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Quick Reference Guide: Non-Exempt Temporary Employee Enter/Report Time

There are two methods for reporting your time:
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1) Enter Time Tile = Access your entire timesheet for the current pay period. Manually submit each punch

on the day that you worked.
a. Employees with multiple jobs must use the Enter Time tile to report the hours worked on the corresponding time
sheet for each individual job record.
2) Report Time Tile = Punch In & Out directly from the tile for the current day only. This option will

record the current system time on your entry.

Enter Time Tile:

1) Login to MyFIU

2) Navigate to: Employee Self Service > Time Tile > Enter Time Tile

3) If you have multiple jobs, select the specific job from the “Job Title” drop down menu to report hours
on the timesheet that corresponds to that job.

4) Enter the “In”, “Lunch Out”, “Lunch In” and “Out” Punch for each day worked. Use the scroll bar to

the right to reach the end of your timesheet.
Note: “Lunch Out” and “Lunch In” do not have to be completed if you do not take a break during your shift. You
would only enter your “In” punch and “Out” punch at the end of your work shift.
5) If you are paid from multiple funding sources, select “Time Details”, then “Task Profile ID” and elect
the Task Profile ID that should be charged for the time you are reporting.

a. Reporting time worked for different Task Profile IDs on the same day: Select the icon on the specific date and
enter your punches, then select the “Time Details” icon and select the next Task Profile ID instead.
b. Overnight Shifts: Enter the “Out” punch in the “Out” column for the next day.
6) Click “Submit” to process your timesheet and make it available for your manager to approve.
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Click to select the Task Profile ID
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Quick Links Available:

Combination Code Table

Click on this link if you need to view the details of the Task Profile ID you are selecting.

Report Time Tile:

1) Login to MyFIU
2) Navigate to: Employee Self Service > Time Tile > Report Time Tile
3) Select the “In” icon to punch in for the current day. The icon will immediately update to the next
available punch.
a. Employees with multiple timesheets cannot use this feature. You must click on the 3 dots and
select “View Full Site” — see further instructions below.
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4) If you punch out for lunch, return to the tile, and select the “Lunch Out” icon. When you return from
your break, select the “Lunch In” icon. The icon will immediately update to the next available punch
after each instance that it is clicked.
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5) When you are done for the day, return to the tile, and select the “Out” icon.
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Notes:

1) Click the 3 dots to select any of the available punch type options.
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2) “View Full Site” will list all the punches that have been submitted for the current day. Employees can
edit the punch type or Task Profile ID, delete, or submit punches for the current date from this view,
however you will not be able to modify the time that was recorded for the punched entry.

a. Employees with multiple timesheets, must use the “View Full Site” option and select the
corresponding job from the drop-down menu, then select the “Punch Type” and submit the
punch.

3) Select the Time Reporting Code as applicable to the punch you are submitting.

4) If you are paid from multiple funding sources, select “Time Details”, then “Task Profile ID” and elect
the Task Profile ID that should be charged for the punch you are reporting.

5) Click “Submit” after each punch type entry to process your timesheet and make it available for your
manager to approve.
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