Pending Approvals

Denied

Pushed Back

Exception

Absence

Reported

Reported Under Schedule

Reported Cver Schedule

OFF Day
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